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PALOMINO VALLEY GENERAL IMPROVEMENT DISTRICT REGULAR MEETING 

MINUTES - Draft 

July 16, 2026 – 6:00 p.m. 

Regional Shooting Facility – 21555 Pyramid Highway, Reno, Nevada 

1. Call to Order 

The meeting was called to order at 6:00 p.m. by Trustee Story. 

2. Roll Call 

Board Members Present: 

• Marty Breitmeyer 

• Nevada Story 

• Julie Osburn 

Board Members Absent: 

• Marshall Todd 

• Greg Dennis 

A quorum was established. 

Also in attendance: 

Shawn Kelly, Operations Manager 

Mark Forsberg, Attorney (attended via TEAMS) 

Robin White, Assistant to the Board 

Angie Phillips, Bookkeeper 

3. Pledge of Allegiance 

The Pledge of Allegiance was recited. 

4. Public Comment on Matters Not Listed on the Agenda 

Three public comments were received: 

• Jan Mortenson thanked Attorney Forsberg for reviewing their submitted letter and 

determining that the Yellowtail turnaround should be included on the maintenance list. 
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• Robert Heiney (Right Hand Canyon) thanked the road crew for recent work on the last 

mile of Right Hand Canyon. 

• Tom Baker (Right Hand Canyon) asked whether the attorney’s determination regarding 

Yellowtail would apply to the other 31 turnarounds in the valley. 

5. Approval of Minutes – Possible Action 

A. May 21, 2026 Regular Meeting Minutes  

Motion by Trustee Osburn; second by Trustee Story. Public comment opened and closed with 

none.  

Motion passed unanimously. 

B. June 18, 2026 Special Meeting – Closed Session (Board Members Only)  

Motion by Trustee Breitmeyer; second by Trustee Osburn. No public comment.  

Motion passed unanimously. 

C. June 18, 2026 Special Meeting – Open Session  

Motion by Trustee Breitmeyer; second by Trustee Osburn. Public comment opened and closed 

with none.  

Motion passed unanimously. 

6. Financial Reports – Presented by Bookkeeper Angie Phillips 

Angie Phillips presented the monthly financial reports: 

• Ad Valorem tax (July 10, 2026): $11,202.93 

• Consolidated Tax (CTX, June 23, 2026): $51,717.42 

• LGTA Fair Share (June 26, 2026): $4,104.05 

• Total revenue: $67,024.40 

She also noted corrections to formulas affecting projected operating funds and road improvement 

funds through August 31. 

7. SNC Asphalt Contract – Overage Discussion & Payment 

A. SNC Overage Review (Possible Action) The contractor exceeded the original bid by 14.5 

tons, originally calculated at $450/ton ($6,525). Discussion revealed the signed contract rate was 

$485/ton, not $450. Board determined documentation must be corrected before approving the 

overage. Initial motion was rescinded; item will be agendized for August. 
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B. Payment of Regular Bills (Possible Action)  

Motion by Trustee Osburn to pay all bills, including SNC at the original contract amount of 

$331,516 (no overage). Seconded by Trustee Story.  Public comment received from Laurie 

Squartsoff regarding contract rate clarification.  

Motion passed unanimously. 

8. Employee Health Insurance – Review & Selection (Possible Action) 

Angie Phillips presented renewal options: 

• United Healthcare PPO renewal: 25.75% increase 

• Other UHC plans: 7% and 12% increases 

• Hometown Health (Renown network) plans rejected due to employee preference 

Board discussed buy-up options, dependent coverage, and eligibility timing. 

Motion by Trustee Breitmeyer; second by Trustee Story. 

Motion passed unanimously 

A policy change adjusting eligibility from 90 days to 60 days will be agendized for August. 

9. Road Report – Presented by Operations Manager Sean Kelly 

Sean reported: 

• Extensive prep work for SNC chip seal operations 

• Re-graded roads and repaired ditches on Ax Handle and other roads after flash flooding 

• Equipment repairs (compactor wiring, grader batteries) 

• Safety training materials received and completed 

Attorney Forsberg confirmed Yellowtail turnaround is part of the recorded road and must be 

maintained. 

10. 2026 Pavement Rehabilitation – Chip Seal Program Update (Information 

Only) 

All patching and chip seal work was completed successfully. Whiskey Springs from Right Hand 

Canyon to Paiute received high-quality coverage. 

11. Roadwork Approval – Quaking Aspen (Possible Action) 
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Proposal: Screen 1,400 yards of DG from Ironwood Pit to restore fines lost during flooding. 

Motion passed unanimously after public comments. Seasonal road policy requires agendizing 

work; board intends to revise this policy. 

Motion by Trustee Breitmeyer; second by Trustee Osburn. 

One Public Comment heard from Tom Baker regarding his concern on the need to place this item 

on the agenda. 

Motion passed unanimously. 

12. Unfinished Business 

A. Water Rights Update – Trustee Breitmeyer Trustee Breitmeyer continues researching 

water rights management and extension strategy. Recommendation: Apply for maximum 

extension period (five years). 

B. GPS Tracking for Equipment Board reviewed updated GPS options, including magnetic 

units and hourly reporting. Public comment expressed concern about magnetic units on heavy 

equipment. Item will be agendized for August. 

13. Correspondence – Presented by Robin White 

Correspondence included: 

• Horse crossing signage coordination 

• Resident concerns about roadwork distribution and patching standards 

• Emergency road request on Quaking Aspen (completed) 

• SNC contract documentation request 

• Permit requests processed by operations staff 

14. Calendar Items – Presented by Robin White 

• POOL/PACT defensive driving training underway 

• Audit paperwork prepared and pending submission 

15. Board Member & Staff Items / Future Agenda Topics 

Items to be agendized for August: 

• Employee handbook finalization 

• Insurance eligibility timing change 

• Domestic partner language addition 

• GPS equipment tracking decision 

16. Final Public Comment 
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One public comment received regarding GPS equipment mounting concerns. 

17. Adjournment 

Motion to adjourn by Trustee Breitmeyer; second by Trustee Osburn. Meeting adjourned at 7:06 

p.m. 

 



357,884.21
512.67
400.00

374,673.62
733,470.50

Balance as of July 15, 2026 676,156.76
Income for the Month

NAME CLEARED 
DATE

AMOUNT DESCRIPTION

Ad Valorem/Property Tax 8/13/2026 1,159.34
Consolidated Tax (CTX) 7/22/2026 52,983.40

LGTA/Fair Share 7/24/2026 3,704.99
Other Income

TOTAL 57,847.73
Interest Income 5.88 57,853.61
Transfer to Wells Fargo #4179 0.00 0.00
Transfer to Wells Fargo #4430 -376,126.16 July Meeting Payables $348,541.46 PPE 7/12/26 $8,944.18, 

PPE 7/26/26 $10,530.34, PPE 8/9/26 $8,110.18
-376,126.16

-376,126.16 Balance as of August 17, 2026 357,884.21

Wells Fargo - A/P / General Ckg #4179 Balance as of July 15, 2026 512.66

Transfer from Wells Fargo #5010
Interest Income 0.01 0.01

NAME CLEARED 
DATE

AMOUNT CK # DESCRIPTION

0.00 0.00
Balance as of August 17, 2026 512.67

Wells Fargo - Petty Cash Balance as of July 15, 2026 400.00
NAME CLEARED 

DATE
AMOUNT CK # DESCRIPTION

0.00 0.00
Balance as of August 17, 2026 400.00

Wells Fargo - Almost CD #5010

Total Cash In All Accounts

PALOMINO VALLEY GENERAL IMPROVEMENT DISTRICT

Wednesday, July 15, 2026
TRANSACTION REPORT AS OF:

Total of all Bank Accounts: Balance as of August 17, 2026 - Almost CD #5010

Submitted by Angie Phillips, Bookkeeper

Balance as of August 17, 2026 - A/P / General Ckg #4179
Balance as of August 17, 2026 - Petty Cash
Balance as of August 17, 2026 - Payroll  #4430
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Wells Fargo - Payroll  #4430 Balance as of July 15, 2026 30,719.63
0.00

Transfer from Wells Fargo #5010 376,126.16 376,126.16
Interest 0.21 0.21

NAME CLEARED 
DATE

AMOUNT CK # DESCRIPTION

Net Payroll 7/15/2026, 
7/29/2026, 
8/12/2026

17,834.35 NVPRS Net Payroll (PD 7/16/2026, 7/30/2026, 8/13/2026)

Payroll Taxes - Nevada Payroll Services 7/15/2026, 
7/29/2026, 
8/12/2026

3,570.65 EFT Payroll taxes (941, NV Unemployment) (PD 7/16/2026, 
7/30/2026, 8/13/2026)

Nevada Payroll Services 7/15/2026, 
7/29/2026, 
8/12/2026

162.00 NVPRS Bi-Weekly Payroll Fee (PD 7/16/2026, 7/30/2026, 8/13/2026)

Angie Phillips (INV 1077 - 7/14/2026; 
INV 1078 - 7/28/2026; INV 1079 - 
8/11/2026)

7/15/2026, 
7/29/2026, 
8/12/2026

2,960.37 NVPRS Bookkeeping $1,125.00, Mileage $0.00, Office Supplies 
$0.00; Bookkeeping $1,485.00, Mileage $5.37, Office 
Supplies $0.00; Bookkeeping $345.00, Mileage $0.00, Office 
Supplies $0 00Robin White (INV 7/14/26; INV 7/27/26; 

INV 8/11/26)
7/15/2026, 
7/29/2026, 
8/12/2026

3,057.33 NVPRS Secretarial $675.00, Mileage $0.00, Office Supplies $0.00, 
Website Services $0.00; Secretarial $1,318.95, Mileage 
$27.36, Office Supplies $82.80, Website Services $0.00, 
LinkedIn-Indeed Ads $333.22; Secretarial $621.00, Mileage 
$0.00, Office Supplies $0.00, Website Services $0.00, RGJ Ad 
$129.41

Alhambra/Primo Water 7/17/2026 17.74 Bill pay Monthly Water
Motorola 7/29/2026 Auto Pay 6/13/26-7/12/26 2 way service
NV Energy 7/16/2026 163.47 Auto Pay Monthly Electric 5/26/26-6/26/26
Verizon 8/10/2026 86.89 Auto Pay Monthly Phone Service $37.29, Monthly Wifi $49.60 (Jun 21-

Jul 20)
Waste Management 7/28/2026 44.83 Auto Pay Monthly Waste Disposal
Wells Fargo 7/28/2026 1,605.25 Auto Pay see page 3 for details
Public Agency Compensation Trust 7/20/2026 2,658.00 Auto Pay PACT Worker's Comp Qtr4 FY 2025 - 2026
ERMB 8/14/2026 11.50 Bill pay EMRB Annual Assessment for 2 Employees X $5.75

32,172.38 -32,172.38
Balance as of August 17, 2026 374,673.62

PALOMINO VALLEY GENERAL IMPROVEMENT DISTRICT
TRANSACTION REPORT AS OF:

Wednesday, July 15, 2026

PVGID TRANSACTION REPORT Page 2 of 3



NAME CLEARED 
DATE

AMOUNT INVOICE # DESCRIPTION

WELLS FARGO (SK MC)
Reno Hydraulic 6/4/2026 993.52 05 IR Compactor hose assembly qty 2
Auto Diesel Electric 6/16/2026 305.00 05 IR Compactor Starter
Quick Wash 6/23/2026 6.75 F450 Truck wash
Napa Auto Parts 6/23/2026 299.98 Battery 772 Grader

1,605.25 

PALOMINO VALLEY GENERAL IMPROVEMENT DISTRICT
TRANSACTION REPORT AS OF:

Wednesday, July 15, 2026

PVGID TRANSACTION REPORT Page 3 of 3



555,385.54
512.67
400.00

47,040.74
603,338.95

Balance as of August 17, 2026 357,884.21
Income for the Month

NAME CLEARED 
DATE

AMOUNT DESCRIPTION

Ad Valorem/Property Tax 9/11/2026 175,643.00
Consolidated Tax (CTX) 8/25/2026 58,895.35

LGTA/Fair Share 8/25/2026 8,344.66
Other Income

TOTAL 242,883.01
Interest Income 6.12 242,889.13
Transfer to Wells Fargo #4179 0.00 0.00
Transfer to Wells Fargo #4430 -45,387.80 August Meeting Payables $26,138.33 PPE 8/23/26 $8,112.58, 

PPE 9/6/26 $10,986.89, ERMB $150.00
-45,387.80

-45,387.80 Balance as of September 15, 2026 555,385.54

Wells Fargo - A/P / General Ckg #4179 Balance as of August 17, 2026 512.67

Transfer from Wells Fargo #5010
Interest Income 0.00 0.00

NAME CLEARED 
DATE

AMOUNT CK # DESCRIPTION

0.00 0.00
Balance as of September 15, 2026 512.67

Wells Fargo - Petty Cash Balance as of August 17, 2026 400.00
NAME CLEARED 

DATE
AMOUNT CK # DESCRIPTION

0.00 0.00
Balance as of September 15, 2026 400.00

Balance as of September 15, 2026 - A/P / General Ckg #4179
Balance as of September 15, 2026 - Petty Cash
Balance as of September 15, 2026 - Payroll  #4430

PALOMINO VALLEY GENERAL IMPROVEMENT DISTRICT

Tuesday, September 15, 2026
TRANSACTION REPORT AS OF:

Total of all Bank Accounts: Balance as of September 15, 2026 - Almost CD #5010

Submitted by Angie Phillips, Bookkeeper

Wells Fargo - Almost CD #5010

Total Cash In All Accounts
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Wells Fargo - Payroll  #4430 Balance as of August 17, 2026 374,673.62
0.00

Transfer from Wells Fargo #5010 45,387.80 45,387.80
Interest 0.25 0.25

NAME CLEARED 
DATE

AMOUNT CK # DESCRIPTION

Net Payroll 8/26/2026, 
9/10/2026

12,385.37 NVPRS Net Payroll (PD 8/26/2026, 9/10/2026)

Payroll Taxes - Nevada Payroll Services 8/26/2026, 
9/10/2026

1,682.08 EFT Payroll taxes (941, NV Unemployment) (PD 8/26/2026, 
9/10/2026)

Nevada Payroll Services 8/26/2026, 
9/10/2026

108.00 NVPRS Bi-Weekly Payroll Fee (PD 8/26/2026, 9/10/2026)

PERS 9/10/2026 6,468.00 Bill pay PERS Monthly Payment (July)
PERS 9/10/2026 5,084.44 Bill pay PERS Monthly Payment (August)
Humana Insurance Co 8/24/2026 102.93 Bill pay Monthly Vision and Dental Insurance
United Healthcare 8/24/2026 2,299.54 Bill pay Monthly Health Insurance
United Healthcare 9/10/2026 3,908.75 Bill pay Monthly Health Insurance
Angie Phillips (INV 1080 - 8/26/2026; 
INV 1081 - 9/11/2026)

8/26/2026, 
9/10/2026

3,619.23 NVPRS Bookkeeping $405.00, Mileage $0.00, Office Supplies $0.00; 
Bookkeeping $2,130.00, Mileage $0.00, Office Supplies 
$40.00, Hobbs Invoice $903.28, RGJ Ad $100.95

Robin White (INV 8/25/26; INV 9/7/26) 8/26/2026, 
9/10/2026

1,304.79 NVPRS Secretarial $425.00, Mileage $27.36, Office Supplies $1.68, 
Website Services $0.00, RGJ Ad $0.00; Secretarial $843.75, 
Mileage $0.00, Office Supplies $0.00, Website Services $0.00

Alhambra 8/25/2026 17.74 Bill pay Monthly Water
Motorola 8/31/2026 70.00 Auto Pay 7/13/26-8/12/26 2 way service
NV Energy 8/17/2026 124.84 Auto Pay Monthly Electric 6/26/26-7/26/26
Verizon 8/10/2026 86.89 Auto Pay Monthly Phone Service $37.29, Monthly Wifi $49.60 (Jun 21-

Jul 20)
Waste Management 8/26/2026 44.83 Auto Pay Monthly Waste Disposal
Oshinski & Forsberg, Ltd. 9/8/2026 4,197.50 Auto Pay July/August Legal Fees
Sierra Nevada Construction 9/3/2026 331,516.00 6124 2026 Chip Seal/Asphalt Patching Project

373,020.93 -373,020.93
Balance as of September 15, 2026 47,040.74

PALOMINO VALLEY GENERAL IMPROVEMENT DISTRICT
TRANSACTION REPORT AS OF:

Tuesday, September 15, 2026

PVGID TRANSACTION REPORT Page 2 of 3



NAME CLEARED 
DATE

AMOUNT INVOICE # DESCRIPTION

WELLS FARGO (SK MC)

- 

PALOMINO VALLEY GENERAL IMPROVEMENT DISTRICT
TRANSACTION REPORT AS OF:

Tuesday, September 15, 2026

PVGID TRANSACTION REPORT Page 3 of 3



733,471

57,250

790,721

-18,000

LESS:
Capital Outlay:

Ongoing Road Maintenance Projects:

Misc Fixed Expenses:

-632,022
-60,000

-710,022

80,698

From 2025/2026 Figures Used for
Final Budget Est Op Funds Rpt

396,564 390,000 Ad Valorem thru Aug '26 0
688,214 642,000 CTX 53,500x1 53,500

50,000 45,000 LGTA 3,750 x 1 3,750
1,134,778 1,077,000 57,250

-57,778

FY25 Carryover $13,210 + FY26 Budget $65,000 = Beg Bal $78,210 - 
$14,164 Wayside Well repair = $64,046 - Water Tank Repiar $1,606.50 = 
$62,440 - $777.00 Wayside Well repair 2 = $61,662.60

Aggregate Surfacing $40,000 - $16,492.80 + $2,604.26 - $26,111.46 = 
$0.00; +$25,000 - $4,819.55 (CH) - $8,255.77 (Amy S) = $11,924.68 + 
$200,000 = $211,924.68

Mag-chloride $0; +$13,500 (approved 11/20/25)

[Board Approved projects - Nov-25 meeting] $25,000
Crazy Horse (0.37 miles) - $4,819.55
Amy (0.50 miles)  - $8,255.77

25/26 Chip Seal/Asphalt Patching Project $331,516 (approved 5/21/26)

[Board Approved projects - Apr-26 meeting] $200,000
1. Range Land - est $21,000
2. Right Hand Canyon - est $45,000
3. Twin Springs - est $38,000
4. Grass Valley (W. of Pyramid Hwy) - est $25,000
5. Prairie Road - est $25,000
6. Jackrabbit N. - est $16,000
7. Peak E-W - est $19,000
Fuel Surcharges - est $11,000

ESTIMATED NET OPERATING FUNDS FOR ROAD IMPROVEMENTS
Submitted by Angie Phillips, Bookkeeper

ATTACHMENT  -  8/20/2026 Meeting  -  Agenda Item 3.c

ESTIMATED OPERATING FUNDS THROUGH AUGUST 31, 2026

Total Cash in all Bank Accounts as of August 17, 2026

Additional Revenue Expected Through August 31, 2026

LESS Average Monthly Expenses ($36,000) x 1.5 Months

Audit $15,900 (Nov); Liability Insurance $12,800 (July)
Workers' Comp $1,497 (Nov, Feb, May) & $2,500 (Aug);

ESTIMATED NET OPERATING FUNDS FOR ROAD IMPROVEMENTS AS OF AUGUST 31, 2026

LESS Reserve Funds (= Ending Fund Balance per Budget) 

ESTIMATED EXPENSES & RESERVES THROUGH AUGUST 31, 2026

Additional Revenue Expected Through AUGUST 31, 2026:

Difference between Budget and Estimated Operating Funds Report Projected 
Revenues

ESTIMATED NET OPERATING FUNDS FOR ROAD IMPROVEMENTS Page 1 of 2



Average Actual Difference
Payroll 21,000 21,567 -567
Other (non Road Maint) 15,000 10,605 4,395

36,000 32,172 3,828

A/P Acct Exps 0
Capital Outlay 0 P/R Acct Exps 32,172
Road Maintenance 0 Petty Cash Exps 0

TOTAL EXPENSES 32,172 32,172

$40,430.10
AD VALOREM (Normally received around the 10th of the month)

Payment Date Estimated Actual Difference YTD Difference
9/12/2025    (35%) 136,500.00 163,431.02 26,931.02 26,931.02
10/10/2025 0.00 53.11 53.11 26,984.13
11/13/2025   (21%) 81,900.00 69,294.40 -12,605.60 14,378.53
12/11/2025 0.00 1,572.25 1,572.25 15,950.78
1/15/2026 0.00 13,321.33 13,321.33 29,272.11
2/12/2026    (21%) 81,900.00 77,106.30 -4,793.70 24,478.41
3/12/2026 0.00 121.09 121.09 24,599.50
4/10/2026     (21%) 81,900.00 60,080.57 -21,819.43 2,780.07
5/14/2026 0.00 9,245.69 9,245.69 12,025.76
6/11/2026 0.00 82.78 82.78 12,108.54
7/10/2026     (2%) 7,800.00 11,202.93 3,402.93 15,511.47
8/13/2026 0.00 1,159.34 1,159.34 16,670.81

390,000.00 406,670.81 16,670.81

CTX (Normally received mid-month eff. Oct 2025)
Payment Date Estimated Actual Difference YTD Difference

9/9/2025*** 0.00 42,752.26 42,752.26 42,752.26
9/12/2025 53,500.00 43,058.77 -10,441.23 32,311.03
10/24/2025**** 53,500.00 61,466.19 7,966.19 40,277.22
11/24/2025 53,500.00 50,322.86 -3,177.14 37,100.08
12/22/2025 53,500.00 50,093.65 -3,406.35 33,693.73
1/26/2026 53,500.00 47,191.26 -6,308.74 27,384.99
2/25/2026 53,500.00 57,674.30 4,174.30 31,559.29
3/20/2026 53,500.00 46,650.92 -6,849.08 24,710.21
4/22/2026 53,500.00 45,296.46 -8,203.54 16,506.67
5/22/2026 53,500.00 57,085.21 3,585.21 20,091.88
6/23/2026 53,500.00 51,717.42 -1,782.58 18,309.30
7/22/2026 53,500.00 52,983.40 -516.60 17,792.70
August 53,500.00

642,000.00 606,292.70 -35,707.30
LGTA (Normally received mid-month)

Payment Date Estimated Actual Difference YTD Difference
9/15/2025 3,750.00 5,089.67 1,339.67 1,339.67
9/29/2025 3,750.00 3,496.70 -253.30 1,086.37
10/27/2025 3,750.00 2,969.57 -780.43 305.94
11/24/2025 3,750.00 3,833.43 83.43 389.37
12/24/2025 3,750.00 4,930.59 1,180.59 1,569.96
1/15/2026 3,750.00 4,559.22 809.22 2,379.18
3/2/2026 3,750.00 4,114.24 364.24 2,743.42
3/24/2026 3,750.00 5,780.66 2,030.66 4,774.08
4/24/2026 3,750.00 3,298.78 -451.22 4,322.86
5/27/2026 3,750.00 5,084.69 1,334.69 5,657.55
6/26/2026 3,750.00 4,104.05 354.05 6,011.60
7/24/2026 3,750.00 3,704.99 -45.01 5,966.59
August

45,000.00 50,966.59 5,966.59

***State of Nevada Dept of Taxation is experiencing problems with their new accounting system and distributions were affected by 1/2 
in December 2024. Plans to distribute revenues posted September 2025.

NOTE:  As of 7/15/26, Actual Revenue was MORE Than YTD Estimated By:  
REVENUE - ACTUAL AND ESTIMATED

****State of Nevada Dept of Taxation notice 10/1/25 - Distribution Timing Change - CTX will be received around 15th of each month 
beginning October 2025

MONTHLY EXPENSES:

ESTIMATED NET OPERATING FUNDS FOR ROAD IMPROVEMENTS Page 2 of 2



603,339

1,078,357

1,681,696

-414,000

LESS:
Capital Outlay:

Ongoing Road Maintenance Projects:

Misc Fixed Expenses:

-390,717
-60,000

-864,717

816,979

From 2026/2027 Figures Used for
Final Budget Est Op Funds Rpt

535,688 508,000 Ad Valorem thru Aug '27 332,357
740,824 704,000 CTX 58,666.67x12 704,000

44,266 42,000 LGTA 3,500 x 12 42,000
1,320,778 1,254,000 1,078,357

-66,778

ESTIMATED NET OPERATING FUNDS FOR ROAD IMPROVEMENTS AS OF AUGUST 31, 2027

LESS Reserve Funds (= Ending Fund Balance per Budget) 

ESTIMATED EXPENSES & RESERVES THROUGH AUGUST 31, 2027

Additional Revenue Expected Through AUGUST 31, 2027:

Difference between Budget and Estimated Operating Funds Report Projected 
Revenues

ESTIMATED NET OPERATING FUNDS FOR ROAD IMPROVEMENTS
Submitted by Angie Phillips, Bookkeeper

ATTACHMENT  -  9/17/2026 Meeting  -  Agenda Item 3.c

ESTIMATED OPERATING FUNDS THROUGH AUGUST 31, 2026

Total Cash in all Bank Accounts as of September 15, 2026

Additional Revenue Expected Through August 31, 2027

LESS Average Monthly Expenses ($36,000) x 11.5 Months

Audit $16,700 (Nov); Liability Insurance $13,448 (July)
Workers' Comp $1,660.50 (Nov, Feb, May) & $3,500 (Aug);

FY26 Carryover $61,662.60 + FY27 Budget $65,000 = $126,662.60

Aggregate Surfacing $40,000 - $16,492.80 + $2,604.26 - $26,111.46 = 
$0.00; +$25,000 - $4,819.55 (CH) - $8,255.77 (Amy S) = $11,924.68 + 
$200,000 = $211,924.68

Mag-chloride $0; +$13,500 (approved 11/20/25)

[Board Approved projects - Nov-25 meeting] $25,000
Crazy Horse (0.37 miles) - $4,819.55
Amy (0.50 miles)  - $8,255.77
[Board Approved projects - Apr-26 meeting] $200,000
1. Range Land - est $21,000
2. Right Hand Canyon - est $45,000
3. Twin Springs - est $38,000
4. Grass Valley (W. of Pyramid Hwy) - est $25,000
5. Prairie Road - est $25,000
6. Jackrabbit N. - est $16,000
7. Peak E-W - est $19,000
Fuel Surcharges - est $11,000

ESTIMATED NET OPERATING FUNDS FOR ROAD IMPROVEMENTS Page 1 of 2



Average Actual Difference
Payroll 21,000 32,039 -11,039
Other (non Road Maint) 15,000 9,466 5,534

36,000 41,505 -5,505

A/P Acct Exps 0
Capital Outlay 0 P/R Acct Exps 373,021
Road Maintenance 331,516 Petty Cash Exps 0

TOTAL EXPENSES 373,021 373,021

-$2,157.00
AD VALOREM (Normally received around the 10th of the month)

Payment Date Estimated Actual Difference YTD Difference
9/11/2026    (35%) 177,800.00 175,643.00 -2,157.00 -2,157.00
October 0.00
November   (21%) 106,680.00
December 0.00
January 0.00
February      (21%) 106,680.00
March 0.00
April           (21%) 106,680.00
May 0.00
June 0.00
July             (2%) 10,160.00
August 0.00

508,000.00 175,643.00 -332,357.00

CTX (Normally received mid-month eff. Oct 2025)
Payment Date Estimated Actual Difference YTD Difference

September 58,666.67
October 58,666.67
November 58,666.67
December 58,666.67
January 58,666.67
February 58,666.67
March 58,666.67
April 58,666.67
May 58,666.67
June 58,666.67
July 58,666.67
August 58,666.67

704,000.00 0.00 -704,000.00
LGTA (Normally received mid-month)

Payment Date Estimated Actual Difference YTD Difference
September 3,500.00
October 3,500.00
November 3,500.00
December 3,500.00
January 3,500.00
February 3,500.00
March 3,500.00
April 3,500.00
May 3,500.00
June 3,500.00
July 3,500.00
August 3,500.00

42,000.00 0.00 -42,000.00

****State of Nevada Dept of Taxation notice 10/1/25 - Distribution Timing Change - CTX will be received around 15th of each month 
beginning October 2025

MONTHLY EXPENSES:

NOTE:  As of 9/15/26, Actual Revenue was MORE Than YTD Estimated By:  
REVENUE - ACTUAL AND ESTIMATED

***State of Nevada Dept of Taxation is experiencing problems with their new accounting system and distributions were affected by 1/2 
in December 2024. Plans to distribute revenues posted September 2025.

ESTIMATED NET OPERATING FUNDS FOR ROAD IMPROVEMENTS Page 2 of 2



From 2025/2026
Revenue Source Final Budget ACTUAL Difference

Ad Valorem 370,154 406,671 36,517
CTX 657,090 665,188 8,098

LGTA 54,757 59,311 4,554
1,082,001 1,131,170 49,169

Figures Used for
Revenue Source Est Op Funds Rpt ACTUAL Difference

Ad Valorem 396,564 406,671 10,107
CTX 688,214 665,188 -23,026

LGTA 50,000 59,311 9,311
1,134,778 1,131,170 -3,608

2. State of Nevada Dept of Taxation notice 10/1/25 - Distribution Timing Change - CTX will be received 
around 15th of each month beginning October 2025.

ESTIMATED OPERATING FUNDS FOR ROAD IMPROVEMENTS

Submitted by Angie Phillips, Bookkeeper
Attachment - 9/17/2026 Meeting - Agenda Item 3.c.

REVENUE SUMMARY AS OF AUGUST 31, 2026

12-MONTH REPORTING PERIOD:  September 1, 2025 - August 31, 2026

TO REPORT:

(1) 12-MONTH REPORTING PERIOD BUDGET VS ACTUAL
(2) 12-MONTH REPORTING PERIOD EST OP FUNDS REPORT FIGURES VS ACTUAL
(3) AUGUST CTX AND LGTA REVENUE

REVENUE - BUDGET VS ACTUAL

REVENUE - EST OP FUNDS REPORT FIGURES VS ACTUAL

NOTES:

1. State of Nevada Dept of Taxation upgraded payment processing system. System experienced 
problems with their new accounting system and distributions were affected by 1/2 in December 2024. 
Balance was not paid until September 2025.



$54,170.11
AD VALOREM (Normally received around the 10th of the month)
Payment Posted Date Estimated Actual Difference YTD Difference

9/12/2025    (35%) 136,500.00 163,431.02 26,931.02 26,931.02
10/10/2025 0.00 53.11 53.11 26,984.13
11/13/2025   (21%) 81,900.00 69,294.40 -12,605.60 14,378.53
12/11/2025 0.00 1,572.25 1,572.25 15,950.78
1/15/2026 0.00 13,321.33 13,321.33 29,272.11
2/12/2026    (21%) 81,900.00 77,106.30 -4,793.70 24,478.41
3/12/2026 0.00 121.09 121.09 24,599.50
4/10/2026     (21%) 81,900.00 60,080.57 -21,819.43 2,780.07
5/14/2026 0.00 9,245.69 9,245.69 12,025.76
6/11/2026 0.00 82.78 82.78 12,108.54
7/10/2026     (2%) 7,800.00 11,202.93 3,402.93 15,511.47
8/13/2026 0.00 1,159.34 1,159.34 16,670.81

390,000.00 406,670.81 16,670.81

CTX (Normally received at the end of the month)
Payment Posted Date Estimated Actual Difference YTD Difference

9/9/2025*** 0.00 42,752.26 42,752.26 42,752.26
9/12/2025 53,500.00 43,058.77 -10,441.23 32,311.03
10/24/2025**** 53,500.00 61,466.19 7,966.19 40,277.22
11/24/2025 53,500.00 50,322.86 -3,177.14 37,100.08
12/22/2025 53,500.00 50,093.65 -3,406.35 33,693.73
1/26/2026 53,500.00 47,191.26 -6,308.74 27,384.99
2/25/2026 53,500.00 57,674.30 4,174.30 31,559.29
3/20/2026 53,500.00 46,650.92 -6,849.08 24,710.21
4/22/2026 53,500.00 45,296.46 -8,203.54 16,506.67
5/22/2026 53,500.00 57,085.21 3,585.21 20,091.88
6/23/2026 53,500.00 51,717.42 -1,782.58 18,309.30
7/22/2026 53,500.00 52,983.40 -516.60 17,792.70
8/25/2026 53,500.00 58,895.35 5,395.35 23,188.05

642,000.00 665,188.05 23,188.05

LGTA (Normally received mid-month)
Payment Posted Date Estimated Actual Difference YTD Difference

9/15/2025 3,750.00 5,089.67 1,339.67 1,339.67
9/29/2025 3,750.00 3,496.70 -253.30 1,086.37
10/27/2025 3,750.00 2,969.57 -780.43 305.94
11/24/2025 3,750.00 3,833.43 83.43 389.37
12/24/2025 3,750.00 4,930.59 1,180.59 1,569.96
1/15/2026 3,750.00 4,559.22 809.22 2,379.18
3/2/2026 3,750.00 4,114.24 364.24 2,743.42
3/24/2026 3,750.00 5,780.66 2,030.66 4,774.08
4/24/2026 3,750.00 3,298.78 -451.22 4,322.86
5/27/2026 3,750.00 5,084.69 1,334.69 5,657.55
6/26/2026 3,750.00 4,104.05 354.05 6,011.60
7/24/2026 3,750.00 3,704.99 -45.01 5,966.59
8/25/2026 8,344.66 8,344.66 14,311.25

45,000.00 59,311.25 14,311.25

ESTIMATED OPERATING FUNDS FOR ROAD IMPROVEMENTS
Attachment - 9/17/2026 Meeting - Agenda Item 3.c.

REVENUE - ACTUAL AND ESTIMATED
NOTE:  As of 8/31/2026, Actual Revenue was MORE Than YTD Estimated By:  



Check # DATE VENDOR BALANCE NUM NOTES
Auto Pay 8/13/2026 Primo Brands (Alhambra) 17.74 06H8730269710 Monthly Water Service
Auto Pay 8/20/2026 Humana 107.23 Monthly Dental/Vision Insurance
Auto Pay 9/13/2026 Motorola 70.00 2 way service
Auto Pay 7/24/2026 NV Energy 124.84 441422-062426-072426 Monthly Electric
Bill Pay 9/1/2026 PERS 5,084.40 August 2026
Auto Pay 8/14/2026 United Health Care 3,908.75 Monthly Health Insurance
Auto Pay 8/20/2026 Verizon 86.89 Monthly Phone Service $37.29, Monthly Wifi $49.60
Auto Pay 8/3/2026 Waste Management 44.83 4132425-1149-6 Monthly Waste Disposal
Bill Pay 7/31/2026 Oshinski & Forsberg, Ltd. 2,828.75 17903 July 2026 Legal Fees
Bill Pay 7/20/2026 Diesel Direct West 3,139.74 87414514 ULSD DYE #2 Diesel 552.40 gallons @ 5.0767/gallon

Bill Pay 8/3/2026 Diesel Direct West 1,776.13 87452506 ULSD DYE #2 Diesel 309.80 gallons @ 4.9966/gallon

GD's CC BILLPAY 8/3/26 Statement

GD CC Total 0.00

SK's CC BILL PAY 8/3/26 Statement
7/7/2026 Safety Imprints 132.90 Safety Gear

7/30/2026 Reno Hydraulic 50.03 05 IR Compactor hose assembly qty 4
7/30/2026 Amazon 96.73 Safety Signs and Lights

SK CC Total 279.66

TOTAL CASH TO FUND ACCOUNT 17,468.96

Check # DATE VENDOR BALANCE NUM NOTES
NVPRS 7/15/2026 Angie Phillips 1,125.00 1077 Bookkeeping $1,125.00, Mileage $0.00, Office Supplies 

$0.00
NVPRS 7/29/2026 Angie Phillips 1,490.37 1078 Bookkeeping $1,485.00, Mileage $5.37, Office Supplies 

$0.00
NVPRS 8/12/2026 Angie Phillips 345.00 1079 Bookkeeping $345.00, Mileage $0.00, Office Supplies 

$0.00
NVPRS 7/15/2026 Robin White 675.00 INV 7/14 Secretarial $1,318.95, Mileage $27.36, Office Supplies 

$82.80, Website Services $0.00, LinkedIn-Indeed Ads 
$333.22

NVPRS 7/29/2026 Robin White 1,761.33 INV 7/27 Secretarial $722.25, Mileage $58.60, Office Supplies 
$216.52 (Wayside Computer, Website Services $0.00

NVPRS 8/12/2026 Robin White 621.00 INV 8/11 Secretarial $621.00, Mileage $0.00, Office Supplies 
$0.00, Website Services $0.00, RGJ Ad $129.41

Bill Pay 6/22/2026 Diesel Direct West 2,776.97 87343897 ULSD DYE #2 Diesel 536.6 gallons @ 4.6021/gallon

Bill Pay 7/20/2026 Public Agency Compensation Trust 2,658.00 PACT Worker's Comp Qtr4 FY 2025 - 2026
Bill Pay 9/1/2026 PERS 3,234.40 July 2026 additional

PALOMINO VALLEY GENERAL IMPROVEMENT DISTRICT
PAID INVOICES

PENDING BOARD APPROVAL AS OF
Monday, August 17, 2026

PALOMINO VALLEY GENERAL IMPROVEMENT DISTRICT
INVOICES TO BE PAID

Monday, August 17, 2026
PENDING BOARD APPROVAL AS OF

Page 1 of 1

---MEETING CANCELLED--- 
INVOICES PAID TO BE APPROVED AT SEPTEMBER MEETING



Check # DATE VENDOR BALANCE NUM NOTES
Auto Pay 9/13/2026 Primo Brands (Alhambra) 17.74 06I8730269710 Monthly Water Service
Auto Pay 9/20/2026 Humana 107.23 Monthly Dental/Vision Insurance
Auto Pay 10/13/2026 Motorola 70.00 2 way service
Auto Pay 8/28/2026 NV Energy 139.65 441422-062426-072426 Monthly Electric
Bill Pay 10/1/2026 PERS 5,084.44 September2026
Auto Pay 9/14/2026 United Health Care 3,908.75 Monthly Health Insurance
Auto Pay 9/20/2026 Verizon 86.89 Monthly Phone Service $37.29, Monthly Wifi $49.60
Auto Pay 9/3/2026 Waste Management 44.83 4162064-1149-6 Monthly Waste Disposal
Bill Pay 8/17/2026 Diesel Direct West 2,603.93 87488334 ULSD DYE #2 Diesel 78.50 gallons @ 5.2306/gallon

Bill Pay 9/7/2026 Diesel Direct West 2,295.45 87542208 ULSD DYE #2 Diesel 336.20 gallons @ 6.0300/gallon
Bill Pay 8/25/2026 Hobbs Company 1,165.50 INV-S-6515 Ingersoll Rand SD-100D TF repairs
Bill Pay 9/1/2026 Quickbooks Enterprise 1,873.00 2026 Annual Renewal for Accounting Software
Bill Pay 7/1/2026 Sierra Nevada Construction 7,032.50 15071 Additional balance of 2026 Chip Seal/Asphalt Patching 

GD's CC BILLPAY 9/3/26 Statement

GD CC Total 0.00

SK's CC BILL PAY 9/3/26 Statement
8/5/2026 Auto Diesel Electric 275.00 05 IR Compactor Alternator
8/6/2026 Auto Diesel Electric 245.00 05 IR Compactor Alternator
8/6/2026 Auto Diesel Electric (275.00) 05 IR Compactor Alternator
8/6/2026 Napa Auto Parts 58.49 Compactor Belt

8/18/2026 Amazon 41.97 Qty 3: Employee Time Card Daily
8/19/2026 Trupar.com 79.40 Sender, Temp
8/20/2026 Trupar.com (79.40) Sender, Temp
8/21/2026 Vehicle Controls LLC 49.00 Sender, Temp
8/27/2026 Les Schwab 1,635.40 Steer Tires on truck K52
8/27/2026 Reno Hydraulic 14.17 97 Vector
8/31/2026 Napa Auto Parts 57.88 Cam Crank Sensor-IR Compactor
8/31/2026 Cummins Inc 55.27 Position Sensor
8/31/2026 Cummins Inc (55.27) Position Sensor
9/1/2026 Chevron 88.39 96 Weld Truck Fuel
9/3/2026 Wells Fargo Cash Back (61.12) 

SK CC Total 2,129.18

TOTAL CASH TO FUND ACCOUNT 26,559.09

Check # DATE VENDOR BALANCE NUM NOTES
NVPRS 8/26/2026 Angie Phillips 405.00 1080 Bookkeeping $405.00, Mileage $0.00, Office Supplies 

$0.00
NVPRS 9/10/2026 Angie Phillips 3,214.23 1081 Bookkeeping $2,130.00, Mileage $0.00, Office Supplies 

$40.00, Hobbs Invoice $903.28, RGJ Ad $100.95
NVPRS 8/26/2026 Robin White 461.04 INV 8/25 Secretarial $425.00, Mileage $27.36, Office Supplies $1.68, 

Website Services $0.00, RGJ Ad $0.00
NVPRS 9/10/2026 Robin White 843.75 INV 9/7 Secretarial $843.75, Mileage $0.00, Office Supplies $0.00, 

Website Services $0.00
Bill Pay 7/20/2026 Public Agency Compensation Trust 2,658.00 PACT Worker's Comp Qtr4 FY 2025 - 2026
Bill Pay 9/1/2026 PERS 3,234.40 July 2026 additional payroll

PALOMINO VALLEY GENERAL IMPROVEMENT DISTRICT
PAID INVOICES

PENDING BOARD APPROVAL AS OF
Tuesday, September 15, 2026

PALOMINO VALLEY GENERAL IMPROVEMENT DISTRICT
INVOICES TO BE PAID

Tuesday, September 15, 2026
PENDING BOARD APPROVAL AS OF

Page 1 of 1



PVGID BOARD MEMO — OPERATIONAL RECORDKEEPING CLARIFICATION & 
COMPLIANCE SUMMARY 

For Inclusion in Board Packet & Public Distribution September 2026 

Executive Summary 

This memo provides clarification regarding PVGID’s operational record-keeping 
requirements, the availability of supporting documents on the District website, and the 
Board’s statutory responsibility to ensure compliance with Nevada law. 

The Operations Manager has stated that he keeps daily work records, time cards, and all 
necessary records. Those records should include fuel-use records, equipment hours, road 
maintenance documentation, daily work records, and time cards. However, when these 
records were requested, the only document provided was the Monthly Operations Report, 
which is a summary and does not appear sufficient by itself to document daily operational 
activity, public asset use, and audit support. 

This memo is not an accusation. It is a clarification intended to protect the Board, the 
District, and the public by ensuring compliance with Nevada Revised Statutes (NRS 239, 
318, 338, and 354). The Board is ultimately responsible for enforcing record-keeping 
requirements and should ensure proper accountability to reduce compliance, audit, and 
liability risk. 

1. Operations Manager’s Statement vs. Records Produced 

Statements Made by the Operations Manager 

• He keeps daily records of work performed. 

• He keeps time cards showing daily work. 

• He keeps road maintenance requests until completed. 

• All required documentation exists. 

• He was never told he needed to keep additional records. 

Records Actually Produced 

When records were requested, the Operations Manager produced only the Monthly 
Operations Report, which is a summary. Daily logs, fuel-use records, equipment usage 
logs, time cards, road maintenance request records, and current equipment/fuel 
spreadsheets were not produced. 

• Only the Monthly Operations Report (a summary). 



• No daily logs. 

• No fuel-use records. 

• No equipment usage logs. 

• No time cards. 

• No road maintenance request records were produced. Related requests received 
by email were provided separately. 

• No current equipment/fuel spreadsheets (last known version is from 2021, see 
attachment). 

Clarification 

Record-keeping requirements are not optional and do not depend on whether staff were 
verbally instructed. They are statutory obligations under: 

• NRS 239 (public records) 

• NRS 318 (GID operational records) 

• NRS 338 (public works documentation) 

• NRS 354 (financial accuracy and audit support) 

The Board is responsible for ensuring these records exist. 

2. Time Cards Are Public Records 

The Operations Manager stated that time cards are “Confidential — Not a Public Record.” 

This statement should be clarified under Nevada law. 

Correct Legal Standard 

Under NRS 239.010, time cards for public employees should be treated as public records 
to the extent they document the use of public funds, hours worked, and work performed on 
behalf of the District, subject to legally required redactions. 

• Use of public funds 

• Hours worked 

• Work performed on behalf of the District 

Redaction Requirements 



Under NRS 239.0105, PVGID must redact: 

• SSN 

• Home address 

• Medical information 

• Any other protected personal data 

But the non-exempt portions of the time card itself must be produced upon request. 

3. Website Availability of Required Records 

The Operations Manager stated that required documents are not available on the website. 
However, Board-related supporting documents — including Operations Reports, minutes, 
agendas, resolutions, and backup materials — appear to be available under the 
“Supporting Documents” section for each meeting. To improve ease of access, 
Administration will reorganize the website into clearer categories. This update does not 
require additional work from the Operations Manager. 

4. Fuel-Use Records Must Be Maintained — Even Without a Fuel Meter 

The Operations Manager stated he was never told to keep fuel-use records and that fuel 
pumps have no meters. 

Clarification 

Fuel-use records must be maintained regardless of whether a meter exists because: 

• Fuel is a public asset purchased with taxpayer funds. 

• NRS 354 requires accurate accounting of public expenditures. 

• NRS 239 requires PVGID to produce records showing how public assets are used. 

• NRS 318 requires GIDs to maintain operational records. 

• NRS 281A.400 (ethics) requires documentation proving public resources are not 
used for personal benefit. 

Acceptable Non-Meter Methods 

• Manual fuel logs 

• Odometer/hour-meter readings 

• Pre-numbered fuel tickets 



• Supervisor verification 

• Reconciliation with vendor invoices 

The Record-Keeping Simplification Policy provides a simple weekly log format that satisfies 
all requirements. 

5. Daily/Weekly Logs Support Compliance — But Workload Is Reduced 

The Record-Keeping Simplification Policy: 

• Does not add work 

• Reduces workload 

• Replaces multiple daily sheets with one weekly log containing daily entries 

• Is simpler than the 2021 spreadsheet 

• Ensures PVGID meets statutory requirements 

6. Why the Operations Manager’s Objections Are Not Supported by Statute 

The Operations Manager provided a list of statutes and stated none require daily logs. 

This position should be clarified. 

Daily or weekly logs are the practical method PVGID should use to demonstrate 
compliance with its statutory record-keeping, public-asset, public-works, and financial-
accountability obligations. 

• NRS 239 requires PVGID to produce records of public asset use. 

• NRS 318 requires GIDs to maintain operational records. 

• NRS 338 requires documentation of public works activities. 

• NRS 354 requires accurate financial records supporting audits. 

• NRS 281A.400 requires documentation proving ethical use of public resources. 

For road maintenance record keeping, NDOT provides the relevant Nevada transportation 
model for documenting maintenance activity, asset use, and supporting records. State, 
county, city, and general improvement district agencies commonly use NDOT-style 
documentation as a practical model for road maintenance records. 

7. Board Accountability & Liability 



Nevada law places responsibility for record-keeping compliance on the governing body, 
which must ensure that staff maintain the required records. 

If PVGID fails to maintain required records: 

• The Board, not the Operations Manager, is held responsible under NRS 239, 318, 
338, and 354. 

• The Board may face: 

o Audit findings 

o Compliance violations 

o Ethics complaints 

o Civil liability 

This memo ensures the Board understands its legal obligations and can take appropriate 
action to protect the District and itself. 

8. Summary for Board & Public 

• Required records must be kept under Nevada law. 

• Time cards should be treated as public records to the extent they document public 
funds, hours worked, and work performed, subject to legally required redactions. 

• Fuel-use records must be maintained even without a meter. 
• Board-related supporting documents appear to be available on the website. 

• The Record-Keeping Simplification Policy reduces workload. 

• NDOT provides the relevant Nevada transportation model for documenting 
maintenance activity, asset use, and supporting records, and state, county, city, and 
general improvement district agencies commonly use NDOT-style documentation 
as a practical model for road maintenance records. 

• The Operations Manager’s objections should be evaluated against the statutes cited 
in this memo. 

• The Board is responsible for ensuring record-keeping compliance. 
• This memo is a clarification intended to protect the District and the Board. 



Mileage Hours Gallons
Ironwood Generator
Wayside Generator
2005 Int H2O
1995 Pete H2O
2003 770
1991 670
2001 F450
1997 Vactor

Pony Engine
2002 Pete 379
1990 Loader
1992 10 Wheeler
1988 6.2 Dump
1989 850 Dozer
1984 moble sweeper
        pony engine
1984 Int Tractor
1985 Belly (Hub)
1980 Ford weld trk
2003 580 sm
05 IR Roller
1988 Int Sander

Mileage Hours Gallons
Ironwood Generator
Wayside Generator
2005 Int H2O
1995 Pete H2O
2003 770
1991 670
2001 F450
1997 Vactor

Pony Engine
2002 Pete 379
1990 Loader
1992 10 Wheeler
1988 6.2 Dump
1989 850 Dozer
1984 moble sweeper
        pony engine
1984 Int Tractor
1985 Belly (Hub)
1980 Ford weld trk
2003 580 sm
05 IR Roller
1988 Int Sander

Equipment Date:

Equipment Date:



PVGID Equipment Service

Mileage Total Hours Total Gallons Total Mileage Total Hours Total Gallons Total Mileage Total Hours Total Gallons Total Mileage Total Hours Total Gallons Total
Ironwood Generator 827 102215 827 0 102215 0 828 1 102287 72 840 8 104045 1166
Wayside Generator 2630 280437 2633 3 280782 345 2637 4 281183 401 2738 28 290289 2412
2005 Int H2O 153770 10330 153826 56 10339 9 153993 167 10360 21 157511 1099 10605 78
1995 Pete H2O 869803 5690 869803 0 5690 0 869803 0 5691 1 870047 116 5713 8
2003 770 12251 12270 19 12300 30 12488 62
1991 670 266 306 40 306 0 330 0
2001 F450 196225 196807 582 197395 588 200700 765
1997 Vactor 40734 6696 40734 0 6696 0 40736 2 6696 0 40764 0 6706 4

Pony Engine 3162 3162 0 3163 1 3166 0
2002 Pete 379 0 0 1100 1100 3134 835
1990 Loader 9041 9041 0 9098 57 9114 8
1992 10 Wheeler 383840 383843 3 383843 0 383843 0
1988 6.2 Dump 38248 38858 610 38980 122 39507 0
1989 850 Dozer 8500 8500 0 8501 1 8501 0
1984 moble sweeper 67317 67317 0 67317 0 67317 0
        pony engine 8330 8330 0 8330 0 8330 0
2000 Peterbilt Transfer 213674 213674 0 0 214533 859 8466 8466 215388 136 0
1980 Ford weld trk 88321 88321 0 88331 10 88343 0
2003 580 sm 7248 0 7252 0 7258 0 7276
05 IR Roller 337 348 11 369 21 492 28
1988 Int Sander 208536 390 208536 390 0 208536 391 1 208598 399 0
1993 Crafco sealer 9388 0 9421 33 0 9485 64 0 9485 0
1993 Broce broom 2769

Mileage Total Hours Total Gallons Total Mileage Total Hours Total Gallons Total Mileage Total Hours Total Gallons Total Mileage Total Hours Total Gallons Total
Ironwood Generator 828 0 102294 7 832 4 102879 585 832 0 102879 0 0 0
Wayside Generator 2660 23 283334 2151 2686 26 285695 2361 2710 24 287877 2182 0 0
2005 Int H2O 154692 699 10410 50 155752 1060 10482 72 156412 660 10527 45 0 0
1995 Pete H2O 869803 0 5692 1 869823 20 5696 4 869931 108 5705 9 0 0
2003 770 12349 49 12394 45 12426 32 0
1991 670 322 16 324 2 330 6 0
2001 F450 198060 665 198973 913 199935 962 0
1997 Vactor 40740 4 6697 1 40740 0 6697 0 40764 24 6702 5 0 0

Pony Engine 3164 1 3164 0 3166 2 0
2002 Pete 379 2044 944 2091 47 2299 208 0
1990 Loader 9099 1 9101 2 9106 5 0
1992 10 Wheeler 383843 0 383843 0 383843 0 0
1988 6.2 Dump 39182 202 39437 255 39507 70 0
1989 850 Dozer 8501 0 8501 0 8501 0 0 0
1984 moble sweeper 67317 0 67317 0 67317 0 0
        pony engine -8330 8330 8330 8330 0 0
2000 Peterbilt Transfer 214712 179 -8466 215011 299 0 215252 241 0 0 0
1980 Ford weld trk 88332 1 88343 11 88343 0 0
2003 580 sm 0 7260 2 0 7262 0 7272 0
05 IR Roller 392 23 445 53 464 19 0
1988 Int Sander 208536 391 0 208536 391 0 208597 399 8 0
1993 Crafco sealer 0 9485 0 0 9485 0 0 9485 0 0 0
1993 Broce broom 2753 2761

Equipment April  1 2021 May 4 2021 June 1 2021

Equipment January  4 2021 February 1 2021 March 1 2021 July 6 2021

October 1 2021



PVGID Equipment Service

Ironwood Generator
Wayside Generator
2005 Int H2O
1995 Pete H2O
2003 770
1991 670
2001 F450
1997 Vactor

Pony Engine
2002 Pete 379
1990 Loader
1992 10 Wheeler
1988 6.2 Dump
1989 850 Dozer
1984 moble sweeper
        pony engine
2000 Peterbilt Transfer
1980 Ford weld trk
2003 580 sm
05 IR Roller
1988 Int Sander
1993 Crafco sealer
1993 Broce broom

Ironwood Generator
Wayside Generator
2005 Int H2O
1995 Pete H2O
2003 770
1991 670
2001 F450
1997 Vactor

Pony Engine
2002 Pete 379
1990 Loader
1992 10 Wheeler
1988 6.2 Dump
1989 850 Dozer
1984 moble sweeper
        pony engine
2000 Peterbilt Transfer
1980 Ford weld trk
2003 580 sm
05 IR Roller
1988 Int Sander
1993 Crafco sealer
1993 Broce broom

Equipment

Equipment
Mileage Total Hours Total Gallons Total Mileage Total Hours Total Gallons Total

850 10 105589 1544 -850 ####
2776 38 292513 2224 -2776 ####

158770 1259 10640 35 -158770 -10640
870255 208 5730 17 -870255 -5730

12550 62 -12550
331 1 -331

201325 625 -201325
40764 0 6706 0 -40764 -6706

3166 0 -3166
3134 0 -3134

9121 7 -9121
383843 0 -383843
39524 17 -39524

8506 5 -8506
67317 0 -67317

-8330 0
215546 158 0 -215546 0
88370 27 -88370

0 7279 0
517 25 -517

-399 0
0 -9485 0 0

2773

Mileage Total Hours Total Gallons Total Mileage Total Hours Total Gallons Total
0 0 0 0
0 0 0 0

0 0 0 0
0 0 0 0

0 0
0 0

0 0
0 0 0 0

0 0
0 0

0 0
0 0
0 0

0 0
0 0

0 0
0 0 0 0
0 0
0 0

0 0
0 0

0 0 0 0
0 0

August  4 2021 September 1 2021

November 2 2021 December 1 2021



Date Day of Week Crew Member Name Road / Location Maintenance Activity Equipment Used
Equipment ID / 

Unit # Hours Operated Fuel Used (gal)
Odometer / Hr 

Meter Start
Odometer / Hr 

Meter End Materials Used Quantity
Safety Pre-Check

Completed Incidents / Issues Noted Supervisor Initials

PVGID – Pyramid Valley General Improvement District

PURPOSE: Record all daily field activities, equipment use, fuel consumption, and safety checks. Update every working day by the assigned crew member and reviewed by supervisor.

DAILY OPERATIONAL LOG



Week Start Date Week End Date Week # Road Segment Inspected Inspection Type
Condition Rating

(1–5)
Work Completed This Week

Equipment 
Serviced

Service Type
Next Scheduled

Service Date
Total Crew Hours

for Week
Total Fuel Used
(gal) for Week

Work Orders
Opened

Work Orders
Closed

Notes / Comments Supervisor Sign-Off

PVGID – Pyramid Valley General Improvement District

PURPOSE: Summarize weekly road inspections, work completed, equipment service status, and work orders. Update at the end of each work week and submitted to supervisor for sign-off.

WEEKLY OPERATIONAL LOG



Month Year
Total Road Miles

Maintained
# Maintenance

Activities
Total Equipment

Hours
Total Fuel

Consumed (gal)
Equipment ID

Preventive Maint.
Completed

Repairs Made
Parts / Materials

Cost ($)
Labor Hours

Safety Incidents
(#)

Safety Incident
Description

Roads Inspected
(#)

Roads Requiring
Follow-Up

Budget Category
Budgeted

Amount ($)
Actual

Spend ($)
Variance ($)

Monthly Report
Submitted

Report Submitted
Date

Board Notes / 
Action Items

MONTHLY OPERATIONAL LOG

PVGID – Pyramid Valley General Improvement District

PURPOSE: Compile monthly operational summaries including mileage maintained, equipment hours, fuel, safety incidents, budget tracking, and board reporting. Update by the last working day of each month.
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⚠ NOTICE: Purpose of This Document 

This document has been prepared in response to a public records request received by PVGID for 

records that lacked adequate supporting documentation. This policy represents proactive 

corrective action to address identified record-keeping gaps and to demonstrate PVGID's 

commitment to statutory compliance in anticipation of any future state audit. This document is 

presented to the Board for informational purposes. The Board may choose to formally adopt this 

policy at any duly noticed public meeting. 
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1. Executive Summary 
The Palomino Valley General Improvement District (PVGID) is a Nevada General Improvement District 

organized and operating under NRS Chapter 318. As a local governmental entity, PVGID is subject to a 

comprehensive body of Nevada statutory requirements governing public records maintenance, financial 

accountability, public meeting documentation, and contractor oversight. 

This Record-Keeping Simplification Policy has been developed in direct response to a public records 

request submitted to PVGID, the fulfillment of which identified certain records that lacked adequate 

supporting documentation. The identification of these gaps reflects an opportunity — and a 

responsibility — for the District to implement clear, written, and enforceable record-keeping standards 

across all operational areas. 

The objectives of this policy are: 

● To establish clear, written standards for the creation, maintenance, retention, and disposition of 

PVGID records; 



● To align PVGID's administrative practices with applicable Nevada Revised Statutes, including 

NRS 239, NRS 241, NRS 318, NRS 338, and NRS 354; 

● To simplify operational record-keeping through a structured weekly consolidation model for fuel 

logs and equipment usage logs without sacrificing accuracy or auditability; 

● To ensure that PVGID can respond promptly, completely, and confidently to any future public 

records requests or state audits; 

● To demonstrate the Board of Trustees' commitment to fiscal transparency and responsible 

governance of public resources. 

This document is presented to the PVGID Board of Trustees as an informational item. No vote is 

required at this time unless the Board elects to formally adopt the policy. Staff and administration have 

prepared this policy as a good-faith corrective measure and recommend its formal adoption at the 

earliest practicable board meeting. 

 

ࠧ Board Note 

This is Document 1 of 2 in the PVGID record-keeping compliance package. Document 2 addresses 

additional supplemental operational procedures. Both documents are informational unless the 

Board acts to adopt them. 

 

 

2. Legal Authority & Statutory Framework 
The following Nevada Revised Statutes form the legal foundation for this policy. Each provision is 

directly applicable to PVGID as a local governmental entity and General Improvement District operating 

in the State of Nevada. 

2.1 Public Records Access and Inspection 
 

NRS 239.010 — Public Records Open to Inspection 



All public books and records of governmental entities in Nevada are declared to be public records. Such 

records must be open to inspection by any person during the regular office hours of the governmental 

entity. Local governmental entities are required to maintain and make available a schedule of public 

records. PVGID must ensure that all board records, financial records, and operational records are 

accessible to the public upon request during normal business hours. 

NRS 239.051 — Requirements Before Destruction of Records 
No public record of a governmental entity may be destroyed unless and until it appears on an approved 

destruction schedule established pursuant to applicable Nevada administrative regulations. 

Unauthorized destruction of public records constitutes a violation of state law. PVGID may not dispose 

of any record, regardless of format, without following the approved process for scheduled destruction. 

NRS 239.124 — Local Governmental Records: Exclusive Procedures for Destruction 
This statute establishes the exclusive procedures by which local governmental entities, including General 

Improvement Districts, may destroy records. Destruction must follow the schedule and procedures 

authorized by the State Library, Archives and Public Records Administrator. No abbreviated or informal 

disposal of records is permitted. 

NRS 239.125 — Local Governmental Records: Program for Management 
This statute requires local governmental entities to implement a program for the management of public 

records in accordance with regulations adopted by the State Library, Archives and Public Records 

Administrator. Such a program must address creation, maintenance, retention, and disposition of all 

public records. This policy serves in part as PVGID's implementation of this statutory requirement. 

2.2 Public Meeting Minutes and Recordings 
 

NRS 241.035 — Public Meetings: Minutes Required; Audio Recordings or Transcripts; 

Availability to Public 
Minutes must be kept of all public meetings of governmental bodies subject to the Nevada Open 

Meeting Law. Audio recordings or transcripts must be made of all public meetings. A copy of the 

meeting minutes must be made available to any member of the public at no charge upon request. 

PVGID board meetings must be documented with written minutes and audio recordings, both of which 

must be maintained and made publicly available. 



2.3 General Improvement District-Specific Requirements 
 

NRS 318.085(3) — Secretary's Record-Keeping Duties 
The Secretary of the General Improvement District board is required to keep audio recordings or 

transcripts of all meetings and a complete record of all board proceedings, minutes, certificates, 

contracts, bonds given by employees, and all corporate acts of the district in a well-bound book (or 

approved electronic equivalent). This is a non-delegable statutory obligation of the PVGID Secretary. 

NRS 318.085(4) — Treasurer's Record-Keeping Duties 
The Treasurer of the General Improvement District is required to keep strict and accurate accounts of all 

money received by and disbursed on behalf of the district in permanent records. These records must be 

complete, accurate, and permanently retained. Treasurer records form the core of the District's fiscal 

accountability obligations. 

NRS 318.090 — Official Records: Location and Public Access 
All official records of a General Improvement District must be kept at the district office and must be 

open to public inspection pursuant to NRS 239.010. Board records must include all board actions, 

minutes, budgets, audits, and financial statements, and must be published on the district's website 

where one is maintained. PVGID must ensure all required records are physically maintained at its office 

and, where applicable, published online. 

2.4 Public Works and Contractor Records 
 

NRS 338.020 — Prevailing Wage Requirements on Public Works 
Public works contractors are required to pay the prevailing wage rate for the county in which the work is 

performed. Records of wages paid to all workers must be maintained by contractors and subcontractors 

working on PVGID public works projects. PVGID, as the awarding public body, has an obligation to 

ensure contractor compliance with prevailing wage requirements. 

NRS 338.01165 — Contractor and Subcontractor Records: Accurate Records Required 
Every contractor and subcontractor engaged on a public works project must maintain accurate records 

of all workers employed on the project, including hours worked, wages paid, and benefits provided. 



Copies of these records must be provided to the awarding public body (PVGID) within 15 days after the 

end of each calendar month. PVGID must retain these records and make them available upon request. 

2.5 Local Government Fiscal Requirements 
 

NRS 354.6015 — Local Government Fiscal Report Requirements 
Every local government, including General Improvement Districts, must file an annual fiscal report with 

the Nevada Department of Taxation. This report must include revenues, expenditures, fund balances, 

cash balances, and debt schedules for the preceding fiscal year. A summary of the annual fiscal report 

must be published in a newspaper of general circulation in the district. PVGID must maintain all 

underlying financial records necessary to support the preparation of this annual report. 

NRS 354.604 — Funds Maintained by Local Governments 
Local governments must establish and maintain funds in accordance with state law and generally 

accepted governmental accounting principles. All receipts and disbursements must be accurately 

recorded and attributed to the appropriate fund. PVGID's Treasurer is responsible for ensuring all fund 

accounts are properly maintained and reconciled. 

 

3. Policy Statement 
The PVGID Board of Trustees hereby adopts — or is presented for consideration of adoption of — the 

following Record-Keeping Simplification Policy to ensure PVGID's full compliance with all applicable 

Nevada statutes, to facilitate efficient and complete responses to public records requests, and to 

demonstrate fiscal accountability and transparency to District residents and the State of Nevada. 

It is the policy of PVGID that: 

1. All public records required to be created and maintained by Nevada law shall be created 

promptly, maintained accurately, retained for the required duration, and disposed of only in 

accordance with an approved destruction schedule; 

2. All board meetings shall be documented with written minutes and audio recordings, both of 

which shall be made available to the public upon request at no charge; 



3. All financial records of the District shall be maintained in permanent form by the Treasurer and 

shall be subject to annual audit and reporting; 

4. All operational records, including fuel logs and equipment usage logs, shall be maintained in a 

format that is auditable, accurate, and sufficient to support any state or federal compliance 

review; 

5. All public records requests shall be acknowledged and fulfilled in accordance with Nevada law; 

6. All contractors performing public works on behalf of PVGID shall be required to submit certified 

payroll records monthly in accordance with NRS 338.01165; and 

7. The District shall annually review this policy and update it as necessary to reflect changes in 

applicable law or operational needs. 

 

4. Scope 
This policy applies to all persons who create, receive, maintain, or dispose of records on behalf of the 

Palomino Valley General Improvement District, including but not limited to: 

● Board of Trustees Members — with respect to board meeting participation, voting records, and 

official correspondence; 

● The PVGID Secretary — with respect to all minutes, audio recordings, contracts, certificates, 

bonds, correspondence, and public records request logs; 

● The PVGID Treasurer — with respect to all financial accounts, fund records, receipts, 

disbursements, and fiscal reports; 

● PVGID Administrative Staff — with respect to general operational records, contractor records, 

and employee records; 

● Operators and Field Staff — with respect to fuel logs, equipment usage logs, and work 

documentation; and 

● Contractors and Subcontractors — performing any public works or services on behalf of PVGID, 

with respect to payroll records, certified payroll submissions, and project documentation. 



This policy applies to records in all formats, including paper records, electronic records, email 

correspondence, audio recordings, photographs, and any other medium in which district information is 

captured or stored. 

 

5. Record-Keeping Categories & Retention 

Requirements 
The following table establishes the minimum retention periods and responsible parties for each 

category of PVGID record. Retention periods represent minimums; records may be retained longer at 

the District's discretion. No record may be destroyed before its minimum retention period has elapsed 

and without following the approved destruction process per NRS 239.051 and NRS 239.124. 

 
Record Type Responsible 

Party 
Retention Period Format Statutory 

Authority 

Board meeting 
minutes and audio 
recordings 

Secretary Permanent Paper and/or electronic; 
audio file 

NRS 
318.085(3); 
NRS 241.035 

Financial accounts 
and treasurer 
records 

Treasurer Permanent Paper and/or electronic 
ledger 

NRS 
318.085(4) 

Budgets, audits, 
and financial 
statements 

Treasurer Minimum 7 
years 

Paper and/or electronic; 
published on website 
where applicable 

NRS 354.6015; 
NRS 318.090 

Public works 
contractor payroll 
records 

Administration Minimum 3 
years 

Paper certified payroll; 
electronic copies 
acceptable 

NRS 
338.01165; 
NRS 338.020 

Fuel logs and fuel 
consumption 
records 

Operators / 
Administration 

Minimum 3 
years 

Paper weekly log or 
electronic equivalent; 
reconciled monthly 

District Policy; 
NRS 318.090 

Equipment usage 
logs 

Operators / 
Administration 

Minimum 3 
years 

Paper weekly log or 
electronic equivalent 

District Policy; 
NRS 318.090 

Public records 
request logs 

Secretary Permanent Paper and/or electronic 
log 

NRS 239.010; 
NRS 239.051 

Correspondence 
and contracts 

Secretary Minimum 7 
years 

Paper originals and/or 
electronic copies 

NRS 
318.085(3) 



Record Type Responsible 
Party 

Retention Period Format Statutory 
Authority 

Employee records 
and bonds 

Administration Duration of 
employment 
plus 5 years 

Paper and/or electronic; 
original bonds in secure 
storage 

NRS 
318.085(3) 

 

 

 Note on Destruction ࠨ

No record listed above may be destroyed prior to the expiration of its retention period. 

Destruction of any record must be authorized through an approved records destruction schedule 

per NRS 239.051 and NRS 239.124. Permanent records may not be destroyed under any 

circumstances without express statutory authority. 

 

 

6. Daily vs. Weekly Record Consolidation Policy 
In recognition of the operational realities of a small general improvement district, and in furtherance of 

record-keeping simplification without sacrificing statutory compliance, PVGID hereby adopts a weekly 

consolidation model for fuel logs and equipment usage logs. This model replaces the use of separate, 

standalone daily log sheets with a structured weekly log format that captures all required daily data 

within a single consolidated document. 

6.1 Weekly Log Requirements 
 

Each weekly fuel and equipment log must capture the following information for each day of the work 

week: 

● The calendar date of each entry; 

● The name of the operator performing the work; 

● The vehicle or equipment identification number; 

● The starting fuel level or odometer reading at the beginning of the day or fuel event; 



● The number of gallons dispensed or fuel added during the shift or fuel event; 

● The ending fuel level or odometer reading; 

● The hours of equipment operation for that day; and 

● A description of the work location and task performed. 

6.2 Review, Filing, and Retention 
 

● Each weekly log must be signed by the operator at the end of the work week, attesting to the 

accuracy of all entries; 

● Each weekly log must be reviewed and initialed by a supervisor at the end of the work week; 

● Completed weekly logs must be submitted to and filed by administration on a monthly basis 

(i.e., all weekly logs from a given calendar month are submitted together by the 5th business 

day of the following month); and 

● Weekly logs must be retained for a minimum of three (3) years from the date of filing. 

6.3 Daily Individual Entries Required Within the Weekly Log 
 

The weekly consolidation model does not permit the aggregation of multiple days' data into a single line 

entry. Each calendar day on which equipment is operated or fuel is dispensed must have its own line 

entry within the weekly log. Days on which no fuel was dispensed and no equipment was operated may 

be left blank or marked "No Operation." 

6.4 When Standalone Daily Logs Are Required 
 

Notwithstanding the weekly consolidation model, a separate, standalone daily log entry or incident 

report is required in the following circumstances: 

● When fuel dispensed at a single event exceeds a threshold established by administration 

(recommended threshold: 50 gallons or more in a single dispensing event from a non-metered 

source); 



● When a fuel discrepancy, unexplained shortage, or equipment malfunction is identified that 

requires immediate documentation; 

● When an equipment maintenance trigger event occurs (e.g., oil change due, unexpected 

mechanical failure, or safety incident); or 

● When specifically directed by administration or the Board of Trustees to maintain individual 

daily logs for a particular project, vehicle, or time period. 

 

7. Fuel Log Requirements 
Accurate fuel logs are essential to PVGID's fiscal accountability, asset management, and compliance with 

public records requirements. The following standards apply to all fuel dispensing activities involving 

district-owned vehicles, equipment, or fuel storage. 

7.1 Required Fields for Each Fuel Log Entry 
 

Every fuel log entry must include all of the following fields: 

8. Date — The calendar date on which fuel was dispensed; 

9. Operator Name — The full name of the operator who dispensed or received the fuel; 

10. Vehicle or Equipment ID Number — The district-assigned identification number of the vehicle 

or equipment fueled; 

11. Beginning Fuel Level or Odometer Reading — The fuel gauge level (percentage or fractional) or 

odometer reading recorded before fueling; 

12. Fuel Added (Gallons) — The quantity of fuel dispensed, measured in gallons to the nearest 

tenth of a gallon where a meter is available; 

13. Ending Fuel Level — The fuel gauge level or meter reading recorded after fueling; 

14. Purpose / Work Location — A brief description of the work being performed or the location to 

which the vehicle or equipment was assigned; and 



15. Operator Signature — The handwritten or electronic signature of the operator, attesting to the 

accuracy of the entry. 

7.2 Format 
 

Fuel logs may be maintained in paper form or in an approved electronic format. Electronic fuel logs must 

be capable of being printed or exported in a format readable without specialized software. All entries, 

whether paper or electronic, must be made at the time of the fuel dispensing event — retroactive 

entries are prohibited except to correct documented errors, and any correction must be initialed and 

dated by the operator and a supervisor. 

7.3 Reconciliation 
 

Fuel logs must be reconciled against at least one independent source on a monthly basis. Acceptable 

reconciliation methods include: 

● Comparison against fuel purchase receipts from commercial fuel vendors; 

● Comparison against fuel account statements from credit card or fleet account providers; 

● Comparison against fuel meter readings from a district-owned fuel dispensing meter; or 

● Comparison against vendor invoices for bulk fuel deliveries. 

7.4 Non-Meter Fuel Tracking Methods 
 

In the absence of an installed fuel meter, the following methods are acceptable for tracking fuel 

dispensed from district-owned fuel storage: 

● Fuel log sheets with manual entry — Using the standardized weekly log (see Exhibit A), with 

operator entries made at the time of each fueling event; 

● Pre-numbered fuel tickets — Sequentially numbered tickets issued to operators at each fueling 

event, retained and matched against the weekly log; 



● Supervisor visual verification — A supervisor or designee observes and countersigns each 

fueling event (appropriate for high-volume or high-risk situations); and 

● Monthly reconciliation against vendor invoices — Where fuel is delivered in bulk, total fuel 

delivered is reconciled against the sum of all individual log entries for the period. 

Where non-meter methods are used, administration shall document the reason a meter is not in use 

and the compensating controls in place. The Board is encouraged to evaluate the cost-benefit of fuel 

meter installation (see Section 8). 

 

8. Fuel Meters — Benefits and Estimated Costs 
The installation of fuel meters at PVGID fuel storage locations is not currently required by statute; 

however, fuel meters represent a best-practice control that significantly reduces the administrative 

burden of manual fuel tracking while strengthening the auditability of the District's fuel records. This 

section is presented for the Board's informational consideration. 

8.1 Benefits of Fuel Meter Installation 
 

● Accurate measurement — Fuel meters provide precise, per-dispensing-event measurements of 

fuel dispensed to each vehicle or piece of equipment, eliminating reliance on visual fuel gauge 

estimates; 

● Automatic digital recordkeeping — Electronic fuel meters with data logging capability 

automatically record date, time, quantity dispensed, and (with keypad entry) operator and 

vehicle ID, substantially reducing manual entry errors; 

● Deterrent against unauthorized fuel use — Metered systems with keyed or PIN-protected 

access create an effective deterrent against unauthorized use of district fuel supplies; 

● Simplified audit trail — Meter records provide an independent, contemporaneous record of all 

fuel dispensing events that can be directly compared against financial records, supporting state 

compliance review and public records requests; 



● Reduced reconciliation time — Monthly reconciliation is dramatically simplified when meter 

totals are compared against bulk delivery invoices, eliminating the need to manually sum 

individual log entries; and 

● Compatibility with fuel management software — Many electronic meter systems are 

compatible with fleet fuel management software platforms that generate automated reports, 

flag anomalies, and export data in standard formats suitable for audit. 

8.2 Estimated Costs 
 

 

⚠ Important Disclaimer 

The cost estimates below are illustrative estimates for Board planning purposes only. Actual costs 

vary by vendor, model, installation requirements, and local market conditions. The Board should 

obtain competitive quotes from at least two qualified vendors before making any purchasing 

decision. These estimates do not constitute a procurement commitment by PVGID. 

 

 
Item Estimated Cost 

Range 
Notes 

Basic mechanical fuel 
meter (non-electronic) 

$150 – $400 per 
unit 

Manual read; no data logging; suitable for low-
volume applications 

Electronic/digital fuel 
meter with data logging 

$400 – $1,200 
per unit 

Digital display; may include keypad for operator ID 
entry; data export capability varies by model 

Fleet fuel management 
system (hardware + 
software) 

$2,000 – $8,000 
initial setup 

Includes meter hardware, control unit, and software 
license; suitable for multi-vehicle fleets with 
automated reporting needs 

Annual software 
maintenance / 
subscription 

$500 – $1,500 
per year 

For cloud-based or subscription fuel management 
platforms; may include vendor support 

Installation labor (if 
required) 

$200 – $500 per 
unit 

Varies based on existing plumbing, electrical 
requirements, and vendor; some units are self-
installed 

 



Board Recommendation: Administration recommends that the Board authorize staff to solicit a 

minimum of two (2) competitive vendor quotes for fuel meter installation and report findings to the 

Board at a future meeting, should the Board determine that meter installation is warranted. 

 

9. Operator Responsibilities Summary 
All PVGID operators and field staff who operate district vehicles or equipment, or who dispense district 

fuel, are responsible for the following duties under this policy: 

● Complete fuel log entries at each fuel dispensing event — Entries must be made at the time of 

fueling, not reconstructed from memory after the fact; 

● Record all equipment usage hours daily within the weekly log — Hours of operation must be 

entered for each day worked, not estimated at week's end; 

● Report discrepancies in fuel levels immediately to a supervisor — Any unexplained difference 

between expected and actual fuel levels must be reported promptly and documented; 

● Sign the weekly log at the end of each work week — The operator's signature certifies the 

completeness and accuracy of all entries in the log for that week; 

● Never alter, destroy, or omit log entries — Falsification of district records is a serious violation 

of district policy and may constitute a violation of Nevada law; corrections must be made by 

drawing a single line through the error, entering the correct information, and initialing the 

correction with the date; and 

● Retain copies of weekly logs until submitted to administration — Operators should retain their 

own copy or photograph of each completed weekly log until they receive confirmation from 

administration that the log has been received and filed. 

 

 Supervisor Responsibility ࠹

Supervisors are responsible for reviewing all weekly logs for completeness and accuracy before 

initialing. A supervisor's initials on a weekly log indicate that the supervisor has reviewed the log 



and has no reason to believe any entry is inaccurate or incomplete. Supervisors who identify 

concerns must document them in writing and notify administration before signing. 

 

 

10. Corrective Action Statement 
PVGID acknowledges that a public records request was received by the District, the fulfillment of which 

revealed that certain records lacked adequate supporting documentation. Specifically, the review of 

records responsive to that request identified gaps in operational record-keeping — including fuel and 

equipment usage documentation — that did not meet the standards expected of a Nevada General 

Improvement District operating under NRS Chapter 318 and related statutes. 

The PVGID Board of Trustees and administration take this matter seriously. The development and 

presentation of this Record-Keeping Simplification Policy represents the District's proactive corrective 

action in response to the identified gaps. Rather than waiting for a state audit, complaint, or 

enforcement action, PVGID has chosen to address these deficiencies immediately through the adoption 

of clear written standards, structured log formats, defined retention schedules, and accountability 

measures for all staff and operators. 

PVGID is committed to full statutory compliance with all applicable Nevada Revised Statutes governing 

public records, financial accountability, public meeting documentation, and contractor oversight. The 

implementation of this policy — combined with staff training, consistent supervisory review, and the 

annual board review cycle — constitutes a good-faith and comprehensive effort to bring the District's 

record-keeping practices into full compliance and to maintain that compliance going forward. 

Should any state agency, including the Nevada Division of Local Government Finance or the State 

Library, Archives and Public Records Administrator, conduct a review or audit of PVGID's records, this 

policy and its implementation history will serve as evidence of the District's commitment to statutory 

compliance and responsible governance. 

 

11. Policy Adoption & Review 



11.1 Adoption 
 

This policy is presented to the PVGID Board of Trustees as an informational item. The Board may elect to 

formally adopt this policy by majority vote at any duly noticed public meeting. Upon formal adoption, 

this policy shall be effective as of the date of the adopting resolution and shall supersede any prior 

informal record-keeping practices, verbal understandings, or undocumented procedures previously in 

use by the District. 

11.2 Annual Review 
 

This policy shall be reviewed by the Board of Trustees on an annual basis, no less frequently than once 

per calendar year. The annual review shall assess whether the policy remains current with respect to 

applicable Nevada law, operational changes within the District, and any findings from public records 

requests or audits received during the preceding year. Any recommended amendments to this policy 

shall be presented to the Board as an agenda item at a duly noticed public meeting. 

11.3 Administration 
 

The PVGID Secretary is designated as the Records Manager responsible for overseeing implementation 

of this policy, maintaining the public records request log, and coordinating annual policy review. 

Questions regarding the interpretation or application of this policy should be directed to the PVGID 

Secretary or legal counsel. 

Presented for Board Review: 

 
Board President, PVGID Date: 
___________________________ 

 PVGID Secretary Date: 
___________________________ 

 

 

 
EXHIBIT A — Weekly Fuel 



& 

Equipment Log Template 

 

District: Palomino Valley General Improvement District     Week Ending: 

___________________________ 

Instructions: Complete one row for each calendar day. Enter all required fields at the time of each fuel 

dispensing or equipment operation event. Leave rows blank and mark "No Operation" for days with no 

activity. Sign at the end of the week. Submit to administration by the 5th business day of the following 

month. 

 
Date Operator 

Name 
Vehicle 
/ 
Equip. 
ID 

Fuel 
Level 
Start 

Gallons 
Added 

Fuel 
Level 
End 

Hours 
Operated 

Work 
Location / 
Task 
Description 

Operator 
Signature 

Mon ____         

Tue ____         

Wed ____         

Thu ____         

Fri ____         

Sat ____         

Sun ____         

WEEKLY 
TOTALS: 

    

 

Operator Certification: I certify that all entries on this log are true, accurate, and complete to the best of 

my knowledge. 

 
Operator Signature Date: 
___________________________ 

 Supervisor Review & Initials Date: 
___________________________ 

 



Retain completed logs for minimum 3 years. File with administration by the 5th business day of the 

following month. This form satisfies PVGID weekly fuel and equipment log requirements per District 

Policy and NRS 318.090. 

 

 
EXHIBIT B — Statutory Reference Quick Guide 

 

This exhibit provides a one-page summary of the Nevada Revised Statutes most directly applicable to 

PVGID record-keeping obligations. This table is a summary guide only; the full statutory text controls in 

all cases. 

 
Statute Subject Key Requirement Applies to 

PVGID 

NRS 
239.010 

Public records: open to 
inspection 

All public books and records of 
governmental entities are public records 
and must be open to inspection during 
office hours; local entities must maintain 
a schedule of public records 

Yes — all PVGID 
records are 
public records 
subject to 
inspection 

NRS 
239.051 

Requirements before 
destruction of records 

No public record may be destroyed 
unless it appears on an approved 
destruction schedule 

Yes — PVGID 
may not destroy 
any record 
without 
following 
approved 
procedures 

NRS 
239.124 

Local governmental 
records: exclusive 
destruction procedures 

Establishes exclusive procedures for 
destruction of local government records; 
destruction must be authorized per the 
State Library Administrator's schedule 

Yes — applies to 
all PVGID record 
dispositions 

NRS 
239.125 

Local governmental 
records: management 
program 

Local governments must implement a 
records management program per 
regulations of the State Library, Archives 
and Public Records Administrator 

Yes — this policy 
partially fulfills 
this requirement 

NRS 
241.035 

Public meetings: minutes 
and audio recordings 

Minutes must be kept; audio recordings 
or transcripts required; copy available to 
public at no charge upon request 

Yes — applies to 
all PVGID Board 
of Trustees 
meetings 



Statute Subject Key Requirement Applies to 
PVGID 

NRS 
318.085(3) 

Secretary's record-
keeping duties (GID) 

Secretary must keep audio 
recordings/transcripts of all meetings 
and a record of all proceedings, minutes, 
certificates, contracts, bonds, and 
corporate acts in a well-bound book 

Yes — direct 
obligation of 
PVGID Secretary 

NRS 
318.085(4) 

Treasurer's record-
keeping duties (GID) 

Treasurer must keep strict and accurate 
accounts of all money received and 
disbursed in permanent records 

Yes — direct 
obligation of 
PVGID Treasurer 

NRS 
318.090 

Official records: location 
and access 

Official records kept at district office; 
open to public inspection per NRS 
239.010; board actions, minutes, 
budgets, audits, and financial statements 
published on district website 

Yes — PVGID 
must maintain 
and make all 
records available 
at its office 

NRS 
338.020 

Prevailing wage on public 
works 

Contractors must pay prevailing wage; 
wage records must be maintained 

Yes — applies to 
all PVGID public 
works contracts 

NRS 
338.01165 

Contractor/subcontractor 
payroll records 

Accurate records of workers, hours, 
wages, benefits must be maintained; 
copies provided to the awarding public 
body within 15 days after each calendar 
month 

Yes — PVGID 
must collect and 
retain certified 
payroll records 
monthly 

NRS 
354.6015 

Local government fiscal 
report 

Annual fiscal report must be filed with 
Dept. of Taxation including revenues, 
expenditures, fund balances, cash 
balances, debt schedules; summary 
published in newspaper of general 
circulation 

Yes — PVGID 
must file annual 
fiscal report and 
publish summary 

NRS 
354.604 

Funds maintained by 
local governments 

Local governments must establish and 
maintain funds; receipts and 
disbursements must be accurately 
recorded to the appropriate fund 

Yes — applies to 
all PVGID fund 
accounts and 
financial 
transactions 

 

This table is a summary reference only. Always consult the full text of the Nevada Revised Statutes or 

qualified legal counsel for compliance determinations. Nevada statutes are subject to legislative 

amendment. 

 

 



EXHIBIT C — Public Records Request Log Template 

 

Maintained By: PVGID Secretary     Retention: Permanent     Authority: NRS 239.010; NRS 239.051 

Instructions: Log every public records request received by PVGID, regardless of format (written, oral, 

email, or in person). Record the date acknowledged and date fulfilled. Note all records provided or the 

reason any records were withheld. This log is itself a public record and must be available for inspection. 

 
Request 
Date 

Requestor 
Name 

Records 
Requested 

Date 
Acknowledged 

Date 
Fulfilled 

Records 
Provided 

Notes / 
Exceptions 

       

       

       

       

       

       

       

       

       

       
 

Nevada Law Note: Under NRS 239.010, governmental entities must respond to public records requests 

during regular office hours. Under NRS 239.0107, a governmental entity that willfully fails to respond 

may be subject to civil penalties. This log documents PVGID's compliance with its public records 

obligations. All entries are permanent records of the District. 

Continue log on additional pages as needed. Each page should be labeled with the District name, "Public 

Records Request Log," and the date range covered. File completed log pages with the Secretary's 

permanent records. 
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unless the Board elects to adopt this policy. 



PALOMINO VALLEY GENERAL IMPROVEMENT DISTRICT 

PVGID Record-Keeping Information& 

Compliance Guide 

A Board Informational Reference Document 

Document 2 of 2 

 

Prepared By: PVGID Administration 

Date: September 2026 

District: Palomino Valley General Improvement District 

County: Washoe County, Nevada 

Authority: NRS Chapter 318 

Document Series: Document 2 of 2 

 

INFORMATIONAL —  FOR BOARD REVIEW AND REFERENCE  

NOT AN ACTION ITEM — NO VOTE REQUIRED AT THIS TIME 

 

 

ⓘ   NOTICE: PURPOSE OF THIS DOCUMENT 

This document has been prepared in response to a public records request received by PVGID for 

records that lacked adequate supporting documentation. This guide serves as an informational 

resource to help the Board and staff understand current statutory requirements and implement 

best practices as corrective action toward full compliance. PVGID acknowledges the identified 

gaps and presents this guide as a good-faith demonstration of its commitment to compliance in 

anticipation of any future state audit. 

Note: In this document, “Administration” refers to the Assistant to the Board and the 

Bookkeeper. 
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Section 1.   Introduction & Purpose 

1.1   What This Guide Covers 

This guide is a comprehensive informational reference document prepared by PVGID Administration for 

the Board of Trustees of the Palomino Valley General Improvement District (PVGID). It addresses the 



record-keeping obligations of PVGID as a Nevada General Improvement District whose operations are 

strictly limited to road maintenance, operating under Nevada Revised Statutes (NRS) Chapter 318 and 

related statutes, including NRS Chapters 239, 241, 338, and 354. The guide reviews each applicable 

statutory area in plain language so the Board and Administration can understand not only what records 

must be kept, but why those records are necessary to document lawful decisions, public spending, road 

maintenance activities, and compliance with Nevada law. 

Specifically, this guide covers: 

● The statutory framework governing PVGID's record-keeping, financial reporting, public records, 

and open meeting obligations; 

● Plain-language explanations of each applicable statute and what they require of PVGID; 

● Best practices for Board meeting records, financial records, fuel log management, equipment 

usage logs, and contractor records; 

● Operator-level quick reference tools and compliance checklists; 

● A corrective action plan summary in response to a public records request that identified 

documentation gaps; and 

● Exhibit templates for fuel logs, reconciliation worksheets, and statutory reference charts. 

1.2   Why Record-Keeping Matters for a Nevada GID 

Nevada General Improvement Districts are political subdivisions of the State of Nevada. As such, PVGID 

is subject to the full weight of Nevada public accountability statutes. Record-keeping is not merely an 

administrative function — it is a legal obligation and a foundational element of public trust. Inadequate 

record-keeping can result in: 

● State audit findings and formal findings of non-compliance; 

● Inability to demonstrate proper expenditure of public funds; 

● Violations of the Nevada Public Records Act (NRS Chapter 239) and potential civil liability; 

● Open Meeting Law violations under NRS Chapter 241; 

● Loss of public confidence in PVGID's administration; and 

● Difficulties in defending against public records requests, audits, or legal challenges. 

Proper records enable PVGID to demonstrate transparent, accountable stewardship of district road 

maintenance assets, public funds, and roadway infrastructure. 



1.3   Public Records Request — Summary of Identified Gaps 

PVGID received a public records request that identified records for which supporting documentation 

was incomplete or absent. Specifically, the request surfaced gaps in the district's documentation of road 

maintenance activities — most notably, records related to fuel usage and equipment operations — for 

which supporting primary source documentation, such as fuel logs, equipment logs, and related work 

records, was not available or was inadequately maintained. 

The identification of these gaps provides PVGID with an important opportunity to review its record-

keeping practices, implement corrective measures, and bring its systems into full compliance with 

applicable Nevada statutes before any potential state audit. 

1.4   How This Document Supports Corrective Action 

This document is one of two companion documents prepared as corrective action in response to the 

public records request: 

● Document 1 of 2: PVGID Record-Keeping and Log Simplification Policy — a formal policy 

governing how records are to be kept going forward. 

● Document 2 of 2 (this document): PVGID Record-Keeping Information & Compliance Guide — 

the informational reference document explaining the statutory basis for all requirements, best 

practices, and compliance tools. 

Together, these documents represent PVGID's good-faith effort to identify deficiencies, understand the 

legal framework, and implement systematic corrective action. 

1.5   Statement of Purpose — Informational Only 

 

⚠   Board Notice 

This document is presented for informational purposes only. It is NOT an action item and does 

NOT require a Board vote at this time. The Board is invited to review this guide, ask questions, 

and provide direction to Administration regarding implementation priorities. No formal Board 

action is needed to receive or review this document. 

 

 



Section 2.   PVGID Background 

2.1   Organizational Overview 

The Palomino Valley General Improvement District (PVGID) is a political subdivision of the State of 

Nevada, established and operating as a General Improvement District (GID) pursuant to NRS Chapter 

318. PVGID is located in the Palomino Valley community of Washoe County, Nevada — a rural 

unincorporated area northeast of Reno. 

2.2   Mission and Services 

PVGID's mission is strictly limited to road maintenance and related road operations within the district 

boundaries, including road grading, repair, maintenance planning, and other roadway-related activities 

authorized under the district's enabling legislation and service plan. PVGID does not provide general 

community services outside its road maintenance function. 

2.2A   Road-Maintenance-Only Scope 

PVGID's operational scope is strictly limited to road maintenance and related roadway functions 

authorized for the district. References in this guide to district operations, equipment use, fuel use, 

contractor records, or public works should be understood in that limited road maintenance context. This 

guide does not authorize or imply district responsibility for utilities, parks, recreation, water, sewer, 

drainage, or other general community services unless separately authorized by the Board and applicable 

law. 

2.3   Governance Structure 

PVGID is governed by an elected Board of Trustees (referred to interchangeably as the "Board of 

Directors" under NRS Chapter 318). The Board is responsible for: 

● Setting policy and strategic direction for the district; 

● Adopting the annual budget; 

● Authorizing contracts and expenditures in accordance with Nevada law; 

● Ensuring the district's compliance with all applicable statutes; and 

● Overseeing the work of the district's officers, including the Secretary and Treasurer. 

The Secretary and Treasurer are officers of the district with specific statutory duties regarding record-

keeping, financial management, and public accessibility of district records. 



2.4   Applicable Legal Framework 

As a Nevada General Improvement District and local government entity whose activities are strictly 

limited to road maintenance, PVGID is subject to the following primary statutory frameworks: 

 

Statute Subject Matter Applicability to PVGID 

NRS Chapter 
239 

Public Records All district records are public records; PVGID must respond to 
public records requests and manage records per state 
requirements 

NRS Chapter 
241 

Open Meeting Law All Board meetings must be open, properly noticed, and minutes 
maintained 

NRS Chapter 
318 

General 
Improvement 
Districts 

PVGID's enabling statute; governs organization, powers, and 
record-keeping duties of officers 

NRS Chapter 
338 

Public Works Governs contractor compliance, prevailing wages, and payroll 
record retention for public works projects 

NRS Chapter 
354 

Local Financial 
Administration 

Budget adoption, fiscal reporting, fund management, and 
financial record requirements 

 

 

Section 3.   Statutory Compliance Framework — Detailed 

Analysis 

This section provides a statute-by-statute analysis of the primary Nevada laws governing PVGID's record-

keeping and compliance obligations. For each statute, a plain-language summary, PVGID's specific 

obligations, and a compliance checklist are provided. 

Labeling Convention: In this guide, [Legal Requirement] means a duty stated directly 
in statute, regulation, or an approved records-retention schedule. [PVGID Policy / Best 
Practice] means an internal control, administrative procedure, checklist item, or audit-
support practice recommended to help PVGID comply with legal duties but not 
necessarily required word-for-word by the cited statute. 

3.A   NRS Chapter 239 — Public Records 

NRS 239.010 — Public Records Open to Inspection 

Statutory Summary: All public books and records of governmental entities — including those of local 

governments and special districts — are declared to be public records. These records must be open to 



inspection by any person during normal office hours. The right to inspect public records is a fundamental 

right in Nevada. 

What PVGID Must Do: PVGID must make district records available for public 
inspection during normal business hours, unless a specific confidentiality provision 
applies. Upon receipt of a public records request, PVGID must follow the response 
procedure in NRS 239.0107: within 5 business days, the district must make the record 
available, deny the request with a legal basis, notify the requester that it does not have 
legal custody or control, or provide written notice of when the record will be available if it 
cannot be produced within that period. 
Verified Statutory Basis: [Legal Requirement] NRS 239.010 establishes the public 
right to inspect and copy public books and public records of governmental entities 
during office hours, unless otherwise declared confidential by law. NRS 239.0107 
separately establishes the required response actions for public-record requests, 
including the 5-business-day response period. [PVGID Policy / Best Practice] 
Maintaining an index, request log, and written procedure is an administrative control to 
demonstrate compliance and accountability. 

 

✓   Compliance Checklist — NRS 239.010 

•  [PVGID Policy / Best Practice] Maintain written index or schedule of PVGID public records 

•  Post normal office hours visibly at the district office 

•  [PVGID Policy / Best Practice] Establish a written public records request procedure 

•  [PVGID Policy / Best Practice] Designate a staff member responsible for public records 

responses 

•  [Legal Requirement] Respond to public records requests within 5 business days as required 

by NRS 239.0107 

•  [PVGID Policy / Best Practice] Maintain a public records request log 

•  [PVGID Policy / Best Practice] Train staff on proper response procedures 

 

NRS 239.051 — Destruction of Public Records Prohibited Without Approval 

Statutory Summary: No public record may be destroyed or otherwise disposed of unless it appears on 

an approved records destruction schedule filed with the State Library, Archives and Public Records 

Administrator. Unauthorized destruction of public records is a violation of Nevada law. 



What PVGID Must Do: PVGID must not dispose of any record — paper or electronic — without first 

confirming it appears on an approved records retention and destruction schedule. Before destroying any 

records, the district must verify that the applicable retention period has been met and that the records 

are listed on an approved destruction schedule. 

 

✓   Compliance Checklist — NRS 239.051 

•  Obtain current approved records retention schedule from State Library, Archives and Public 

Records 

•  Do not destroy any record not listed on the approved schedule 

•  Document all record destructions with a destruction log 

•  Ensure electronic records are treated the same as paper records 

 

NRS 239.052 — Fee Limitations for Copies of Public Records 

Statutory Summary: Fees for copies of public records cannot exceed the actual cost of reproduction. 

PVGID may not charge fees that exceed its actual duplication costs, and waiver of fees is available under 

certain circumstances. 

What PVGID Must Do: Establish a written fee schedule for public records copies that does not exceed 

actual cost. Post the fee schedule publicly and in response to records requests. Consider a fee waiver 

policy for requests in the public interest. 

 

✓   Compliance Checklist — NRS 239.052 

•  Establish and post written fee schedule for copies 

•  Ensure fees do not exceed actual reproduction cost 

•  [PVGID Policy / Best Practice] Adopt a fee waiver policy when appropriate and consistent 

with law 

 



NRS 239.124 — Exclusive Procedures for Destruction of Local Governmental Records 

Statutory Summary: Local governmental records may only be destroyed pursuant to the exclusive 

procedures set forth in state law. Approval is required before any local government record is destroyed. 

What PVGID Must Do: Follow the state-mandated procedures for any record disposal. Obtain required 

approvals before disposing of any local governmental record. 

 

✓   Compliance Checklist — NRS 239.124 

•  Follow NRS 239.124 exclusive procedures for any record destruction 

•  Obtain required approvals before disposing of any record 

•  Document each destruction event with approval evidence 

 

NRS 239.125 — Local Government Records Management Program 

Statutory Summary: Local governmental entities must establish a records management program 

consistent with the regulations of the State Library, Archives and Public Records Administrator. This 

program must address record creation, maintenance, retention, and disposal. 

What PVGID Must Do: Adopt a formal records management program that complies with State Library 

and Archives regulations. The program should identify record types, assign retention periods consistent 

with the approved schedule, and designate a records officer or responsible party. 

 

✓   Compliance Checklist — NRS 239.125 

•  Adopt a written records management program 

•  Align the program with State Library, Archives and Public Records regulations 

•  Designate a PVGID records officer 

•  Assign retention periods to all major record categories 

•  Review and update the records management program periodically 



 

3.B   NRS Chapter 241 — Open Meeting Law 

NRS 241.010 — Legislative Declaration 

Statutory Summary: The Nevada Legislature has declared that all public bodies exist to aid in the 

conduct of the people's business. Actions must be taken openly and deliberations must be conducted 

openly. The intent of the Open Meeting Law is to ensure that the public has the right to observe and 

participate in the democratic process. 

What PVGID Must Do: The Board must conduct all deliberations and take all actions in open public 

session, except for matters specifically permitted by law to be considered in closed session. The default 

presumption is that all Board business is public business. 

NRS 241.020 — Open Meetings; Notice Requirements 

Statutory Summary: All meetings of public bodies must be open and public. Notice of each meeting 

must be posted at least by 9:00 a.m. of the third working day before the meeting. The notice must 

include: the time and place of the meeting; a contact for more information; and a clear, complete 

statement of the topics to be considered. Action items must be denoted as "for possible action." 

Supporting materials must be made available to the public at the time they are provided to board 

members. 

What PVGID Must Do: Post proper meeting notices no later than 9:00 a.m. three working days before 

each meeting. Ensure agenda items are clearly described and action items are identified. Make all 

supporting materials available to the public simultaneously with Board distribution. 

 

✓   Compliance Checklist — NRS 241.020 

•  Post meeting notice by 9:00 a.m. at least three working days before each meeting 

•  Include time, place, and contact information on every notice 

•  Use clear, complete statements for all agenda topics 

•  Label all action items as "for possible action" 

•  Make supporting materials available to the public when provided to board members 



•  Post meeting notices at the district office and on the district website 

•  Maintain a record of all posted meeting notices 

 

NRS 241.035 — Minutes Requirements 

Statutory Summary: Minutes must be kept of all public meetings. Audio recordings, 
written minutes, or transcripts must be maintained as required by NRS 241.035. Written 
minutes and recordings must be available for public inspection within 30 working days 
after the meeting. Minutes must be approved within 45 days after the meeting or at the 
next meeting of the public body, whichever is later, and copies must be provided to the 
public at no charge upon request. 
What PVGID Must Do: PVGID must keep complete written minutes of every public 
meeting and make and retain audio recordings or transcripts as required. Draft minutes 
and recordings must be available for public inspection within 30 working days after the 
meeting. Minutes must be formally approved within 45 days after the meeting or at the 
next meeting, whichever is later. Approved minutes and recordings are the official 
evidence of Board motions, votes, public comment, direction to Administration, and 
decisions affecting PVGID's road maintenance operations and public funds. 
Verified Statutory Basis: NRS 241.035 requires public bodies to keep minutes and 
audio recordings or transcripts of meetings, specifies the information that minutes must 
contain, requires public availability within the statutory period, and establishes the 
approval timeline. The requirement matters because the minutes and recordings are the 
public body's official record of open deliberation and action. 

 

✓   Compliance Checklist — NRS 241.035 

•  Keep complete, written minutes of every public meeting 

•  Make and retain audio recordings of all public meetings 

•  Make minutes available to the public at no charge upon request 

•  Approve minutes within 45 days after the meeting or at the next meeting, whichever is later 

•  File approved minutes in the district's permanent record book 

•  Post approved minutes to the district website 

 

3.C   NRS Chapter 318 — General Improvement Districts 



NRS 318.085(3) — Secretary's Record-Keeping Duties 

Statutory Summary: The Secretary of the GID must keep audio recordings or transcripts of all meetings 

and, in a well-bound book, a record of all board proceedings, minutes of all meetings, certificates, 

contracts, bonds given by employees, and all corporate acts. These records must be open to inspection 

by all property owners in the district and all other interested persons. 

What PVGID Must Do: The PVGID Secretary must maintain a well-bound permanent record book 

containing all Board proceedings, minutes, certificates, contracts, and corporate acts. Audio recordings 

of all meetings must be retained. All records must be available for inspection by any property owner or 

interested person. 

 

✓   Compliance Checklist — NRS 318.085(3) 

•  Maintain a well-bound permanent record book (physical or secure digital equivalent) 

•  Record all Board proceedings, minutes, certificates, contracts, and corporate acts in the 

book 

•  Retain audio recordings of all meetings 

•  Ensure records are available for inspection by all property owners and interested persons 

•  Secretary must review and ensure currency of the record book at each meeting 

 

NRS 318.085(4) — Treasurer's Record-Keeping Duties 

Statutory Summary: The Treasurer must keep strict and accurate accounts of all money received by and 

disbursed for and on behalf of the district, including all audits and financial statements, in PERMANENT 

records. The statute specifically requires permanent record status for all financial accounts. 

What PVGID Must Do: The PVGID Treasurer must maintain a permanent ledger of all receipts and 

disbursements. All audit reports and financial statements must be maintained as permanent records. No 

financial records may be disposed of without compliance with state records management requirements. 

 



✓   Compliance Checklist — NRS 318.085(4) 

•  Maintain permanent, detailed ledger of all money received and disbursed 

•  Retain all audit reports and financial statements as permanent records 

•  Treasurer must certify accuracy of financial records 

•  Financial records must be available for public inspection 

 

NRS 318.085(5) — Website Publication Requirement 

Statutory Summary: NRS 318.085 requires the Secretary to maintain meeting records 
and Board proceedings and requires the Treasurer to keep strict and accurate accounts 
in permanent records. For website publication, PVGID should publish or provide for 
publication on the district or county website the records required by NRS 318.085(5), 
including meeting minutes or recordings and financial accountability documents 
required by that subsection. 
What PVGID Must Do: PVGID should maintain an active district website or coordinate 
with Washoe County for publication on the county website, and should publish or 
provide for publication the records required by NRS 318.085(5). Posted documents 
should remain current and accessible so property owners and the public can review 
basic governing and financial records without submitting a public records request. 
Verified Statutory Basis: [Legal Requirement] NRS 318.085 addresses the 
organization of a GID board, officer duties, district records, and publication/access 
obligations. [PVGID Policy / Best Practice] Because website-publication wording can 
depend on the current statutory phrasing and available district or county website 
arrangements, this guide states the obligation as publication or provision for publication 
as required by NRS 318.085(5), rather than expanding it beyond the statute. 

 

✓   Compliance Checklist — NRS 318.085(5) 

•  Maintain a district website or coordinate with Washoe County for website hosting 

•  [Legal Requirement / As Applicable] Publish or provide for publication approved minutes or 

meeting records as required by NRS 318.085(5) 

•  [Legal Requirement / As Applicable] Publish or provide for publication adopted budget 

documents as required by NRS 318.085(5) or other applicable law 



•  [Legal Requirement / As Applicable] Publish or provide for publication audit reports and 

financial statements as required by NRS 318.085(5) or other applicable law 

•  [PVGID Policy / Best Practice] Review website regularly to ensure required documents are 

current and accessible 

 

NRS 318.090 — Principal Office; Open Records; Regular Meetings 

Statutory Summary: Official records and files must be kept at the district's principal office and must be 

open to public inspection as provided in NRS 239.010. The Board must meet regularly at least once per 

year. 

What PVGID Must Do: Maintain all official records at the PVGID principal office. Ensure records are 

accessible for public inspection during normal business hours. Hold Board meetings at least once per 

year, though more frequent meetings are typical and recommended. 

 

✓   Compliance Checklist — NRS 318.090 

•  Maintain a designated principal office for PVGID 

•  Keep all official records at the principal office 

•  Ensure records are open to public inspection during normal office hours 

•  Hold at least one Board meeting per year (more frequent meetings strongly recommended) 

 

3.D   NRS Chapter 338 — Public Works 

NRS 338.020 — Prevailing Wage Requirements 

Statutory Summary: All public works contracts must include the prevailing wage rate. Wages paid to 

workers on public works projects must not be less than the prevailing rate for the region established by 

the Nevada Labor Commissioner. Prevailing wage rates must be posted on-site at the work location. 

What PVGID Must Do: Include prevailing wage rate provisions in all public works contracts. Verify 

contractor compliance with prevailing wage requirements. Post current prevailing wage rates at all 



public works project sites. Obtain current prevailing wage determinations from the Nevada Labor 

Commissioner. 

 

✓   Compliance Checklist — NRS 338.020 

•  Include prevailing wage provisions in all public works contracts 

•  Obtain current prevailing wage determinations from Nevada Labor Commissioner 

•  Post prevailing wage rates at all public works project sites 

•  Verify that contractor payroll records reflect prevailing wage compliance 

 

NRS 338.070 and NAC 338.092–338.100 — Contractor Payroll Records and Certified Payroll 

Reports 

Statutory Summary: Contractor payroll-record duties for public works are addressed 
under NRS 338.070 and related NAC Chapter 338 reporting regulations, not NRS 
338.01165. NRS 338.01165 concerns apprentice-use requirements on public works. For 
applicable PVGID road maintenance work that qualifies as a public work, contractors 
and subcontractors must maintain required worker wage and hour records, and certified 
payroll reporting requirements should be administered consistent with NRS Chapter 338 
and NAC 338.092 through NAC 338.100. 
What PVGID Must Do: For road maintenance work that qualifies as a public work, 
PVGID must include appropriate prevailing-wage and payroll-reporting provisions in 
contracts, require contractors and subcontractors to submit certified payroll reports 
when required by NRS Chapter 338 and NAC Chapter 338, retain those records with 
the project file, and review submissions for apparent compliance. PVGID should not cite 
NRS 338.01165 as the payroll-record authority; that section should be reserved for 
apprentice-use obligations when applicable. 
Verified Statutory Basis: The official NRS Chapter 338 table identifies NRS 338.01165 
as apprentice-use requirements, while prevailing wage obligations are addressed in 
NRS 338.020 and contractor wage records are addressed in NRS 338.070, with 
certified payroll reporting procedures in NAC Chapter 338. This correction prevents the 
guide from attributing payroll-record requirements to the wrong NRS section. 

 

✓   Compliance Checklist — NRS 338.070 and NAC 338.092–338.100 

•  Require monthly certified payroll records from all contractors and subcontractors 

•  Ensure records are received within 15 days after the end of each calendar month 



•  Verify records include: worker name, occupation, wages/benefits, total hours, overtime 

hours (each day and week) 

•  Retain all payroll records for a minimum of 3 years after project completion 

•  Follow up promptly with any contractor that fails to submit on time 

•  Conduct periodic inspections of contractor records 

 

NRS 338.075 — Applicability 

Statutory Summary: NRS Chapter 338 applies when work qualifies as a public work 
under the chapter. For PVGID, this means the chapter should be applied to road 
maintenance, repair, reconstruction, or related roadway projects only when the work 
meets the statutory definition and applicable thresholds. Routine purchases, ordinary 
operations, or services that do not qualify as public works should not be described as 
automatically subject to Chapter 338. 
Verified Statutory Basis: NRS Chapter 338 governs public works and includes 
definitions and applicability provisions, including normal-operation and normal-
maintenance limitations. PVGID should document the basis for treating a road project 
as a public work before applying prevailing-wage and certified-payroll requirements. 

3.E   NRS Chapter 354 — Local Financial Administration 

NRS 354.470–354.474 — Local Government Budget and Finance Act 

Statutory Summary: The Local Government Budget and Finance Act applies to PVGID as a local 

government. PVGID must adopt a budget annually. The Act establishes the framework for all local 

government financial administration in Nevada. 

What PVGID Must Do: Adopt an annual budget in compliance with the Act. Budget adoption must 

follow the statutorily prescribed process, including public notice and a public hearing before final 

adoption. 

NRS 354.596–354.598 — Budget Preparation and Adoption 

Statutory Summary: A tentative budget must be prepared and submitted within the statutory 

timeframe. The final budget must be formally adopted by Board resolution. Both the tentative and final 

budgets are public documents. 



What PVGID Must Do: Prepare and submit a tentative budget annually by the required deadline. Hold a 

public hearing on the tentative budget. Adopt the final budget by Board resolution. Retain copies of all 

tentative and adopted budgets as permanent public records. 

 

✓   Compliance Checklist — NRS 354.596–354.598 

•  Prepare tentative budget by statutory deadline (typically April 15) 

•  File tentative budget with Nevada Department of Taxation 

•  Publish notice of tentative budget availability and public hearing 

•  Hold public hearing on tentative budget 

•  Adopt final budget by Board resolution before statutory deadline (typically June 1) 

•  File final budget with Nevada Department of Taxation 

•  Retain all budget documents as permanent public records 

 

NRS 354.600 — Contents of the Budget 

Statutory Summary: The budget must include all revenues and expenditures of the district. All funds 

must be included; no district funds may be excluded from the budget. 

What PVGID Must Do: Ensure the annual budget comprehensively includes all anticipated revenues and 

all expenditures. Budget must reflect all funds held by the district. 

NRS 354.6015 — Annual Fiscal Report 

Statutory Summary: An annual fiscal report must be filed with the Nevada Department of Taxation. The 

report must include revenues, expenditures, fund balances, cash balances, components of assessed 

value, and debt schedules. A summary of the report must be published in a newspaper of general 

circulation in Washoe County. 

What PVGID Must Do: Prepare and file an annual fiscal report with the Nevada Department of Taxation 

within the statutory timeframe. Publish a summary in a Washoe County newspaper of general 

circulation. Retain copies of all annual fiscal reports. 



 

✓   Compliance Checklist — NRS 354.6015 

•  File annual fiscal report with Nevada Department of Taxation by statutory deadline 

•  Report must include: revenues, expenditures, fund balances, cash balances, assessed value 

components, debt schedules 

•  Publish summary in a newspaper of general circulation in Washoe County 

•  Retain copies of all annual fiscal reports as permanent records 

•  Post annual fiscal report on district website 

 

NRS 354.604 — Fund Types and Accounting Segregation 

Statutory Summary: NRS 354.604 addresses funds maintained by local governments 
and supports proper fund accounting for local government finances. The statute should 
be read together with the Local Government Budget and Finance Act, Department of 
Taxation requirements, and applicable governmental accounting standards. Rather than 
stating a blanket rule that all funds may never be commingled, this guide treats fund 
separation and traceable accounting as a compliance and audit-control requirement. 
What PVGID Must Do: PVGID must maintain funds and accounts in a manner 
consistent with NRS 354.604, Department of Taxation reporting requirements, and 
applicable governmental accounting standards. The Treasurer should ensure revenues, 
expenditures, fund balances, and restricted or assigned funds are traceable and 
properly classified. Separate accounting records, reconciliations, and audit workpapers 
should show that road maintenance funds are used for authorized district purposes. 
Verified Statutory Basis: NRS 354.604 is part of Nevada's local financial 
administration framework and should not be overstated as a standalone anti-
commingling statute. The practical record-keeping requirement is to maintain accounts 
and supporting documentation so that each fund's revenues, expenditures, balances, 
and lawful purpose can be verified. 

NRS 354.609 — Petty Cash and Imprest Accounts 

Statutory Summary: NRS 354.609 authorizes the governing body of a local 
government, by resolution, to establish one or more petty cash accounts, imprest 
accounts, or revolving accounts in a bank or credit union to assist with authorized local 
government activities. The resolution must identify the account's object and purpose, 
the source of money used to establish and maintain it, the method for controlling 
expenditures, and the maximum dollar amount of any single expenditure. 
Plain-Language Explanation: An imprest account is a fixed-amount bank or credit-
union account used for limited, routine, authorized expenses. The balance is restored, 
or reimbursed, back to the approved amount after documented expenditures are 



reviewed and approved. For example, if PVGID authorizes a $500 imprest account and 
$75 is spent for an approved road-maintenance-related expense, the account should 
contain $425 plus $75 in receipts until reimbursement returns the account to $500. 
What PVGID Must Do: PVGID should establish any petty cash, imprest, or revolving 
account only by Board resolution. The resolution should state the account's purpose, 
funding source, expenditure controls, and maximum single-transaction amount. 
Payments may be made directly from the account only if they comply with the Board 
resolution. Reimbursement must occur no less often than monthly, must be supported 
by receipts or other proper evidence of the expenditures, and must be approved in the 
same manner as other claims against the fund to be charged. 
Verified Statutory Basis: NRS 354.609 expressly allows a local government's 
governing body to establish petty cash, imprest, or revolving accounts by resolution. It 
also requires the resolution to state the account's purpose, funding source, expenditure 
controls, and maximum single expenditure. Monthly reimbursement must be supported 
by proper evidence of expenditures and approved like other claims against the fund. 

 

✓   Compliance Checklist — NRS 354.609 

•  Establish all petty cash, imprest, or revolving accounts only by Board resolution 

•  State the account purpose, funding source, expenditure controls, and maximum single 

expenditure in the resolution 

•  Reimburse and reconcile the account no less often than monthly 

•  Support every reimbursement with receipts or other proper evidence of expenditures 

•  Approve reimbursements in the same manner as other claims against the fund being 

charged 

 

 

Section 4.   Record-Keeping Best Practices for PVGID 

Operations 

4.A   Board Meeting Records 

Board meeting records are among the most fundamental and legally significant records maintained by 

PVGID. They are the official record of all Board decisions and actions and are required by both NRS 

Chapter 241 and NRS 318.085(3). 



● Minutes must be complete and accurate: Minutes must reflect all actions taken, all motions 

made, the vote of each member, and a summary of public comment received. Minutes are not 

merely a summary — they are the legal record of the Board's actions. 

● Minutes must be formally approved: Draft minutes must be presented at the next regular 

meeting for Board review and formal approval. Approved minutes must be signed and dated. 

● Audio recordings must be retained: All Board meetings must be audio recorded. Recordings 

must be retained for the period specified in the state-approved retention schedule. Recordings 

are separate from minutes and must both be maintained. 

● Supporting materials archived with meeting packet: All staff reports, exhibits, and supporting 

documents distributed to the Board in connection with a meeting must be archived as part of 

the permanent meeting record. 

● Minutes posted to district website promptly: Approved minutes must be posted to the PVGID 

website promptly after approval, consistent with NRS 318.085(5). 

● Meeting packets preserved: Preserve a complete copy of each meeting packet (agenda, staff 

reports, exhibits) with the meeting record. 

4.B   Financial Records 

Financial record-keeping is governed by NRS 318.085(4) and NRS Chapter 354. The Treasurer bears 

primary responsibility for maintaining strict and accurate financial records in permanent form. 

● Permanent ledger: A permanent ledger of all receipts and disbursements must be maintained. 

Each entry must identify the date, amount, payee or source, purpose, and fund charged. 

● Monthly bank reconciliations: All district bank accounts must be reconciled to monthly bank 

statements. Reconciliations must be documented and retained. 

● Annual audit filed and published: PVGID must obtain an annual audit and file the audit report 

with the Nevada Department of Taxation. The audit must be published on the district website. 

● Budget adoption documented: The adopted annual budget must be documented by Board 

resolution. All budget amendments must likewise be adopted by resolution. 

● Invoices and receipts retained: All invoices, receipts, purchase orders, and payment 

documentation must be retained as supporting documentation for each expenditure. 

● Payroll records: District payroll records must be retained for the period required by state law 

and the approved retention schedule. 



4.C   Fuel Log Management — Comprehensive Guide 

Why Fuel Logs Matter 

Fuel logs are a critical component of PVGID's operational accountability. District fuel is a public resource 

purchased with public funds. Accurate fuel logs serve multiple essential purposes: 

● Public accountability: Fuel is a tangible expenditure of public funds. Accountability for fuel use 

demonstrates responsible stewardship. 

● Cost control: Detailed fuel logs enable Administration to track consumption patterns, identify 

anomalies, and control costs. 

● Audit readiness: In a state or financial audit, auditors will expect supporting documentation for 

fuel expenditures. Logs are the primary supporting document for fuel costs. 

● Asset protection: Fuel logs deter unauthorized use of district fuel and protect district assets. 

● Maintenance tracking: Odometer and hour-meter readings captured in fuel logs support 

scheduled maintenance programs. 

Roles and Responsibilities 

 

Role Primary Responsibility 

Equipment 
Operator 

Complete fuel log entry at every fueling event, same day. Sign the entry. Submit 
weekly log to supervisor at week's end. 

Supervisor Review operator entries weekly. Initial and certify weekly log. Identify and resolve 
discrepancies before monthly filing. 

Administration Collect weekly logs monthly. Reconcile log totals against vendor invoices. File and 
retain records. Report anomalies to Board. 

 

Required Data Fields — Every Fueling Event 

[PVGID Policy / Best Practice] The following information should be recorded at every fuel dispensing 

event to support financial accountability, audit readiness, and road-maintenance documentation: 

1. Date — date of fueling event 

2. Operator Name — full name of person fueling 

3. Vehicle / Equipment ID — PVGID unit number or license plate 

4. Beginning Fuel Level or Odometer Reading — level or reading before fueling 



5. Gallons Dispensed — amount added 

6. Ending Fuel Level — level or reading after fueling 

7. Work Location or Task — where equipment was used that day 

8. Operator Signature — operator signs each entry 

When to Record 

[PVGID Policy / Best Practice] Fuel log entries should be made at every fuel dispensing event, on the 

same day the fueling occurs. No entry should be made retroactively from memory. If an entry is made 

on paper, it should be legible and in ink. Corrections should be made by single line strikethrough with 

the operator's initials and the correction written alongside — not by erasure or white-out. 

Weekly vs. Daily Log Format 

PVGID may use a weekly consolidated log format rather than separate daily sheets. This approach 

reduces administrative burden while maintaining full accountability. The following requirements apply 

to weekly consolidated logs: 

● Weekly logs must contain individual day-by-day entries for all seven days of the week; 

● Non-work days must be marked "N/A" or "No Operation" — blank entries are not acceptable; 

● The weekly log must be signed by the operator at the end of the work week; 

● The supervisor must initial the weekly log to certify review; 

● Weekly logs must be filed with Administration on a monthly basis (at the end of each month). 

Advantages of the weekly consolidated format: 

● Reduces paper volume — one sheet per vehicle per week versus seven daily sheets; 

● Easier reconciliation against vendor invoices (weekly totals align with billing cycles); 

● Reduces administrative burden on operators and supervisors; 

● Provides a comprehensive weekly snapshot for supervisory review. 

When daily standalone forms are still required: 

● Equipment breakdowns involving fuel system issues; 

● Fuel discrepancies requiring investigation; 

● Incidents involving spills, accidents, or suspected unauthorized use; 

● Any event where the weekly log format is insufficient to capture the necessary detail. 



Non-Meter Fuel Tracking Methods 

[PVGID Policy / Best Practice] When a calibrated fuel meter is not installed, PVGID may use the 

following non-meter tracking methods. These methods are administrative controls intended to 

strengthen the audit trail, not separate statutory requirements unless adopted by PVGID policy. 

9. Manual Fuel Log Sheets: Paper or electronic spreadsheet log completed by the operator at each 

fueling event. This is the minimum required method. All other methods supplement the manual 

log. 

10. Pre-Numbered Fuel Tickets: Sequentially numbered tickets issued per fueling event. The 

operator retains one copy; Administration retains one copy. Sequence gaps are investigated as 

potential discrepancies. 

11. Supervisor Visual Verification: The supervisor observes and initials each fueling event in real 

time. This method provides the strongest non-meter verification. 

12. Monthly Vendor Invoice Reconciliation: Total fuel purchases from vendor invoices are 

reconciled against total gallons recorded in logs for the same period. [PVGID Policy / Best 

Practice] Variances exceeding 2 gallons should require written explanation. 

13. Odometer / Hour-Meter Tracking: Fuel consumption is calculated from odometer or hour-

meter readings at regular intervals. Consumption-per-hour or consumption-per-mile ratios flag 

anomalies for investigation. 

PVGID policy requires the use of the Manual Fuel Log Sheet (Method 1) as the minimum documentation 

standard at all times. Methods 2 through 5 should be combined with Method 1 to create a complete, 

multi-layer audit trail. The preferred combination for maximum accountability is Methods 1, 4, and 5. 

Fuel Meters — Benefits and Estimated Costs 

Installation of calibrated fuel meters at PVGID fuel dispensing locations would significantly improve 

accountability and reduce administrative burden. The following information is provided for Board 

consideration. 

Benefits of Fuel Meters: 

● Precise measurement of fuel dispensed — eliminates estimation errors common in manual 

methods; 

● Digital recordkeeping with timestamps reduces manual workload and transcription errors; 

● Strong deterrent to unauthorized or unrecorded fuel use; 



● Automatic generation of audit-ready records; 

● Significant reduction in monthly reconciliation time; 

● Compatibility with fleet management software for consolidated reporting; 

● Demonstrates best-practice accountability to auditors and the public. 

Estimated Costs (Illustrative — Board Should Obtain Competitive Vendor Quotes): 

 

Item Estimated Cost 
Range 

Notes 

Basic mechanical fuel meter $150 – $400 per unit Manual read; no data logging 
capability 

Electronic digital meter with display $400 – $800 per unit Manual data transfer required 

Electronic meter with data logging / 
pulse output 

$600 – $1,200 per 
unit 

Can interface with fleet 
management software 

Fleet fuel management system 
(hardware + software) 

$2,000 – $8,000 
initial 

Includes software, tank monitor, 
and meters 

Annual software subscription / 
maintenance 

$500 – $1,500 per 
year 

Varies by vendor and feature set 

Installation labor $200 – $500 per unit May vary; some units are DIY-
installable 

Total estimated startup (2 meters + 
system) 

$3,000 – $11,000 One-time cost; ongoing annual 
~$500 – $1,500 

 

 

⚠   Procurement Notice 

PVGID should obtain at least three (3) competitive quotes per Nevada public purchasing 

guidelines before any fuel meter purchase. Cost estimates above are illustrative only and are 

subject to market variation. The Board should direct Administration to obtain vendor quotes 

before any purchasing decision is made. 

 

4.D   Equipment Usage Logs 

[PVGID Policy / Best Practice] Equipment usage logs are companion records to fuel logs and provide a 

complete picture of how district equipment is used for road maintenance. These logs support statutory 



financial accountability duties but are an internal documentation control unless separately required by 

an adopted PVGID policy or records-retention schedule. 

Required Data Fields: 

● Date — date of equipment use 

● Operator Name — full name of operator 

● Equipment ID — PVGID unit number or other identifier 

● Hours Start — hour-meter reading at start of shift 

● Hours End — hour-meter reading at end of shift 

● Total Hours — calculated from start and end readings 

● Maintenance Notes — any mechanical issues observed 

● Work Location — area or project where equipment was used 

Filing and Review: 

● Equipment usage logs are filed with fuel logs on a weekly basis; 

● Cumulative hour-meter totals trigger scheduled maintenance entries (e.g., oil change at 250 

hours); 

● Administration reviews equipment logs monthly to schedule preventive maintenance; 

● Equipment log totals should be cross-referenced with fuel log totals for consistency. 

4.D.1   Daily Road Crew and Operations Manager Work Records 

•  Road crew member: Approximately 3–5 minutes per day when the form uses checkboxes, task 

codes, road names, and brief exception notes. 

•  Operations Manager's own daily entry: Approximately 5–10 minutes per day. 

•  Operations Manager review: Approximately 1–2 minutes per employee per day, generally 5–10 

minutes total for a small crew. 

•  Complex days: Multiple roads, incidents, breakdowns, contractors, or material deliveries may 

require about 5 additional minutes. 

Design Standard: A routine crew entry should take no more than 5 minutes. Depending on crew size and 

daily complexity, the Operations Manager should generally be able to complete the manager entry and 

review all crew records within approximately 10–15 minutes total per day. These are design targets, not 



guaranteed completion times; unusual incidents, multiple work locations, breakdowns, contractor 

activity, or material deliveries may require additional documentation. Completion and review should 

occur during normal paid work time, preferably near the end of the shift. 

Burden-Reduction Safeguards 

•  Use one combined daily time-and-work record rather than separate time, equipment, and activity 

narratives. 

•  Use checkboxes or task codes for recurring work such as grading, drainage, pothole repair, 

inspection, shop work, travel, and equipment maintenance. 

•  Require brief exception notes only when coded entries do not adequately explain the day. 

•  Avoid requiring employees to re-enter information already captured elsewhere unless it is 

necessary to connect payroll hours with work performed. 

•  Pilot the form for 30 days and remove fields that are not being used for payroll support, 

maintenance planning, reconciliation, supervision, or accountability. 

Staff-Facing Explanation: “The purpose is not to increase paperwork. It is to replace incomplete 

documentation with a short daily record that connects paid hours to the roads, equipment, materials, 

and work completed. Information already recorded on an approved payroll, fuel, or equipment form 

should not be entered again unless needed to explain an exception or connect the records.” 

Implementation and Review: Before district-wide use, Administration should develop a combined or 

linked form using checkboxes, task codes, and short exception fields. PVGID should pilot the form for 30 

days, obtain feedback from the Operations Manager and road crew, compare actual completion times 

with the stated design targets, and revise or remove fields that do not support payroll verification, 

maintenance planning, reconciliation, supervision, public-record response, or accountability. Final 

implementation should identify which existing form supplies each repeated data element so employees 

are not required to enter the same information more than once. 

4.E   Contractor and Public Works Records 

When PVGID engages contractors for road maintenance work that qualifies as a public works project, 

specific statutory obligations under NRS Chapter 338 apply to both the contractor and to PVGID as the 

awarding public body. 



● Monthly certified payroll records from contractors: [Legal Requirement / When Chapter 338 

Applies] Contractors and subcontractors on qualifying public works must submit certified payroll 

records consistent with NRS Chapter 338 and NAC Chapter 338 reporting requirements. PVGID 

should collect and retain those records in the project file. 

● Minimum 3-year retention: All contractor payroll records must be retained for a minimum of 

three years after completion of the public work. PVGID's record retention schedule must reflect 

this requirement. 

● Public body inspection right: PVGID, as the awarding body, has the right to inspect contractor 

payroll records at any reasonable time. PVGID should exercise this right periodically to verify 

prevailing wage compliance. 

● Follow-up on late submissions: [PVGID Policy / Best Practice] If a contractor fails to submit 

monthly payroll records on time, PVGID Administration should contact the contractor in writing 

to request compliance. Late submissions should be logged and, if recurring, reported to the 

Board. 

● Contract provisions: All public works contracts must include explicit provisions requiring 

monthly payroll record submission, prevailing wage compliance, and PVGID's right of inspection. 

 

Section 5.   Operator Summary — Quick Reference Guide 

The following condensed reference is intended for field operators. A full-size version suitable for posting 

at the district facility is included as Exhibit E. 

PVGID Operator Record-Keeping Quick Reference 

 

WHAT YOU MUST RECORD 

● Fuel Log: Every time you take fuel — date, your name, vehicle/equipment ID, fuel level before 

and after, gallons added, where you worked 

● Equipment Hours: Start and end hour-meter readings every shift 

● Work Location: Where you used the equipment that day 

● Your Signature: Sign every entry you make 



WHEN TO RECORD IT 

● Record fuel use at the time of fueling — same day, every time, no exceptions 

● Record equipment hours at the start and end of each shift 

● Do not fill in logs from memory at the end of the week — record immediately 

HOW TO SUBMIT 

● Sign your weekly log at the end of each work week 

● Submit the completed weekly log to your supervisor for review and initials 

● Administration collects all logs at the end of each month 

IF THERE IS A DISCREPANCY 

● Never erase or white-out an error — draw a single line through it, initial it, and write the 

correction 

● Report any fuel discrepancy or equipment issue to your supervisor immediately 

● Unexplained fuel variances of more than 2 gallons require a written explanation 

WHAT HAPPENS IF YOU DON'T 

● Missing or incomplete logs expose PVGID to audit findings and compliance action 

● Unrecorded fuel use cannot be justified to auditors or the public 

● Repeated non-compliance may result in administrative or disciplinary action 

QUESTIONS? 

Contact: PVGID Administration 

Phone: ______________________________ 

Email: ______________________________ 

 

 

Section 6.   Public Records Request Compliance 

6.1   PVGID's Obligation to Respond 



As a Nevada governmental entity, PVGID is subject to NRS Chapter 239, the Nevada Public Records Act. 

PVGID has a legal obligation to respond to all public records requests promptly and in good faith. Failure 

to respond, unreasonable delay, or improper denial of access to public records can expose PVGID to 

legal action and civil penalties. 

6.2   What Constitutes a Public Record 

The definition of "public record" under Nevada law is intentionally broad. A public record is any book, 

paper, document, map, photograph, image, microform, electronic document, or other record made or 

received by PVGID in the transaction of public business. Essentially, all district records are public records 

unless a specific statutory exemption applies. There is no category of "internal" records that are 

automatically exempt. 

Examples of PVGID public records include: 

● Board meeting agendas, minutes, and supporting materials; 

● Financial records, budgets, audits, and invoices; 

● Contracts with vendors, contractors, and service providers; 

● Fuel logs, equipment logs, and operational records; 

● Correspondence (email and paper) relating to district business; 

● Personnel records (subject to limited confidentiality protections); and 

● All other records documenting district activities and expenditures. 

6.3   Response Timeline and Procedure 

PVGID must acknowledge and respond to public records requests in good faith. Under 
NRS 239.0107, the required response must occur within 5 business days after the 
request is received. The response must either: 

● Provide the requested records; 

● Identify any specific statutory exemption(s) that apply and explain in writing why the records are 

withheld; or 

● Provide a written explanation of any delay and a specific date by which records will be 

produced. 

All requests and responses should be documented in PVGID's public records request log. 

6.4   Acknowledgment of the Public Records Request Received 



 

ⓘ   Formal Acknowledgment 

PVGID received a public records request that identified records for which supporting 

documentation was incomplete or absent. This Compliance Guide and the companion 

Simplification Policy document (Document 1 of 2) represent PVGID's corrective action in response 

to that request. PVGID takes this matter seriously and is committed to full compliance with the 

Nevada Public Records Act and all applicable record-keeping statutes. 

 

6.5   Records That May Be Withheld 

The Nevada Public Records Act provides very limited exceptions to the general rule that all records are 

public. Permissible withholding includes: 

● Confidential personnel information (e.g., personal medical information, certain investigation 

records); 

● Records specifically declared confidential by other Nevada statutes; 

● Attorney-client privileged communications; and 

● Records the disclosure of which would constitute a clearly unwarranted invasion of personal 

privacy. 

PVGID should consult with legal counsel before withholding any record on grounds other than a clearly 

applicable statutory exemption. The burden is on PVGID to justify any withholding — not on the 

requester to justify access. 

6.6   Public Records Request Log 

PVGID should maintain a written public records request log containing, at a minimum: 

● Date the request was received; 

● Name and contact information of the requester; 

● Description of the records requested; 

● Date of PVGID's acknowledgment; 

● Date records were produced or denied; 

● Any exemptions claimed and the statutory basis; and 



● Any fees charged. 

 

Section 7.   Corrective Action Plan Summary 

PVGID Corrective Action Summary — Response to Public Records Request 

 

Item Detail 

Date Public Records 
Request Received 

_______________________________ (Board to confirm date) 

Nature of Identified 
Gaps 

Records for which supporting documentation was incomplete or absent — specifically, records related to district 
road maintenance activities, including fuel usage and equipment operations, lacking adequate primary source 
documentation 

Corrective Action 1 Prepared this Compliance Guide (Document 2 of 2) providing a comprehensive statutory analysis, best practices 
guidance, operator tools, and compliance checklists 

Corrective Action 2 Prepared companion Record-Keeping and Log Simplification Policy (Document 1 of 2) establishing PVGID's formal 
records management policies going forward 

Corrective Action 3 Implementing weekly fuel and equipment log consolidation format (Exhibit A) to improve compliance while 
reducing administrative burden 

Corrective Action 4 Training operators on log requirements, proper completion procedures, and the consequences of non-
compliance 

Corrective Action 5 Evaluating fuel meter options (see Section 4.C and Exhibit D) with cost-benefit information to be presented to 
the Board for future consideration 

Expected Completion 
of Corrective Actions 

_______________________________ [Date TBD by Board] 

Prepared By PVGID Administration 

Purpose of This 
Document in 
Corrective Action 
Context 

This corrective action plan demonstrates good-faith compliance effort and systematic remediation of identified 
record-keeping deficiencies. This plan and its companion documents are intended to demonstrate to any future 
state auditor that PVGID identified its compliance gaps, understood their statutory basis, and took prompt and 
systematic corrective action. 

 

 

ⓘ   Auditor Notice 

Should a state audit of PVGID occur, this document and the companion policy 
may serve as evidence of PVGID's proactive corrective action. PVGID's 
preparation of these documents, implementation of new logging procedures, 
and Board-level engagement with compliance matters demonstrate a serious 
and documented commitment to improving record keeping and addressing 
identified deficiencies. 

 

 



Section 8.   Compliance Checklist — Self-Audit Tool 

The following checklist is provided as a self-audit tool for the Board and Administration. 
It is recommended that this checklist be reviewed at least annually and following any 
significant district operational changes. The review should also confirm that daily road 
crew and Operations Manager work records are being completed within the stated time 
targets, reviewed consistently, and revised when fields create unnecessary duplication 
or do not support an identified accountability purpose. 

 

Compliance Item Statutory 
Authority 

Responsible 
Party 

Status Notes 

Written public records schedule/index 
maintained 

NRS 239.010 Administration   

Public records accessible during normal 
office hours 

NRS 239.010; NRS 
318.090 

Administration   

Public records request log maintained NRS 239.010 Administration   

Records destruction only per approved state 
schedule 

NRS 239.051; NRS 
239.124 

Administration 
/ Secretary 

  

Fee schedule for copies established and 
posted 

NRS 239.052 Administration   

Written records management program 
adopted 

NRS 239.125 Administration 
/ Board 

  

Meeting notices posted by 9:00 a.m., 3rd 
working day before meeting 

NRS 241.020 Secretary   

Agenda items clearly described; action items 
noted "for possible action" 

NRS 241.020 Secretary   

Supporting materials made available to 
public simultaneously with Board distribution 

NRS 241.020 Secretary / 
Administration 

  

Complete written minutes kept for all Board 
meetings 

NRS 241.035 Secretary   

Audio recordings retained for all public 
meetings 

NRS 241.035; NRS 
318.085(3) 

Secretary   

Minutes approved by Board at subsequent 
meeting; copies available at no charge 

NRS 241.035 Board / 
Secretary 

  

Secretary maintains well-bound permanent 
record book of all Board proceedings 

NRS 318.085(3) Secretary   

Treasurer maintains permanent ledger of all 
receipts and disbursements 

NRS 318.085(4) Treasurer   



Compliance Item Statutory 
Authority 

Responsible 
Party 

Status Notes 

Minutes, budgets, audits, and financial 
statements published on district website (or 
county website) 

NRS 318.085(5) Administration   

Prevailing wages included in all public works 
contracts; rates posted on-site 

NRS 338.020 Administration 
/ Board 

  

Monthly certified payroll records collected 
from contractors within 15 days of month-
end 

NRS 338.070; NAC 
338.092–338.100 

Administration   

Contractor payroll records retained minimum 
3 years after project completion 

NRS 338.070; NAC 
338.092–338.100 

Administration   

Annual budget adopted by Board resolution 
before statutory deadline 

NRS 354.596–
354.598 

Board / 
Administration 

  

Annual fiscal report filed with Nevada Dept. 
of Taxation; summary published in 
newspaper 

NRS 354.6015 Treasurer / 
Administration 

  

Funds and accounts maintained with 
traceable accounting, proper classification, 
and supporting documentation 

NRS 354.604 Treasurer   

Petty cash / imprest accounts established by 
Board resolution; reconciled monthly 

NRS 354.609 Treasurer / 
Board 

  

Fuel logs completed by operators at every 
fueling event; weekly logs filed monthly 

NRS 
318.085(3)(4); 
Best Practice 

Operators / 
Supervisors 

  

Monthly fuel reconciliation completed 
against vendor invoices 

NRS 318.085(4); 
Best Practice 

Administration   

Equipment usage logs completed and filed 
with fuel logs weekly 

NRS 
318.085(3)(4); 
Best Practice 

Operators / 
Supervisors 

  

 

 

Section 8A.   Final Legal-Versus-Best-Practice Summary 

This summary is intended to help the Board, Administration, operators, and reviewers 
distinguish between duties imposed directly by Nevada statute or regulation and 
procedures adopted by PVGID as internal controls to support compliance, audit 
readiness, and transparent road-maintenance operations. 

Category Legal Requirements PVGID Policy / Best Practice 



Public Records 

Public records must be open 
to inspection unless 
confidential by law; PVGID 
must respond to requests 
within 5 business days 
under NRS 239.0107; 
records may be destroyed 
only under approved state 
procedures and retention 
schedules. 

Maintain a public records index, 
written request procedure, 
request log, staff training 
process, and fee-waiver policy 
where appropriate and 
consistent with law. 

Open Meetings 

Meetings must be open and 
properly noticed; agendas 
must clearly describe topics 
and action items; supporting 
materials must be available 
when provided to the Board; 
minutes and recordings 
must be prepared, retained, 
made available, and 
approved within statutory 
timelines. 

Archive full meeting packets, 
maintain posting records, use 
standardized agenda templates, 
and post approved minutes 
promptly for public accessibility. 

GID Governance 
Records 

The Secretary must maintain 
required Board proceedings, 
minutes, contracts, 
certificates, and corporate 
acts; the Treasurer must 
keep strict and accurate 
financial accounts, audits, 
and financial statements in 
permanent records; district 
records must be available as 
required by law. 

Use secure digital backups, 
review the record book regularly, 
maintain internal filing checklists, 
and coordinate website posting 
or county publication procedures. 

Public Works / 
Contractors 

When PVGID road 
maintenance work qualifies 
as a public work under NRS 
Chapter 338, applicable 
prevailing-wage, contractor 
payroll, certified payroll, 
inspection, and retention 
requirements apply. 

Document the basis for Chapter 
338 applicability, use contract 
templates with payroll and wage 
clauses, log late submissions, 
and conduct periodic compliance 
reviews. 

Financial 
Administration 

PVGID must comply with 
Nevada local government 
budget, fiscal reporting, fund 
accounting, and petty 
cash/imprest account 
requirements, including 

Maintain monthly reconciliations, 
audit workpapers, invoice files, 
supporting receipts, internal 
review procedures, and Board-
facing status summaries. 



Board authorization and 
monthly reimbursement 
documentation for imprest or 
revolving accounts. 

Fuel and 
Equipment Logs 

Fuel and equipment 
documentation supports 
statutory financial 
accountability and public-
record obligations, but the 
specific log format, data 
fields, weekly submission 
process, variance threshold, 
and same-day entry 
procedure are PVGID 
internal controls unless 
separately adopted by policy 
or required by an approved 
retention schedule. 

Require same-day entries, 
operator signatures, supervisor 
review, weekly logs, monthly 
reconciliation to invoices, written 
explanations for variances over 2 
gallons, and retention with 
related financial records. 

 
Daily Labor and Work-Activity Records: Legal Requirements: Payroll, financial, and 
public records must be maintained as required by applicable law and retention 
schedules. PVGID Policy / Best Practice: Use a Daily Road Crew Time and Work 
Activity Record and an Operations Manager Daily Activity and Crew Review Record to 
connect paid hours to specific road-maintenance activities. Routine crew entries should 
be designed for completion within 3–5 minutes, and the Operations Manager's entry and 
review should generally require 10–15 minutes total per day for a small crew. Use 
combined or linked forms, task codes, checkboxes, and exception-only notes to avoid 
duplicate entry. Pilot the process for 30 days and revise fields based on actual use and 
staff feedback. 
Bottom Line: The legal requirements establish PVGID's minimum duties as a Nevada 
public entity. The PVGID policy and best-practice items create the documentation 
system needed to prove compliance, support audits, protect public funds, and show that 
road-maintenance activities are properly authorized, performed, and recorded. 

Section 9.   Exhibits 

 

 

EXHIBIT A 

— 

Weekly Fuel 

& 



Equipment Log Template 

 

District: Palomino Valley General Improvement District     Week Ending: _________________________ 

Vehicle / Equipment ID: _________________________     Fuel Type: _________________________ 

 

Day / 
Date 

Operat
or 
Name 

Vehicl
e / 
Equip 
ID 

Fuel 
Level 
Start 

Gallon
s 
Adde
d 

Fuel 
Lev
el 
End 

Odomet
er / 
Hours 
Start 

Odomet
er / 
Hours 
End 

Work 
Location 
/ Task 
Descripti
on 

Operato
r 
Signatur
e 

Monday 
__/__/__ 

         

Tuesday 
__/__/__ 

         

Wednesd
ay 
__/__/__ 

         

Thursday 
__/__/__ 

         

Friday 
__/__/__ 

         

Saturday 
__/__/__ 

N/A or 
Enter 
Data 

        

Sunday 
__/__/__ 

N/A or 
Enter 
Data 

        

Weekly 
Totals 

N/A N/A ______
_ gal. 

N/A N/A _______ 
hrs. 

N/A N/A 

 

Operator Certification: 

I certify that the entries above are true, complete, and accurate to the best of my knowledge. 

 

Operator Name (print):  Operator Signature:  Date: 

 

Supervisor Review and Certification: 



I certify the above log entries are accurate and complete to the best of my knowledge, and that I have 

reviewed this log for the week ending above. 

 

Supervisor Name (print):  Supervisor Signature:  Date: 

 

Instructions: Record N/A for non-work days. Do not leave any day blank. Make corrections by single line 

strikethrough with initials — do not erase. File with Administration at the end of each month. 

 

 

EXHIBIT B 

— 

Monthly Fuel Reconciliation Worksheet 

 

District: Palomino Valley General Improvement District 

Month / Year: _________________________     Prepared By: _________________________ 

Fuel Type: _________________________     Date Prepared: _________________________ 

 

Week Ending Date Total Gallons 
per Log 

Total Gallons 
per Invoice / 
Receipt 

Variance (+ / -) Explanation if 
Variance > 2 
Gallons 

Week 1: __/__/__     

Week 2: __/__/__     

Week 3: __/__/__     

Week 4: __/__/__     

Week 5 (if applicable): 
__/__/__ 

    

MONTHLY TOTALS ___________ 
gal. 

___________ 
gal. 

___________ 
gal. 

Net variance for 
month 

 

Reconciliation Notes: 



_____________________________________________________________________________________

_ 

Administrator Certification: 

I certify that the above reconciliation is accurate and that all variances exceeding 2 gallons have been 

documented and, where applicable, investigated. 

 

Administrator Name (print):  Administrator Signature:  Date: 

 

File this worksheet with the corresponding weekly fuel logs and vendor invoices. Retain per district 

records retention schedule (minimum 3 years). 

 

 

EXHIBIT C 

— 

Nevada Statutory Reference Chart 

 

The following chart provides a quick reference to all primary statutes governing PVGID's record-keeping 

obligations. 

 

NRS 
Statute 

Chapter Subject Key Requirement PVGID 
Responsible 
Party 

Retention 
Period 

NRS 
239.010 

Public Records Public access 
to records 

All records open to 
inspection during 
normal office hours; 
respond to requests 
promptly 

Administration 
/ Secretary 

Per 
approved 
state 
retention 
schedule 

NRS 
239.051 

Public Records Record 
destruction 
restrictions 

No record destroyed 
without appearing on 
approved destruction 
schedule filed with State 
Library 

Administration 
/ Secretary 

Per 
approved 
state 
retention 
schedule 



NRS 
Statute 

Chapter Subject Key Requirement PVGID 
Responsible 
Party 

Retention 
Period 

NRS 
239.124 

Public Records Local record 
destruction 
procedures 

Exclusive state-
mandated procedures 
must be followed; 
approval required 
before disposal 

Administration Per 
approved 
state 
retention 
schedule 

NRS 
239.125 

Public Records Records 
management 
program 

Local government must 
establish a records 
management program 
per state regulations 

Administration 
/ Board 

Ongoing 
program 

NRS 
241.020 

Open Meeting 
Law 

Meeting 
notice 
requirements 

Notice by 9:00 a.m., 3rd 
working day before 
meeting; complete 
agenda; action items 
denoted; materials 
public simultaneously 

Secretary Minimum 
6 years 
(per state 
schedule) 

NRS 
241.035 

Open Meeting 
Law 

Minutes and 
recordings 

Written minutes and 
audio recordings 
required; minutes 
approved by Board; 
copies free to public 

Secretary Permanent 

NRS 
318.085(3) 

General 
Improvement 
Districts 

Secretary's 
record duties 

Well-bound permanent 
book of all Board 
proceedings, minutes, 
certificates, contracts, 
corporate acts; audio 
recordings; open to all 
property owners 

Secretary Permanent 

NRS 
318.085(4) 

General 
Improvement 
Districts 

Treasurer's 
financial 
records 

Strict and accurate 
accounts of all money 
received and disbursed; 
audits and financial 
statements in 
PERMANENT records 

Treasurer Permanent 

NRS 
318.085(5) 

General 
Improvement 
Districts 

Website 
publication 

Publish or provide for 
publication the records 
required by NRS 
318.085(5) on the 
district or county 
website 

Administration Ongoing; 
current at 
all times 

NRS 
318.090 

General 
Improvement 
Districts 

Principal 
office; open 

Records kept at 
principal office; open to 

Administration 
/ Secretary 

Per 
approved 
state 



NRS 
Statute 

Chapter Subject Key Requirement PVGID 
Responsible 
Party 

Retention 
Period 

records; 
meetings 

public; Board meets at 
least once per year 

retention 
schedule 

NRS 
338.020 

Public Works Prevailing 
wages 

All public works 
contracts must include 
prevailing wage; wages 
must not be less than 
prevailing rate; rates 
posted on-site 

Administration 
/ Board 

Minimum 
3 years 
after 
project 

NRS 
338.070; 
NAC 
338.092–
338.100 

Public Works Contractor 
payroll 
records and 
certified 
payroll 
reports 

For qualifying PVGID 
road maintenance 
public works, contractor 
wage records and 
certified payroll reports 
must be collected, 
reviewed, and retained 
consistent with NRS 
338.070 and NAC 
338.092–338.100 

Administration Minimum 
3 years 
after 
project 
completion 

NRS 
354.596–
354.598 

Local Financial 
Administration 

Budget 
preparation 
and adoption 

Tentative and final 
budgets prepared, 
publicly noticed, and 
formally adopted by 
Board resolution; filed 
with Nevada Dept. of 
Taxation 

Treasurer / 
Board 

Permanent 

NRS 
354.6015 

Local Financial 
Administration 

Annual fiscal 
report 

Filed with Nevada Dept. 
of Taxation; includes 
revenues, expenditures, 
fund balances, cash 
balances, assessed value 
components, debt 
schedules; summary 
published in Washoe 
County newspaper 

Treasurer / 
Administration 

Permanent 

NRS 
354.604 

Local Financial 
Administration 

Fund types 
and 
segregation 

Required fund types 
maintained separately; 
no commingling of funds 

Treasurer Permanent 

 

Note: Retention periods shown are minimum requirements per Nevada state retention schedules. PVGID 

should consult the current approved state retention schedule for complete requirements. "Permanent" 



denotes records that must never be destroyed. All statutes are cited to Nevada Revised Statutes as of 

September 2026. 

 

 

EXHIBIT D 

— 

Fuel Meter Cost-Benefit Analysis Summary 

 

Prepared for Board of Trustees Informational Review — September 2026 — Not an Action Item 

D.1   Current Manual System — Estimated Annual Administrative Costs 

 

Activity Estimated Time per Month Estimated Annual Cost 
/ Burden 

Operator log completion (all vehicles) ~2–4 hours ~24–48 hrs/year staff 
time 

Supervisor weekly log review and 
certification 

~1–2 hours ~12–24 hrs/year staff 
time 

Administration monthly reconciliation 
against invoices 

~2–4 hours ~24–48 hrs/year staff 
time 

Discrepancy investigation and 
correction 

~1–3 hours (variable) ~12–36 hrs/year 
(estimated) 

Audit preparation and record retrieval ~2–6 hours (as needed) ~6–12 hrs/year 
(estimated) 

Total Estimated Annual Administrative 
Burden (Manual) 

Approximately 78 – 168 staff hours per year 

 

D.2   Projected Time Savings with Fuel Meters 

 

Activity Estimated Savings with Meter System 

Monthly reconciliation Reduced by ~60–80% (automated totals vs. manual entry) 

Discrepancy investigation Reduced by ~50–70% (timestamp and quantity precision) 



Activity Estimated Savings with Meter System 

Audit preparation Reduced by ~70% (automated reports vs. manual record retrieval) 

Estimated Annual Time Savings Approximately 40 – 90 staff hours per year 

 

D.3   Audit Risk Reduction (Qualitative Assessment) 

 

Risk Factor Current Manual System With Meter System 

Documentation 
completeness 

Dependent on operator discipline; 
gap risk exists 

Automated; virtually complete 

Accuracy of quantity 
recorded 

Estimated; subject to human error Mechanically measured; highly 
accurate 

Unauthorized fuel use 
deterrence 

Log-based only; after-the-fact 
detection 

Physical meter prevents unmeasured 
dispensing 

Audit presentation Manual records require assembly 
and explanation 

System-generated reports; 
professional presentation 

Overall audit risk profile Moderate to High (with manual-
only system) 

Low (with meter system) 

 

D.4   Break-Even Analysis Note 

Using illustrative figures: if a meter system costs $5,000 to install and saves an estimated 65 staff hours 

per year at an average fully-loaded labor cost of $35/hour, the annual savings would be approximately 

$2,275. Under this scenario, the system would pay for itself in approximately 2.2 years. Actual figures 

will vary based on vendor pricing, staff wage rates, and system chosen. The Board should direct 

Administration to obtain at least three competitive quotes and prepare a formal cost-benefit analysis if 

the Board elects to pursue meter installation. 

D.5   Recommendation for Board Consideration 

 

ⓘ   Board Consideration — Fuel Meter Options 

Administration presents the following options for Board direction: 



1.  Continue with enhanced manual logging: Implement the new weekly log format (Exhibit A) 

and monthly reconciliation (Exhibit B) without capital expenditure. Lower cost; relies on 

operator and supervisor discipline. 

2.  Install basic mechanical meters: Estimated $300–$800 per unit. Improves measurement 

accuracy; low upfront cost; still requires manual logging. 

3.  Install electronic meters with data logging: Estimated $1,200–$2,400 for two units plus 

installation. Significant improvement in audit trail; some integration potential with district 

records. 

4.  Full fleet fuel management system: Estimated $3,000–$11,000 initial. Maximum 

accountability and audit readiness; longest-term cost savings; requires vendor selection 

process. 

This is presented for Board discussion only. No action is required at this meeting. Administration 

recommends that the Board provide guidance on preferred option, and Administration will 

obtain competitive quotes and return to the Board with a formal recommendation. 

 

 

EXHIBIT E 

— 

Operator Quick Reference Card 

 

Print full-size (8.5 x 11") and post at district fuel dispensing area and operator stations. 

[PVGID LOGO] 

 

YOUR RECORD-KEEPING DUTIES 

 



Palomino Valley General Improvement District — All Equipment Operators 

EVERY TIME YOU FUEL UP — DO THESE STEPS: 

 

14. Write today's date on the fuel log. 

15. Write your full name. 

16. Write the vehicle or equipment ID number (unit # or plate). 

17. Record the fuel level or odometer/hour-meter reading BEFORE fueling. 

18. Add the fuel. Record gallons added. 

19. Record the fuel level or odometer/hour-meter reading AFTER fueling. 

20. Write the work location or task you are doing today. 

21. Sign your name on the entry line. 

AT THE END OF EACH WORK WEEK: 

 

22. Make sure every day of the week is filled in — write N/A for days you did not work. 

23. Sign the bottom of the weekly log. 

24. Give the completed log to your supervisor for review and initials. 

IF THERE IS A DISCREPANCY OR MISTAKE: 

 

● NEVER erase or use white-out. Draw one line through the error, write your initials, and write 

the correct information next to it. 

● If fuel amounts don't add up, or if you notice anything unusual, tell your supervisor immediately. 

● A variance of more than 2 gallons requires a written explanation. 

WHY THIS MATTERS: 

 

● Fuel is bought with public funds — every gallon must be accounted for. 

● Incomplete logs can result in audit findings for PVGID. 



● Your log is the official record — it may be reviewed by state auditors. 

QUESTIONS? CONTACT: 

 

PVGID Administration 

Phone: ______________________________________ 

Email: ______________________________________ 
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PVGID OPERATIONS MANAGER’S REPORT 
Report Period: 7/13/2026 to 8/16/2026 

ATTACHMENT: 8/20/2026 Meeting Agenda Item 5.a. 
 
 
ROADS GRADED AND/OR COMPACTED: 
 
 

1. Wild Horse: Crossover to Silver Horse 
2. Silver Horse 
3. Curnow Cyn: Axe Handle to 455 CC 
4. Twin Springs: Wilcox to end 
5. Amy Short: 
6. Wilcox Ranch: Amy to 5100 – 2800 to Mid Rd, repair flash flood areas 
7. Grass Valley W: Flying Eagle to 7100 
8. Grey Van 
9. Rebel Cause 

10. Right Hand Cyn: Block House to 3400RHC 
 
 

OTHER ROAD WORK: 
 
 

1. Bacon Rind S: Fill in a washout with 4 yards Wayside pit material  
2. Ironwood Pit: Screen DG material for Quaking Aspen 
3. “FIRE” Worked with all fire agencies at Ironwood well filling trucks, also 

resident’s water tanks and whatever they brought to put water in.  Went to 
property owners with livestock to fill up all there water trough’s         

 
 
OTHER: 
 
 

1. Office Work 
2. Equipment Hours and Well Readings 
3. Town for Parts 
4. Attend GID Meeting 
5. Road Surveys 
6. Yard Work 

 
 
EQUIPMENT: 
 
 

1. 770 Compact wheels: Attachment bracket bolts keep breaking and the welds are 
failing, had Hobbs weld the brackets on permanently and repair the cracks 

2. 772 Grader: Cut crown out of cutting edges 
3. 00 H20: Wash  
4. 05 Compactor: Hydraulic leak, remote test hose leak, remove & replace with cap, 

Alternator seized also burned belt, R&R.  Died haven’t been able to start.    



PVGID OPERATIONS MANAGER’S REPORT 
Report Period: 8/17/2026 to 9/13/2026 

ATTACHMENT: 9/17/2026 Meeting Agenda Item 5.a. 
 
ROADS GRADED AND/OR COMPACTED: 
 

1. Piute Creek: 1955 to end of service (flash flood damage) 
2. Twin Springs: 5300 to 5155 (flash flood damage) 
3. Right Hand Cyn: Block House to 3400. Graded Aug-13th  and sealed with 2 loads of 

water, had to re-grade after flash flood 
4. Quaking Aspen: O’Hara to Ansari, clean up after flash flooding “again” to prep for 

covering with DG 
5. Sage Flat 
6. Sharrock: Amy to Wild Horse 
7. Peak E-W 
8. Peak N-S: Peak N to 5955 
9. Anniversary: Clean up after flash flood 

 

OTHER ROAD WORK: 
 

1. Piute Creek: Ditches and Escapes (flash flood damage) 
2. Twin Springs Upper: Ditches and Escapes (flash flood damage) 
3. Right Hand Cyn: Ditches and Escapes 
4. Quaking Aspen:  O’Hara to Ansari, Ditches and Escapes 
5. Whiskey Springs: Upper water crossing dip had been covered with debris from flash 

flooding, cleaned up 14 yards off the road 
6. Piute Creek: Upper culvert, flash flooding caused lots of tumbleweeds and debris to 

block the flow and plug the culvert, pulled 8 yards of debris from inlet and cleaned ditch, 
culvert is clear 

7. Twin Springs: Upper culvert, flash flooding caused upstream debris to plug the culvert, 
dug out the inlet and the outlet, took out 10 yards of debris. (I recommend we pull the 
culvert out and put in an Arizona spillway.) 

8. Bacon Rind S: Took a load of Wayside material in the 6.2 dump truck to the right 
shoulder of the split, flash flooding washed away the dam we put in last month 

9. Axe Handle: Mid-hill, flash flood washed away the shoulder repair we did last month; put 
a load of Wayside material in the washout 

 

OTHER: 
 

1. Office Work 
2. Equipment Hours and Well Readings 
3. Town for Parts 
4. Road Surveys 
5. Yard/Shop Work 
6. POOL/PACT trainings 

 

EQUIPMENT: 
 

1. 05 IR Compactor: Had a service tech come out and check if there were any issues with 
the ECM, they found no issues and it still won’t run.  I found a problem with the temp 
sender, R&R, started and it ran for 45 min but then died.  Still had a problem, did a few 
more tests and replaced Cam Sensor on 8/31, has not had any issues since. 

2. 97 Vactor: Plug on a fitting going to the accumulator was missing, pulled fitting and 
replaced it, works as it should 

3. Wayside Generator: Change oil & filter 
4. Ironwood Generator: Change oil & filter 
5. 03 770 Grader: Change oil & filter 



 2026 Monthly Roadwork and Requests Report

P=Paved UP=Unpaved

Road Segment Miles Jan Feb Mar Apr May June July Aug Sept Oct Nov Dec

UP AMY (N) 0.1

UP AMY (WHISKEY SPRINGS-JAMES RANCH) 1.57 PR AM
P AMY (JAMES RANCH-IRONWOOD) 0.88
UP AMY (IRONWOOD-WILCOX RANCH) 0.4 G R
UP AMY (S) WILCOX RANCH - END) 1.4 G G G
UP ANNIVERSARY 0.5 ER G

P AXE HANDLE (PYRAMID - CURNOW CANYON) 3 SR AM AM,ER ER

P
BACON RIND (N: Axe Handle - end of 
surfacing) 0.5 G SR AM

UP BACON RIND (N: End of Surfacing - End) 1.2 SR G,ER

UP BACON RIND (S: Axe Handle to Sky Canyon 1.25 G SR G,ER ER ER

UP
BACON RIND (S: Sky Canyon - End/Sage 
Canyon 0.25 SR ER ER

UP BIG DOG (Prairie - Turn/4700 Big Dog) 0.6 G
UP BOOTSTRAP 0.5
UP BROKEN SPUR (N) 0.2

UP BROKEN SPUR (S: Whiskey - Tumbleweed) 0.38 G R

UP
BROKEN SPUR (S: Tumbleweed - Morgan 
Ranch 1.12 G R

P BROKEN SPUR (S: Morgan Ranch- Shamrock) 0.9 AM R
UP CHANTRY FLATS 1.1
UP CHIEFTAIL (Pasture View-Vista Trail) 0.8
UP CRAZY HORSE (Wilcox- Yellow Tail) 0.73
UP CROSSOVER (N) 0.2

UP CROSSOVER (Wild Horse-Twin Springs) 0.6
UP CURNOW CYN (Axe Handle-Quonset) 0.9 G, D G

UP CURNOW CYN (Quonset-Top of Hill 455 CCRd) 0.9 G, D G

UP CURNOW CYN (Top of Hill-Stop/190 CCRD 0.8 G, D
UP EASY JET (Range Lnd S-End) 0.4

ROADWORK LEGEND: G=GRADING (Incl. Watering, Compacting, Escapes), CE=Class E, D=Ditching, CC=Culvert Cleaning, Culvert Install, W=Watering, AM=Asphalt Maintenance (patching, 
Crack Sealing, Striping, Shouldering, Sweeping, etc.), SR=Snow Removal, MC=Mag-Chloride, SC=Seal Coats, EP=Edge Paving, ER=Emergency Repairs, DR=Debris Removal, DG=DG Added, 
R=Request Received, PR=Pothole Repair



 2026 Monthly Roadwork and Requests Report

P=Paved UP=Unpaved

Road Segment Miles Jan Feb Mar Apr May June July Aug Sept Oct Nov Dec

ROADWORK LEGEND: G=GRADING (Incl. Watering, Compacting, Escapes), CE=Class E, D=Ditching, CC=Culvert Cleaning, Culvert Install, W=Watering, AM=Asphalt Maintenance (patching, 
Crack Sealing, Striping, Shouldering, Sweeping, etc.), SR=Snow Removal, MC=Mag-Chloride, SC=Seal Coats, EP=Edge Paving, ER=Emergency Repairs, DR=Debris Removal, DG=DG Added, 
R=Request Received, PR=Pothole Repair

UP FLAGSTONE 0.2

UP GRASS VALLEY (W) (Pyramid-Flying Eagle Air) 1.6 DR R, DG

UP GRASS VALLEY (W) (Flying Eagle Air-End) 2.25 DR G G
UP GRASS VALLEY (Pyramid-Wayside) 2.6 G R
UP GRASS VALLEY (Wayside-Whiskey) 0.5 R G
UP GRASS VALLEY (S) (Whiskey-Turf Farm) 0.8 G

UP GRASS VALLEY (Sharrock N-Turn Around) 0.8
UP GREY VAN (Range Land S-End) 1.2 G G
UP HAY CANYON 0.3 R G, CE
UP HOCKBERRY 1 G

P IRONWOOD (Pyramid-Ironwood Crossover) 0.7 PR AM
P IRONWOOD (Ironwood Crossover-Pit) 2 PR CC AM
P IRONWOOD (Pit-Amy) 2.2 PR CC
UP IRONWOOD (Crossover/Little) 1 CC G, D
UP JACKRABBIT (S) 0.5 G R
UP LOST SPRING 1 ER, DG
UP MID 0.3
UP MORNING DOVE 0.2
UP PASTURE VIEW (Whiskey-Sharrock) 1.5
UP PASTURE VIEW (Sharrock-South End) 0.5
UP PASTURE VIEW (N) 0.8 G
UP PEAK (E-W) 0.7 G G G
UP PEAK (N-S) 1.7 G, D G G
UP PIOCHE 0.2
UP PIUTE CREEK (Whiskey-Turn) 0.5 G, D
UP PIUTE CREEK (Turn-Stop/2155 PCRd) 1.2 G, D, ER, CC
UP PONY SPRINGS 0.8
UP PRAIRIE (Winnemucca-Big Dog) 0.45 G
UP PRAIRIE (Big Dog-Jackrabbit) 0.55 G



 2026 Monthly Roadwork and Requests Report

P=Paved UP=Unpaved

Road Segment Miles Jan Feb Mar Apr May June July Aug Sept Oct Nov Dec

ROADWORK LEGEND: G=GRADING (Incl. Watering, Compacting, Escapes), CE=Class E, D=Ditching, CC=Culvert Cleaning, Culvert Install, W=Watering, AM=Asphalt Maintenance (patching, 
Crack Sealing, Striping, Shouldering, Sweeping, etc.), SR=Snow Removal, MC=Mag-Chloride, SC=Seal Coats, EP=Edge Paving, ER=Emergency Repairs, DR=Debris Removal, DG=DG Added, 
R=Request Received, PR=Pothole Repair

UP QUAKING ASPEN (Wilcox-O'Hara) 2
UP QUAKING ASPEN (O'Hara-Microwave) 1.4 R, ER G,D
UP QUAKING ASPEN (Microwave-Rossow) 1
UP QUAKING ASPEN (Rossow-Mtn Aspen) 0.9
UP RANGE LAND (Pyramid-Cattle Guard) 0.03 G
UP RANGE LAND (Cattle Guard-Easy Jet) 0.37 G
UP RANGE LAND (Easy Jet-Grey Van) 0.5 G
UP RANGE LAND (Grey Van-Rebel Cause) 0.5 G R
UP RANGE LAND (Rebel Cause-Peak) 0.5
UP RANGE LAND (Peak-Winnemucca) 1
UP REBEL CAUSE 1.2 G G

P RIGHT HAND C (Whiskey-End of Asphalt) 1.4 D

UP RIGHT HAND C (End of Asphalt-Raptor) 1.8 R,G G G R,D,G
UP RIGHT HAND C (Raptor-Ed's 3300 RHC) 0.8 R, G G G R,D,G
UP RIGHT HAND C (Ed's 3300 RHC-End) 1 G G G R,G,D

UP ROADRUNNER (Winnemucca-Kitty Green) 0.85 G G
UP SAGE FLAT 1.3 R G G
UP SHARROCK (Grass Valley-Broken Spur) 0.5 G
UP SHARROCK (Broken Spur-Amy) 0.5 AM
UP SHARROCK (Amy-Wild Horse) 1.1 G
UP SILVER HORSE 0.5 G
UP SPACE TEST 0.5
UP TARTAN 0.5
UP TWIN SPRINGS (Wilcox-Crossover) 0.3 D G
UP TWIN SPRINGS (Crossover-Cul-de-sac) 1.6 G, D G G
UP TWIN SPRINGS (Cul-de-sac-End) 0.3 D G D,G, CC, ER
UP TWO FORTY 0.4
UP WAYSIDE (Grass Valley-Yard) 0.4
UP WAYSIDE (Yard-End) 0.25
P WHISKEY SPRINGS (Pyramid-RHC) 5 R, PR AM
P WHISKEY SPRINGS (RHC-End)) 2 AM AM ER



 2026 Monthly Roadwork and Requests Report

P=Paved UP=Unpaved

Road Segment Miles Jan Feb Mar Apr May June July Aug Sept Oct Nov Dec

ROADWORK LEGEND: G=GRADING (Incl. Watering, Compacting, Escapes), CE=Class E, D=Ditching, CC=Culvert Cleaning, Culvert Install, W=Watering, AM=Asphalt Maintenance (patching, 
Crack Sealing, Striping, Shouldering, Sweeping, etc.), SR=Snow Removal, MC=Mag-Chloride, SC=Seal Coats, EP=Edge Paving, ER=Emergency Repairs, DR=Debris Removal, DG=DG Added, 
R=Request Received, PR=Pothole Repair

UP WILCOX RANCH (Amy-Morning Dove) 0.6 G R G

UP WILCOX RANCH (Morning Dove-Crazy Horse) 0.65 G R G

UP WILCOX RANCH (Crazy Horse-Twin Springs) 0.4 G R G

UP WILCOX RANCH (Twin Springs-Quaking Aspen) 0.75 G ER R G

UP WILCOX RANCH (Quaking Aspen-Goodher) 1.6 G G
UP WILCOX RANCH (Goodher-Mid) 1 G
UP WILD HORSE (Whiskey-Sharrock) 1.2
UP WILD HORSE (Sharrock-Crossover) 1.7
UP WILD HORSE (Crossover-Silver Horse) 0.5 G
UP WILD HORSE (N) 0.8 R G
UP WRANGLER 0.8
UP YELLOW TAIL 1.3 R
UP YELLOW TAIL 0.25 R
UP YELLOW TAIL 0.55 R R

PAVED=19.08 UNPAVED=73.22 91.83
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SUMMARY OF REDLINE CHANGES 
2026 Revision — Presented to Board of Directors, September 2026 

The following table summarizes the ten policy and conforming changes identified for separate 

Board action in this 2026 revision of the PVGID Employee Handbook. Additional clarifying edits to 

Sections 1, 7, and 8 support internal consistency but are not listed as separate action items. 

Changed text is shown throughout this document with red strikethrough for deleted text and blue 

underline for added or new text. Unchanged text appears in normal black. 

 

Change 
# 

Section Policy Area Nature of Change Authority 

1 2.2 ADA 
Applicability 

Clarified that PVGID currently operates below the 
federal ADA Title I employee threshold while 
voluntarily maintaining a fair, respectful, and 
practical disability-inclusion and accommodation 
process as a matter of sound public service; 
preserves compliance with applicable law without 
creating rights beyond legal requirements 

Board 
Direction 

2 2.3 Hiring 
Requirements 

Enhanced pre-employment screening 
requirements to include motor vehicle record 
(MVR) check, drug screening, and license 
verification; Operations Manager credential-check 
duty added prior to final offer 

Board 
Direction 

3 3.2 Health Benefits / 
Continuation 
Coverage 

Removed references to federal COBRA and 
Nevada Mini-COBRA because PVGID does not 
provide continuation coverage unless required by 
applicable law or the governing plan documents; 
employees are directed to the governing plan 
documents and plan administrator for available 
coverage options upon separation. 

Board 
Direction / 
Legal 
Correction 

4 3.3 PTO Accrual 
Table 

Corrected the PTO schedule to reflect current 
District practice: employees with 0–3 years of 
service receive 80 hours annually with a 40-hour 
carryover maximum; employees with 4 or more 
years of service receive 120 hours annually with 
an 80-hour carryover maximum 

Correction 
of Clerical 
Error 

5 3.4 Holiday Schedule Revised the District holiday schedule to provide 
10 paid holidays based on Nevada legal holidays, 
excluding Juneteenth Day and Family Day; uses 
Washington's Birthday rather than the federal 
“Presidents' Day” label 

Board 
Direction 

6 4.2 Military Leave Expanded the military-leave policy under USERRA 
and applicable Nevada law; provides paid leave 
for ordered Nevada National Guard or Reserve 

Board 
Direction / 
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Change 
# 

Section Policy Area Nature of Change Authority 

duty to the extent required by NRS 281.155, 
including applicable eligibility conditions and 
maximum duration; adds reemployment, anti-
discrimination, and reporting provisions. 

Legal 
Compliance 

7 4.3 Administrative 
Leave 

Authority clarified: Operations Manager may 
grant paid administrative leave for up to 5 
consecutive business days; Board concurrence at 
a duly noticed regular or special meeting is 
required before any extension; the Board 
President may direct staff to schedule a special 
meeting but may not individually take action 
reserved to the Board; Operations Manager 
written notice to the Board within 48 hours and 
personnel-notice, agenda, minutes, and employee-
notification procedures added 

Board 
Direction 

8 5.5 Mobile Device 
Use — Regular 
Vehicles and 
Heavy 
Equipment 

NEW SECTION: Permits hands-free mobile-device 
use in regular District vehicles and brief, duty-
related use of District-issued two-way radios 
while operating heavy equipment when necessary 
and safe; retains the prohibition on all other 
handheld and hands-free mobile-device use while 
operating heavy equipment unless fully stopped; 
includes definitions, stopping procedures, 
enforcement, supervisor responsibilities, and 
employee acknowledgment requirements 

Board 
Direction / 
Safety 
Policy 

9 7 Discipline & 
Termination 

Cross-reference note added in Section 7 directing 
employees and supervisors to Section 5.5 for 
prompt correction and progressive discipline of 
mobile-device safety violations, with possible 
termination if correction is unsuccessful, the 
conduct is repeated, or a serious safety 
consequence results. 

Conforming 
/ Editorial 

10 9 Acknowledgment 
of Receipt 

Added a separate acknowledgment line for the 
Mobile Device Use Policy for Regular District 
Vehicles and Heavy Equipment (Section 5.5). 

Board 
Direction / 
Conforming 

 

 

REDLINE KEY: 

Red strikethrough text = DELETED language (removed from prior edition) 

Blue underlined text = ADDED or NEW language (proposed in 2026 revision) 
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[BOARD REVISION – Label] = Change label identifying the nature and authority of 

the revision 

Text in normal black = No change from prior edition. 
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BOARD ANALYSIS: PROS, CONS, AND 

RECOMMENDATIONS FOR EACH PROPOSED CHANGE 
2026 Revision — Presented to Board of Directors, September 2026 

This section is prepared for Board and public review in connection with the September 17, 2026 

public meeting of the Board of Directors of the Palomino Valley General Improvement District. Its 

purpose is to provide a structured analysis of each proposed change in the 2026 redline revision of 

the PVGID Employee Handbook — including the legal rationale, operational pros and cons, and a 

recommendation for Board action. The Board should review each change independently and may, 

by motion at the duly noticed public meeting, adopt, modify, or reject any individual change. 

Adoption of any subset of changes is permissible; however, the Board is advised to consider the 

interdependencies noted within each analysis below, particularly between Changes 8, 9, and 10, 

which are designed as an integrated safety policy package. The at-will employment language in 

Sections 1.4 and 2.4 has been retained as instructed by Board President and Trustee Greg Dennis. 

AT-WILL EMPLOYMENT ANALYSIS 

 

Legal Context — At-Will Employment: 
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PVGID is a Nevada public employer organized under NRS Chapter 318. PVGID 

does not have a civil service system or collective bargaining agreement. The District 

maintains an at-will employment relationship unless a separate written employment 

agreement approved by the Board provides otherwise. Employees may be 

terminated at any time for any lawful reason. Due-process protections may apply 

only when applicable law, a separate written employment agreement, or another 

binding source creates a constitutionally protected property interest in continued 

employment. The Handbook language in Sections 1.4 and 2.4 expressly preserves 

at-will status. 

Board Recommendation: 

Retain the at-will employment provisions in Sections 1.4 and 2.4. The progressive-

discipline language in Section 7.1 should remain expressly discretionary, and the 

Operations Manager should retain authority to skip progressive steps or proceed 

directly to termination when warranted by lawful operational, performance, or 

misconduct considerations. 

 

 

CHANGE 1 — Section 2.2: Voluntary Disability-Inclusion and Accommodation 

Commitment 

 

 

PROS CONS 

 Accurately distinguishes PVGID's current 
workforce size from the federal ADA Title I 
threshold Demonstrates that the District values 
dignity, inclusion, fairness, and the abilities of 
individuals with disabilities Establishes a practical, 
good-faith process for considering workplace 

 Even a voluntary accommodation process 
requires consistent review, 
communication, and documentation Some 
requested adjustments may involve cost, 
scheduling changes, equipment, or 
operational impacts The District must 
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PROS CONS 

adjustments without overstating legal obligations 
Supports employee recruitment, retention, morale, 
and public confidence Preserves flexibility to 
consider essential job functions, safety, cost, 
available resources, and operational needs 
Confirms that PVGID will comply fully whenever 
applicable law requires it  

apply the policy consistently and avoid 
promises that exceed available authority 
or resources Workforce growth or changes 
in applicable law may later trigger 
mandatory requirements, requiring the 
policy to be reviewed and updated  

 

 

BOARD RECOMMENDATION — CHANGE 1: ADOPT. 

Adopt the revised language. It accurately recognizes that PVGID currently operates 

below the federal ADA Title I employee threshold while affirming the District's 

commitment to dignity, fairness, inclusion, and responsible public service. The policy 

gives the District a practical framework for considering reasonable workplace 

adjustments without creating contractual rights or obligations beyond applicable law. 

The Board should direct the Operations Manager to review requests individually, 

document the District's response, and seek legal guidance when workforce size, 

safety concerns, or other circumstances make statutory coverage or the appropriate 

response uncertain. 

 

 

CHANGE 2 — Section 2.3: Hiring Requirements Enhanced 

 

 

PROS CONS 

 MVR check requirement directly addresses the 
District’s core operational liability — 
equipment operators with poor driving 
records present significant safety and 
insurance risk Drug screening requirement 

May reduce the applicant pool, particularly in a 
tight rural labor market like Palomino Valley 
— some qualified candidates may decline to 
submit to pre-employment screening. Pre-
employment drug screening creates a direct 
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PROS CONS 

creates a documented pre-employment safety 
gate and supports the Drug-Free Workplace 
policy Operations Manager credential-
verification duty closes a previously 
unaddressed gap — no policy previously 
required the Operations Manager to 
affirmatively verify licenses before final offer 
Reduces potential workers’ compensation and 
liability insurance exposure; carriers 
frequently require pre-employment screening 
Aligns with standard public works employer 
practices in Nevada  

budget impact that should be based on current 
pricing from the District's selected vendor. 
MVR checks require applicant consent and 
must be conducted through an FCRA-
compliant consumer reporting agency, adding 
administrative steps. The Operations Manager 
credential-check duty creates a procedural 
step that, if not followed, could expose the 
District to negligent-hiring liability. Criminal-
background-check guidance requiring 
individualized assessment adds complexity to 
disqualification decisions. 

 

 

BOARD RECOMMENDATION — CHANGE 2: ADOPT. 

The enhanced hiring requirements are important for a public works district operating 

heavy equipment on public roads. The Board should direct the Operations Manager 

to identify a compliant screening vendor, establish a written pre-employment 

checklist, and include screening costs in the hiring budget based on current vendor 

pricing. 

 

 

CHANGE 3 — Section 3.2: COBRA and Mini-COBRA References Removed 

 

 

PROS CONS 

Removes continuation-coverage language 
that is not currently applicable to PVGID 
while preserving any obligation imposed by 
applicable law or the governing plan 
documents. Avoids creating an expectation 
that the District offers continuation rights 
that do not presently apply. Directs 

 Employees may need to contact the plan 
administrator directly to determine whether any 
conversion, portability, or other post-employment 
coverage options are available Removing 
statutory references provides less detail in the 
Handbook, making the separate benefit summary 
and plan documents more important for 
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PROS CONS 

employees to the controlling plan 
documents and plan administrator for 
accurate information about any coverage 
options available after separation. Reduces 
the risk of inconsistent or misleading 
benefits communications. 

employee guidance The District should ensure 
separation communications consistently direct 
employees to the appropriate plan contact  

 

 

BOARD RECOMMENDATION — CHANGE 3: ADOPT. 

Remove references to federal COBRA and Nevada Mini-COBRA while preserving 

any continuation-coverage obligation required by applicable law or the governing 

plan documents. The Assistant to the Board should ensure that the District's benefit 

summary and separation materials direct employees to the plan administrator for 

information regarding any conversion, portability, continuation, or other coverage 

options that may be available. 

 

 

CHANGE 4 — Section 3.3: PTO Accrual Table Corrected 

 

 

PROS CONS 

 Aligns the written handbook with the District's 
current PTO practices Establishes two clear and 
easily administered service tiers Gives employees 
a meaningful increase in PTO after four years of 
service Clarifies the applicable annual accrual and 
carryover limits Reduces confusion caused by the 
prior multi-tier schedule  

 Employees with fewer than four years of 
service remain at the 80-hour annual 
accrual level The increase from 80 to 120 
annual hours at four years creates a larger 
single-step change than a multi-tier 
schedule The District should confirm 
payroll and leave-tracking systems use the 
four-year service threshold consistently  
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BOARD RECOMMENDATION — CHANGE 4: ADOPT. 

Adopt the revised PTO schedule because it accurately reflects current District 

practice. The Board should direct the Operations Manager to confirm that payroll 

and leave records apply the following tiers consistently: 0–3 years of service — 80 

annual hours with a 40-hour carryover maximum; 4 or more years of service — 120 

annual hours with an 80-hour carryover maximum. 

 

 

CHANGE 5 — Section 3.4: Holiday Schedule Revised to 10 Nevada-Based 

Holidays 

 

 

PROS CONS 

 Establishes a clear 10-day paid holiday 
schedule based on Nevada legal holidays Uses 
the Nevada holiday name “Washington's 
Birthday” rather than the federal-style 
“Presidents' Day” label Excludes Juneteenth Day 
and Family Day in accordance with current 
District practice Retains the remaining Nevada 
holidays most closely aligned with District 
operations Provides a predictable annual 
schedule for employees and supervisors  

 The District's 10-day schedule does not 
include every legal holiday listed by Nevada 
law Employees should receive an annual 
holiday calendar identifying observed dates 
The Operations Manager must update the 
calendar when fixed-date holidays are 
observed on adjacent weekdays Any future 
change in District practice will require a 
corresponding handbook update  

 

 

BOARD RECOMMENDATION — CHANGE 5: ADOPT. 

Adopt the revised 10-day holiday schedule. The schedule follows Nevada holiday 

terminology while excluding Juneteenth Day and Family Day in accordance with 
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PVGID practice. The Operations Manager should publish the specific observed 

dates annually. 

 

 

CHANGE 6 — Section 4.2: Military Leave Policy Enhanced 

 

 

PROS CONS 

USERRA compliance is mandatory. Applicable 
Nevada law may also require paid military leave 
for eligible Nevada National Guard or Reserve 
service, subject to the conditions and maximum 
duration established by statute. Explicit anti-
discrimination provisions reduce the risk of 
USERRA claims involving back pay, lost benefits, 
and attorney fees. Reemployment provisions 
help the District administer reinstatement, 
seniority, pay, and benefit obligations 
consistently. Advance notice provisions protect 
both the employee and the District. 

Paid military leave may create a budget and 
staffing impact when an eligible employee 
performs ordered duty, because the District 
may need to pay the employee while covering 
the position. USERRA reemployment rights 
create administrative complexity and may 
require consultation with legal counsel. In a 
small workforce, an extended military 
absence can significantly affect road-
maintenance capacity. Seniority and benefit-
continuity obligations may also require 
additional administrative support. 

 

 

BOARD RECOMMENDATION — CHANGE 6: ADOPT. 

USERRA compliance is mandatory. The Board should direct the Operations 

Manager to: (1) administer paid military leave in accordance with the eligibility 

conditions and maximum duration established by applicable Nevada law; (2) consult 

District legal counsel regarding reemployment obligations; and (3) develop a 

contingency staffing plan for extended military absences. 
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CHANGE 7 — Section 4.3: Administrative Leave Authority Clarified 

 

 

PROS CONS 

 Board concurrence requirement for leaves 
exceeding 5 business days preserves Board 
oversight of significant personnel actions — this is 
appropriate for a small public agency where the 
Board has fiduciary responsibility 48-hour written 
notice requirement to the Board ensures 
transparency and prevents the Operations 
Manager from using administrative leave as an 
informal punitive tool without Board awareness 
Prohibition on using administrative leave 
punitively without due process protects the 
District from due process claims under the 14th 
Amendment (for any employee with a protected 
property interest in employment) Clear distinction 
between paid and unpaid administrative leave, 
with Board approval required for unpaid leave, is 
legally sound Formalizes a process that was 
previously undefined, reducing the risk of 
inconsistent application  

 Requiring Board concurrence for leaves 
exceeding five business days may require a 
special meeting and additional notice, 
agenda, and recordkeeping work The 
Operations Manager must identify the 
need for an extension early enough to 
allow lawful notice before the sixth 
business day Personnel matters may 
require additional written notice to the 
affected employee The 48-hour written 
notice requirement creates a 
documentation obligation that must be 
consistently honored The Board President 
may initiate the special-meeting process 
but cannot individually substitute for 
action by the Board  

 

 

BOARD RECOMMENDATION — CHANGE 7: ADOPT WITH MODIFICATION. 

Adopt the revised special-meeting procedure. When administrative leave may need 

to continue beyond five consecutive business days and no regular meeting will occur 

in time, the Board President should direct staff to schedule a duly noticed special 

meeting. The President may initiate scheduling and coordinate lawful notice, but 

may not individually grant Board concurrence or take action reserved to the Board. 

Board action should occur at the noticed meeting, with any additional personnel 

notice, open-session vote, minutes, and written employee notice required by 

applicable law. 
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CHANGE 8 — Section 5.5: Mobile Device Use in Regular District Vehicles 

and Heavy Equipment 

 

 

PROS CONS 

 Addresses distracted-operation risk while recognizing 
that employees may need two-way radios to coordinate 
work Allows brief, duty-related radio communications 
in regular vehicles and heavy equipment only when 
necessary and safe Requires the operator to maintain 
full control and attention to traffic, terrain, equipment 
movement, workers, and surrounding conditions 
Prohibits personal communications, screen interaction, 
texting, browsing, and other mobile-device use while 
heavy equipment is moving Retains the full stopping 
procedure whenever conditions make radio use unsafe 
or another device interaction is needed Annual 
acknowledgment and supervisor reporting 
requirements support consistent enforcement  

 Employees and supervisors must 
distinguish brief operational radio 
communications from prohibited 
personal or extended conversations 
Operators must use judgment and 
delay communications whenever 
traffic, terrain, visibility, nearby 
workers, or equipment movement 
makes radio use unsafe Supervisors 
must consistently document misuse 
and reinforce that the radio exception 
is limited to communications 
necessary to perform assigned duties 
Training should include examples of 
when an employee must stop before 
communicating  

 

 

BOARD RECOMMENDATION — CHANGE 8: ADOPT. 

Adopt the revised policy. The Board should direct the Operations Manager to: (1) 

identify and train employees on which District units are regular vehicles and which 

are heavy equipment; (2) explain that hands-free telephone use is permitted only in 

regular vehicles; (3) permit brief use of District-issued two-way radios in regular 

vehicles and heavy equipment only when directly necessary to perform assigned 

duties and safe under current operating conditions; (4) require employees to delay 
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the communication or fully stop whenever conditions make radio use unsafe; and (5) 

continue the annual acknowledgment requirement. 

 

 

CHANGE 9 — Section 7: Discipline Cross-Reference Note (Conforming Edit) 

 

 

PROS CONS 

 Ensures that employees and supervisors reading Section 7 are 
directed to Section 5.5 for the corrective and progressive-discipline 
process applicable to mobile-device safety violations Promotes 
immediate correction and retraining before termination while 
preserving the Operations Manager's authority to impose stronger 
discipline when correction fails, conduct is repeated, or a serious 
safety consequence occurs Reduces the risk of inconsistent 
enforcement by linking the safety policy directly to the discipline 
framework Administrative cost: minimal  

 Supervisors must 
consistently document 
the initial violation, 
corrective instruction, 
employee response, and 
any later recurrence The 
correction-first approach 
may require additional 
monitoring and follow-up 
before a final disciplinary 
decision is made Serious 
incidents still require 
careful judgment to 
determine whether 
progressive steps or 
termination are 
appropriate  

 

 

BOARD RECOMMENDATION — CHANGE 9: ADOPT. 

Adopt the conforming edit. It supports a correction-first and progressive-discipline 

approach while preserving possible termination when an employee fails to correct 

unsafe conduct, repeats the violation, or causes a serious safety consequence. 
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CHANGE 10 — Section 9: Acknowledgment of Receipt — Mobile Device 

Policy Line Added 

 

 

PROS CONS 

 Creates a separate, specific acknowledgment that the 
employee has read and understood the mobile device 
policy — this is important evidentiary protection if 
the District ever faces a claim that an employee was 
not aware of the policy Annual renewal requirement 
means the District has a current acknowledgment on 
file at all times New employee pre-operation signing 
requirement ensures no employee operates District 
equipment without having acknowledged the policy  

 Adds a small administrative tracking 
burden — HR must monitor whether 
new acknowledgments are signed each 
year and filed Employees who refuse to 
sign the acknowledgment create a 
disciplinary question — the policy 
should make clear that refusal to sign is 
itself a policy violation (this is implied 
but could be made more explicit)  

 

 

BOARD RECOMMENDATION — CHANGE 10: ADOPT. 

The acknowledgment line provides a clear record that employees received and 

reviewed the Section 5.5 policy and supports consistent training, administration, and 

enforcement. 

 

BOARD ACTION RECORD — INDIVIDUAL PROPOSED CHANGES 

Use this record to document the Board's separate action on each proposed change at the duly 

noticed public meeting. Mark one disposition for each item and record any modification, motion, 

and vote details in the space provided. 

Change / Section Board Disposition Record of Action 

1 — § 2.2 
ADA Applicability 

□ Approve  □ 
Approve as 
Modified 
□ Reject  □ 
Continue 

Modification: 
______________________________ 
Motion by: __________ Second by: 
__________ 
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Change / Section Board Disposition Record of Action 

Vote: Ayes ___ Noes ___ Abstain ___ 
Absent ___ 

2 — § 2.3 
Hiring Requirements 

□ Approve  □ 
Approve as 
Modified 
□ Reject  □ 
Continue 

Modification: 
______________________________ 
Motion by: __________ Second by: 
__________ 
Vote: Ayes ___ Noes ___ Abstain ___ 
Absent ___ 

3 — § 3.2 
Health Benefits / 
Continuation 
Coverage 

□ Approve  □ 
Approve as 
Modified 
□ Reject  □ 
Continue 

Modification: 
______________________________ 
Motion by: __________ Second by: 
__________ 
Vote: Ayes ___ Noes ___ Abstain ___ 
Absent ___ 

4 — § 3.3 
PTO Accrual Schedule 

□ Approve  □ 
Approve as 
Modified 
□ Reject  □ 
Continue 

Modification: 
______________________________ 
Motion by: __________ Second by: 
__________ 
Vote: Ayes ___ Noes ___ Abstain ___ 
Absent ___ 

5 — § 3.4 
Holiday Schedule 

□ Approve  □ 
Approve as 
Modified 
□ Reject  □ 
Continue 

Modification: 
______________________________ 
Motion by: __________ Second by: 
__________ 
Vote: Ayes ___ Noes ___ Abstain ___ 
Absent ___ 

6 — § 4.2 
Military Leave 

□ Approve  □ 
Approve as 
Modified 
□ Reject  □ 
Continue 

Modification: 
______________________________ 
Motion by: __________ Second by: 
__________ 
Vote: Ayes ___ Noes ___ Abstain ___ 
Absent ___ 

7 — § 4.3 
Administrative Leave 

□ Approve  □ 
Approve as 
Modified 
□ Reject  □ 
Continue 

Modification: 
______________________________ 
Motion by: __________ Second by: 
__________ 
Vote: Ayes ___ Noes ___ Abstain ___ 
Absent ___ 

8 — § 5.5 
Mobile Device Use 

□ Approve  □ 
Approve as 
Modified 
□ Reject  □ 
Continue 

Modification: 
______________________________ 
Motion by: __________ Second by: 
__________ 
Vote: Ayes ___ Noes ___ Abstain ___ 
Absent ___ 
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Change / Section Board Disposition Record of Action 

9 — § 7 
Discipline Cross-
Reference 

□ Approve  □ 
Approve as 
Modified 
□ Reject  □ 
Continue 

Modification: 
______________________________ 
Motion by: __________ Second by: 
__________ 
Vote: Ayes ___ Noes ___ Abstain ___ 
Absent ___ 

10 — § 9 
Employee 
Acknowledgment 

□ Approve  □ 
Approve as 
Modified 
□ Reject  □ 
Continue 

Modification: 
______________________________ 
Motion by: __________ Second by: 
__________ 
Vote: Ayes ___ Noes ___ Abstain ___ 
Absent ___ 

 

 

Suggested Board Motion 

MOTION: The Board of Directors of the Palomino Valley General Improvement 

District moves to approve the individual changes recorded in the Board Action 

Record and to adopt the PVGID Employee Handbook, 2026 Edition, incorporating 

those approved changes and any modifications stated on the record. The Assistant 

to the Board is authorized and directed to distribute the adopted Handbook to all 

District employees, obtain signed acknowledgments, and retain the executed 

acknowledgments within 30 days after adoption. This motion is effective upon 

passage by a majority vote of the Board at a duly noticed public meeting. 
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SECTION 1 — INTRODUCTION AND DISTRICT OVERVIEW 
[BOARD REVISION – Section 1.3 Amendment Notice Clarified] 

1.1 District Description and History 

The Palomino Valley General Improvement District (hereinafter "the District" or "PVGID") is a 

Nevada general improvement district organized and operating pursuant to Nevada Revised Statutes 

(NRS) Chapter 318. The District is located in Palomino Valley, Washoe County, Nevada, in the high 

desert region approximately 30 miles north of Reno. The District serves residents of the Palomino 

Valley area and provides essential public services including road maintenance, dust control, public 

works operations, and administrative services for the benefit of property owners and residents 

within the District's boundaries. 

The District is governed by a Board of Directors elected by qualified electors within the District in 

accordance with NRS Chapter 318. The Board sets District policy, adopts the annual budget, and 

oversees operations through the Operations Manager. The Operations Manager is responsible for 

day-to-day administration and supervision of all District employees. 
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PVGID is a public employer subject to applicable provisions of Nevada law, including but not limited 

to NRS Chapters 281 (Public Officers and Employees — General Provisions), 284 (Personnel in the 

Executive Department, to the extent applicable), and 288 (Government Employee-Management 

Relations Act, to the extent applicable). This Handbook is adopted pursuant to the authority of the 

Board of Directors and is intended to govern the employment relationship between the District and 

its employees. 

1.2 Mission Statement 

The mission of the Palomino Valley General Improvement District is to provide safe, efficient, and 

reliable public works and administrative services to the residents and property owners of Palomino 

Valley, Nevada. The District is committed to responsible stewardship of public resources, 

professional and courteous service to the community, and maintenance of a safe and productive 

workplace for all District employees. 

1.3 Purpose and Scope of This Handbook 

This Employee Handbook sets forth the policies, procedures, and expectations that govern the 

employment relationship between PVGID and its employees. It applies to all regular full-time and 

regular part-time employees of the District, including public works staff, road maintenance 

personnel, equipment operators, and administrative staff. Contract workers, temporary employees, 

and independent contractors are not covered by this Handbook unless expressly stated. 

This Handbook does not constitute a contract of employment and is not intended to create any 

contractual rights or obligations. The District reserves the right to amend, modify, or rescind any 

policy contained herein at any time, subject to applicable law and Board approval. Employees will 

be notified of material changes to this Handbook as promptly as practicable. 

Questions regarding the interpretation or application of any policy in this Handbook should be 

directed to the Operations Manager or, where applicable, to the Board of Directors. 

1.4 At-Will Employment Notice 

Unless otherwise expressly provided in a separate written employment contract approved by the 

Board of Directors, all employment with PVGID is at-will. This means that either the District or the 

employee may terminate the employment relationship at any time, for any reason or no reason, 
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with or without advance notice, subject to applicable law. Nothing in this Handbook, in any oral 

statement by District management, or in any past practice of the District shall be construed to alter 

the at-will nature of employment. The at-will employment relationship may only be modified by a 

written agreement signed by both the employee and an authorized representative of the Board of 

Directors. 

1.5 Equal Opportunity Statement 

The Palomino Valley General Improvement District is an equal opportunity employer. The District 

does not discriminate in any aspect of employment — including recruitment, hiring, assignment, 

training, promotion, compensation, benefits, discipline, or termination — on the basis of race, color, 

religion, sex, national origin, age, disability, genetic information, sexual orientation, gender identity 

or expression, veteran or military status, or any other characteristic protected by applicable federal, 

state, or local law, including the Nevada Fair Employment Practices Act (NRS Chapter 613). 

All employees are entitled to a work environment free from unlawful discrimination and 

harassment. Complaints of discrimination should be reported promptly to the Operations Manager 

or, if the complaint involves the Operations Manager, directly to the Board of Directors. Retaliation 

against any employee who in good faith reports a discrimination concern or participates in an 

investigation is strictly prohibited. 
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SECTION 2 — EMPLOYMENT POLICIES 

2.1 Equal Employment Opportunity 

[No changes in this section.] 

PVGID is committed to equal employment opportunity in all aspects of its employment practices. 

The District will recruit, hire, train, promote, and compensate employees on the basis of 

qualifications, ability, and performance, without regard to race, color, religion, sex, national origin, 

age (40 or over), disability, genetic information, sexual orientation, gender identity or expression, 



 

21 | P a g e  
 

military or veteran status, or any other protected characteristic under applicable federal or Nevada 

law. 

The District's commitment to equal opportunity applies to all terms and conditions of employment. 

Any employee who believes they have been subjected to discrimination should report the matter to 

the Operations Manager or to the Board of Directors in accordance with Section 8 (Grievance 

Procedure) of this Handbook. All complaints will be investigated promptly and confidentially to the 

extent practicable. Employees who report discrimination in good faith are protected from 

retaliation. 

 

2.2 Americans with Disabilities Act (ADA) 

[BOARD REVISION – Voluntary Disability-Inclusion and Accommodation Commitment] 

The ADA applies to employers with 15 or more employees. PVGID will comply with ADA 

requirements as applicable. 

PVGID currently operates below the employee threshold for coverage under the employment 

provisions of Title I of the Americans with Disabilities Act. Accordingly, PVGID is not presently 

required to comply with ADA Title I solely by reason of its current workforce size. Nevertheless, the 

District values the dignity, capabilities, and contributions of individuals with disabilities and is 

committed to maintaining a fair, respectful, and inclusive workplace. As a matter of sound public 

service and responsible employment practice, PVGID will consider reasonable workplace 

accommodations for qualified applicants and employees with disabilities when appropriate, 

practicable, and consistent with the essential functions of the position, workplace safety, available 

resources, and the operational needs of the District. Nothing in this voluntary policy is intended to 

expand statutory coverage, waive any legal defense, or create contractual rights beyond those 

required by applicable law. 

An applicant or employee who seeks a workplace adjustment related to a disability should contact 

the Operations Manager and describe the requested adjustment and how it would assist in 

performing the essential functions of the position. The District will review each request promptly, 

individually, and in good faith; may request reasonable supporting information when needed; and 

will communicate with the individual to identify an effective and practical response. PVGID may 
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provide an accommodation, an alternative accommodation, or another appropriate workplace 

adjustment when the District determines that doing so is reasonable and does not create undue 

cost, operational disruption, or a direct safety concern. The District will also comply with all 

disability-related employment requirements whenever applicable law requires it. 

 

2.3 Hiring Requirements 

[BOARD REVISION – Hiring Requirements Enhanced] 

All new hires are subject to a standard background check. Employment offers are contingent upon 

satisfactory results. 

All new hires are subject to a criminal background check, driving record check (MVR), and pre-

employment drug screening as conditions of employment. For positions requiring operation of 

District vehicles or heavy equipment, a valid Nevada driver's license with an appropriate class 

endorsement is required prior to the first day of work. Employment offers are contingent upon 

satisfactory completion of all pre-employment screening requirements. The Operations Manager 

shall verify all required credentials before extending a final offer of employment. 

Background check results will be reviewed in accordance with applicable Nevada and federal law, 

including the Equal Employment Opportunity Commission's guidance on the use of criminal 

records in employment decisions. A criminal conviction will not automatically disqualify an 

applicant; the District will consider the nature of the offense, the time elapsed, and the nature of the 

position sought. The Operations Manager shall document the basis for any employment decision 

influenced by background check results. 

All pre-employment drug screening shall be conducted by a District-approved laboratory. 

Applicants who test positive or who refuse to submit to drug testing will be disqualified from 

employment. The District's drug and alcohol free workplace policy (Section 5.3) applies to all 

employees from the first day of employment. 

 

2.4 At-Will Employment 

[No changes in this section.] 
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As stated in Section 1.4 of this Handbook, all employment with PVGID is at-will unless expressly 

modified in writing by a separate employment agreement approved by the Board of Directors. No 

supervisor, manager, or other employee has authority to make representations regarding job 

security or to alter the at-will nature of employment, unless authorized to do so in writing by the 

Board. The at-will status of any employee shall not be altered by longevity of service, performance 

reviews, salary increases, or other employment actions. 
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SECTION 3 — COMPENSATION AND BENEFITS 

3.1 Pay Periods and Timekeeping 

[No changes in this section.] 

PVGID operates on a biweekly pay period schedule. Employees are paid every other Friday for the 

two-week pay period ending the preceding Saturday. The District uses an electronic timekeeping 

system. All non-exempt employees are required to accurately record their hours worked each day, 

including start time, end time, and any meal periods. Exempt employees are expected to record 

their attendance for leave-tracking purposes. 

Falsification of time records is a serious violation of District policy and may result in disciplinary 

action up to and including termination. Supervisors are responsible for reviewing and approving 

employee timesheets prior to payroll processing. Any questions regarding pay, payroll deductions, 

or timekeeping should be directed to the Operations Manager or the District's administrative staff. 

Non-exempt employees who work more than 40 hours in a workweek will be compensated for 

overtime at the rate of one and one-half times their regular rate of pay, in accordance with the Fair 

Labor Standards Act (FLSA) and NRS Chapter 608. Overtime must be pre-approved by the 

employee's supervisor. Unauthorized overtime may result in disciplinary action, but all hours 

worked will be compensated regardless of authorization status, as required by law. 
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3.2 Health Insurance and Benefits 

[BOARD REVISION – COBRA and Mini-COBRA References Removed] 

The District provides eligible employees with health insurance coverage through a group health 

plan. Eligibility, premium contributions, coverage options, and enrollment procedures are governed 

by the plan documents provided to employees upon hire and during annual open enrollment. In the 

event of any conflict between this Handbook and the plan documents, the plan documents shall 

control. 

Eligible employees may also have access to dental, vision, and other supplemental benefits as set 

forth in the District's benefit summary, which is provided separately and updated annually. 

Upon separation from employment or another loss of eligibility, employees should consult the 

governing plan documents and contact the District's health insurance plan administrator regarding 

any conversion, portability, or other coverage options that may be available. PVGID does not 

provide continuation coverage under federal COBRA or Nevada Mini-COBRA unless required by 

applicable law or the governing plan documents. 

 

3.3 Paid Time Off (PTO) 

[BOARD REVISION – PTO Accrual Table Corrected] 

Regular full-time employees accrue Paid Time Off (PTO) on a biweekly basis in accordance with the 

accrual schedule set forth below. PTO may be used for vacation, personal time, or any other 

approved leave purpose. PTO requests must be submitted to the employee's supervisor in advance 

and are subject to operational needs of the District. The District reserves the right to deny or 

reschedule PTO requests when operational requirements necessitate. 

PTO Accrual Schedule — Prior Edition (SUPERSEDED): The table below is retained solely to 

show the prior edition for redline comparison and does not state current District practice. 

 

Years of Service Annual PTO Accrual Maximum Carryover 

0–1 Year 80 hours 40 hours 

1–3 Years 90 hours 48 hours 
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Years of Service Annual PTO Accrual Maximum Carryover 

3–5 Years 104 hours 56 hours 

5+ Years 120 hours 80 hours 

 

PTO Accrual Schedule — Current District Practice (PROPOSED): 

 

Years of Service Annual PTO Accrual Maximum Carryover 

0–3 Years 80 hours 40 hours 

4+ Years 120 hours 80 hours 

 

PTO hours in excess of the applicable carryover maximum at the end of each calendar year will be 

forfeited unless the Operations Manager, upon written request, grants a one-time carryover 

exception due to extraordinary operational circumstances that prevented the employee from using 

accrued PTO. Upon separation from employment, accrued unused PTO up to the applicable 

carryover maximum will be paid out in accordance with District policy, the terms of this Handbook, 

and applicable Nevada law. 

 

3.4 Holidays 

[BOARD REVISION – Holiday Schedule Revised to 10 Nevada-Based Holidays] 

The District observes the following paid holidays per calendar year. Employees who are required to 

work on a designated holiday will receive holiday pay consistent with FLSA requirements and 

District practice. 

Prior Holiday Schedule — SUPERSEDED: 

1. New Year's Day (January 1) 

2. Martin Luther King Jr. Day (Third Monday in January) 

3. Presidents' Day (Third Monday in February) 

4. Memorial Day (Last Monday in May) 

5. Independence Day (July 4) 
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6. Labor Day (First Monday in September) 

7. Nevada Day (Last Friday of October) 

8. Veterans Day (November 11) 

9. Thanksgiving Day (Fourth Thursday in November) 

10. Christmas Day (December 25) 

Total: 10 paid holidays per calendar year. 

Revised Holiday Schedule — 2026 Edition (10 Paid Holidays — PROPOSED): 

• New Year's Day (January 1) 
• Martin Luther King Jr. Day (Third Monday in January) 
• Washington's Birthday (Third Monday in February) 
• Memorial Day (Last Monday in May) 
• Independence Day (July 4) 
• Labor Day (First Monday in September) 
• Nevada Day (Last Friday in October) 
• Veterans Day (November 11) 
• Thanksgiving Day (Fourth Thursday in November) 
• Christmas Day (December 25) 

Total: 10 paid holidays per calendar year. Juneteenth Day and Family Day are not designated PVGID 

paid holidays. 

When a designated holiday falls on a Saturday, the preceding Friday will be observed as the holiday. 

When a holiday falls on a Sunday, the following Monday will be observed. Employees on approved 

leave during a designated holiday will receive the holiday pay and the leave day will not be charged. 

Part-time employees will receive pro-rated holiday pay based on their regularly scheduled hours. 
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SECTION 4 — LEAVE POLICIES 

4.1 Family and Medical Leave 

[BOARD REVISION – FMLA Non-Coverage Clarified] 
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PVGID is not a covered employer under the federal Family and Medical Leave Act (FMLA), 29 U.S.C. 

§ 2601 et seq. Accordingly, employees are not entitled to federal FMLA leave, FMLA job-restoration 

rights, or FMLA continuation of health benefits based on employment with PVGID. 

PVGID nevertheless recognizes that employees may need time away from work for childbirth, 

adoption or foster placement, an employee's serious health condition, care of an immediate family 

member, or a qualifying military-family circumstance. Employees should notify the Operations 

Manager as soon as practicable and may request available accrued PTO or discretionary unpaid 

leave. Requests will be reviewed individually in light of operational needs, available staffing, the 

circumstances presented, and any leave rights required by other applicable federal or Nevada law. 

Approval of discretionary unpaid leave does not guarantee job restoration, continuation of District-

paid health benefits, or reinstatement to the same or an equivalent position unless required by 

another applicable law or expressly approved in writing by the District. The Operations Manager 

will communicate the approved leave terms, benefit arrangements, reporting expectations, and 

anticipated return-to-work date in writing. PVGID will not retaliate against an employee for 

requesting or exercising any leave right protected by applicable law. 

 

4.2 Military Leave 

[BOARD REVISION – Military Leave Policy Enhanced per USERRA and NRS Chapter 412] 

Employees called to active military duty are entitled to unpaid military leave in accordance with the 

Uniformed Services Employment and Reemployment Rights Act (USERRA). Employees should 

provide advance notice of military service when possible. 

Employees called to active military duty are entitled to military leave in accordance with the 

Uniformed Services Employment and Reemployment Rights Act (USERRA), 38 U.S.C. §§ 4301–4335, 

and Nevada Revised Statutes Chapter 412. Specifically: 

(a) Employees who are members of the Nevada National Guard or any reserve component of 

the U.S. Armed Forces shall receive paid military leave for ordered duty to the extent required 

by applicable Nevada law, including any eligibility conditions and maximum duration 

established by NRS 281.155. 
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(b) Employees on extended military leave may elect to use accrued PTO or take unpaid leave, 

with health insurance continuation rights as provided under USERRA. 

(c) Reemployment rights upon return from qualifying military service shall be provided in full 

accordance with USERRA, including restoration to the same or comparable position, seniority, 

pay, and benefits. 

(d) Employees shall provide advance notice of military service to the Operations Manager as 

soon as practicable; military orders shall be submitted to District administration upon receipt. 

Absence of advance notice will not deprive an employee of USERRA rights if notice was 

precluded by military necessity or was otherwise impossible or unreasonable. 

(e) The District shall not discriminate against any employee based on military service or 

affiliation, including in hiring, promotion, compensation, or any other term or condition of 

employment. 

Employees returning from military leave shall apply for reemployment within the time frames 

established under USERRA, which vary based on the duration of military service. The Operations 

Manager shall consult with the District's legal counsel regarding USERRA reemployment 

obligations before filling any position vacated due to military service. 

 

4.3 Administrative Leave 

[BOARD REVISION – Administrative Leave Authority Clarified; Board Concurrence Required for Leave 

Exceeding 5 Business Days] 

Administrative leave may be granted by the District at the discretion of management. 

Administrative leave with pay may be used pending investigation of employee misconduct or 

during extraordinary circumstances. 

Administrative leave with pay may be granted by the Operations Manager for up to five (5) 

consecutive business days: (1) pending investigation of alleged employee misconduct; (2) during 

extraordinary operational circumstances; or (3) as otherwise required by law. Any administrative 

leave expected to continue beyond five consecutive business days requires concurrence of the 

Board of Directors at a duly noticed regular or special meeting before the sixth consecutive 
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business day. Administrative leave without pay requires prior Board approval in all circumstances. 

The Operations Manager shall provide the Board President and the Board with written notice of 

any administrative leave placement within 48 hours. The Board President may direct staff to 

schedule a special meeting when Board action is needed between regular meetings, but the 

President may not individually grant Board concurrence or take action reserved to the Board. 

Administrative leave shall not be used as a punitive measure absent due process proceedings 

consistent with Section 7 of this Handbook. 

Special Meeting Procedure for Administrative Leave 

1. Request. If the Operations Manager determines that paid administrative leave 
may need to extend beyond five consecutive business days, the Operations 
Manager shall promptly submit a written request to the Board President 
describing the requested duration and the need for Board consideration, while 
limiting disclosure to information appropriate for Board review. 

2. Scheduling. The Board President shall direct District staff to schedule a special 
meeting as soon as reasonably practicable and, when feasible, before the sixth 
consecutive business day of leave. The meeting may be held in person or by a 
lawful remote-technology system. 

3. Notice and Agenda. Staff shall prepare and post the meeting notice and a clear 
and complete agenda in accordance with NRS Chapter 241. The agenda shall 
identify the administrative-leave matter for possible action and include required 
public-comment and accessibility notices. Supporting materials shall be made 
available as required by law. 

4. Personnel Notice and Session. When the Board may consider a person's 
character, alleged misconduct, professional competence, health, or 
administrative action against a person, the District shall provide any additional 
written notice required by NRS 241.030, 241.033, or 241.0333. The Board may 
close only the portion of the meeting permitted by law; any Board action shall be 
taken in open session unless applicable law expressly provides otherwise. 

5. Interim Status. Pending the special meeting, the employee may remain on paid 
administrative leave through the fifth consecutive business day. Any extension 
beyond that period requires Board concurrence. If lawful notice cannot be 
completed before the sixth business day, the Operations Manager shall consult 
District counsel before the fifth business day ends regarding a lawful interim 
status and the earliest available meeting date. 

6. Record. The motion, vote, approved duration, conditions, and any direction to 
staff shall be entered in the meeting minutes. The Operations Manager shall 
provide the employee written notice of the Board's decision and retain the 
appropriate records. 

During any period of administrative leave with pay, the employee shall remain available to respond 

to District communications and to participate in any investigation or administrative proceeding 

arising from the circumstances necessitating the leave. Administrative leave with pay shall not 
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count against the employee's accrued PTO balance. The District will maintain the employee's 

benefits during any period of paid administrative leave. 

 

4.4 Bereavement Leave 

[No changes in this section.] 

Regular employees are entitled to up to three (3) days of paid bereavement leave upon the death of 

an immediate family member, defined as a spouse, domestic partner, child, parent, sibling, 

grandparent, grandchild, or parent-in-law. Up to one (1) additional day of paid bereavement leave 

may be granted by the Operations Manager for travel required in connection with the funeral or 

memorial service. Employees may use accrued PTO for additional bereavement time beyond the 

paid bereavement days provided under this policy. Employees should notify their supervisor as 

soon as practicable upon the death of a family member and should provide documentation, such as 

an obituary or death certificate, upon request. 

 

4.5 Jury Duty Leave 

[No changes in this section.] 

The District recognizes and supports the civic obligation of employees to serve on jury duty. 

Employees summoned to serve as a juror or as a witness pursuant to subpoena shall be granted 

leave for such service. Employees serving on jury duty will receive their regular straight-time pay 

for up to ten (10) business days per calendar year; jury service exceeding ten (10) business days 

may be taken as unpaid leave or charged to the employee's accrued PTO balance at the employee's 

election. Employees must provide the Operations Manager with a copy of the jury summons as soon 

as practicable after receipt. Employees are expected to report to work on any day when not 

required to appear, or when released from jury service with sufficient time to complete a 

reasonable portion of their work shift. 
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SECTION 5 — WORKPLACE CONDUCT AND SAFETY 

5.1 General Conduct Standards 

[No changes in this section.] 

All District employees are expected to conduct themselves professionally and in a manner 

consistent with the District's mission, values, and public trust responsibilities. Employees represent 

PVGID in all interactions with the public, contractors, and other governmental entities. The 

following general conduct standards apply to all employees: 

● Report to work on time and in a condition fit for duty; 

● Treat all colleagues, supervisors, members of the public, and contractors with courtesy and 

respect; 

● Follow all lawful directives of supervisors and the Operations Manager; 

● Protect and conserve District property, equipment, and resources; 

● Maintain the confidentiality of District information as appropriate; 

● Disclose any actual or potential conflicts of interest to the Operations Manager promptly; 

● Comply with all applicable laws, regulations, and District policies; and 

● Report any known or suspected violation of District policy or applicable law to the 

Operations Manager or, where appropriate, to the Board of Directors. 

Conduct that falls below these standards may result in disciplinary action up to and including 

termination, in accordance with Section 7 of this Handbook. 

 

5.2 Anti-Harassment and Anti-Discrimination Policy 

[No changes in this section.] 

PVGID is committed to maintaining a workplace free from harassment, discrimination, and 

retaliation. Harassment on the basis of race, color, religion, sex (including sexual harassment), 
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national origin, age, disability, sexual orientation, gender identity, or any other protected 

characteristic is strictly prohibited and will not be tolerated. 

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other 

verbal or physical conduct of a sexual nature when: (a) submission to such conduct is made 

explicitly or implicitly a term or condition of employment; (b) submission to or rejection of such 

conduct is used as the basis for employment decisions; or (c) such conduct has the purpose or effect 

of unreasonably interfering with an individual's work performance or creating an intimidating, 

hostile, or offensive work environment. 

Employees who believe they have experienced or witnessed harassment or discrimination should 

report the matter promptly to the Operations Manager or, where the complaint involves the 

Operations Manager, directly to the Board of Directors. All complaints will be investigated 

promptly, thoroughly, and impartially. Retaliation against any employee who reports harassment 

or discrimination in good faith is strictly prohibited and is itself grounds for disciplinary action. 

 

5.3 Drug and Alcohol Free Workplace 

[BOARD REVISION – Discipline Language Aligned with Section 7] 

PVGID is committed to maintaining a drug and alcohol free workplace. The manufacture, 

distribution, dispensing, possession, or use of a controlled substance — or being under the 

influence of alcohol or any controlled substance — on District property, in District vehicles, or 

during work hours is strictly prohibited. This policy applies to all employees, including those 

working in the field, on equipment, and in administrative roles. 

Employees whose positions require operation of District vehicles or heavy equipment are subject to 

pre-employment, random, reasonable suspicion, and post-accident drug and alcohol testing as 

provided by District policy and, where applicable, federal and Nevada law. Employees who refuse to 

submit to required testing, who test positive, or who are found to be in violation of this policy are 

subject to disciplinary action up to and including termination, consistent with Section 7 of this 

Handbook. 
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Employees who believe they have a substance use disorder are encouraged to seek assistance 

through an Employee Assistance Program (EAP), if available, or through their own health insurance 

benefits. Self-referral for treatment will not itself result in disciplinary action, provided the 

employee is not found to be in violation of this policy while under the influence on the job. The 

District reserves the right to take disciplinary action for any policy violation regardless of whether 

the employee is simultaneously seeking treatment. 

 

5.4 Safety Policy — General 

[No changes in this section.] 

The safety of all District employees is of paramount importance. PVGID is committed to providing a 

safe and healthy work environment in compliance with applicable federal Occupational Safety and 

Health Administration (OSHA) standards and Nevada Division of Industrial Relations (DIR) 

regulations. All employees are responsible for observing applicable safety rules and practices and 

for promptly reporting any unsafe condition, injury, or near-miss incident to their supervisor or the 

Operations Manager. 

Supervisors are responsible for enforcing safety policies within their areas of responsibility and for 

ensuring that employees under their supervision have received all required safety training. The 

Operations Manager shall maintain records of all safety training, workplace injuries, and OSHA-

required logs. Any workplace injury, however minor, must be reported to the employee's 

supervisor before the end of the shift on which it occurs. 

Employees are required to use all personal protective equipment (PPE) required for their duties. 

PPE will be provided by the District at no cost to the employee. Refusal to use required PPE is a 

safety violation subject to disciplinary action. Employees are encouraged to raise safety concerns 

without fear of retaliation. 

 

5.5 Mobile Device Use in Regular District Vehicles and Heavy Equipment 

[NEW SECTION – BOARD REVISION: Added September 2026] 
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A. Policy Statement 

The safety of District employees, contractors, members of the public, and District assets is of 

paramount importance. This policy permits limited hands-free mobile-device use while operating 

regular District vehicles and brief, duty-related use of District-issued two-way radios while 

operating Heavy Equipment when necessary and safe. All other handheld or hands-free mobile-

device use while operating Heavy Equipment remains prohibited unless the equipment is Fully 

Stopped because such use presents an unacceptable risk of serious injury, death, or property 

damage. 

B. Definitions 

For purposes of this Section, the following definitions apply: 

(1) "Heavy Equipment" means any District vehicle or piece of powered equipment including, 

but not limited to: motor graders, road graders, front-end loaders, backhoes, excavators, dump 

trucks, water trucks, compactors, tractors, skid steers, and any other self-propelled equipment 

used in road maintenance or construction operations. 

(2) “Regular District Vehicle” means a District-owned or District-authorized passenger car, 

sport-utility vehicle, pickup truck, or other light-duty vehicle that is not Heavy Equipment. 

(3) “Operate” means any period during which the employee is driving or in physical control of 

a Regular District Vehicle or is in the operator's seat or cab of Heavy Equipment with the 

engine running or is otherwise in physical control of the equipment. 

(4) “Mobile Device” means any cellular phone, smartphone, tablet computer, two-way radio, 

or other electronic communication device, whether handheld, mounted, integrated, or 

operated through Bluetooth or another hands-free system. 

(5) “Fully Stopped” means the vehicle or equipment has come to a complete stop in a safe 

location. For Heavy Equipment, the transmission must be placed in Park or Neutral, all 

implements and attachments must be fully lowered to the ground or rest position, and the 

parking brake must be fully engaged. 

C. Prohibition 
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Heavy Equipment. No District employee shall use a Mobile Device for any purpose — including 

making or receiving calls, reading or sending messages, accessing the internet, using navigation 

applications, or engaging with any application — while Operating Heavy Equipment unless the 

equipment is Fully Stopped, except for brief, duty-related communications using a District-issued 

two-way radio as authorized in subsection E. The exception does not permit personal 

communications or any use requiring the employee to look at, type on, or otherwise manipulate a 

screen. 

Regular District Vehicles. An employee operating a Regular District Vehicle may use a hands-free 

phone or communication system only when the device is mounted, factory-installed, or District-

approved; the employee's hands remain on the steering controls; the employee's eyes remain on 

the road and surrounding conditions; and the use does not require holding, dialing, typing, reading, 

browsing, or otherwise manually manipulating the device while the vehicle is moving. If a 

communication requires sustained attention or manual interaction, the employee must safely stop 

the vehicle before continuing. 

D. Required Stopping Procedure 

When an employee must use a Mobile Device while operating Heavy Equipment, other than a brief 

duty-related two-way radio communication authorized by subsection E, or must manually handle 

or interact with a Mobile Device while operating a Regular District Vehicle, the employee must: 

• Find a safe location to stop the equipment, clear of traffic and hazards; 
• Bring the equipment to a complete stop; 
• Place the transmission in Park or Neutral; 
• Fully lower all implements to the ground or rest position; 
• Engage the parking brake; 
• Only then use the Mobile Device for the necessary communication; and 
• Ensure the equipment is safely secured before resuming operation. 

E. Exceptions 

The following limited uses are permitted, provided all other safety protocols are observed. No 

exception permits a personal communication, texting, browsing, application use, or any activity that 

requires the employee to look at, type on, or manually manipulate a screen while a vehicle or Heavy 

Equipment is moving. 

(1) Use of a District-issued two-way radio for a brief communication directly necessary to 

perform the employee's assigned duties while operating a Regular District Vehicle or Heavy 
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Equipment, provided the employee can maintain full control, keep attention on the operating 

environment, and communicate without looking at, typing on, or manually manipulating a 

screen. If traffic, terrain, visibility, equipment movement, nearby workers, or any other 

condition makes radio use unsafe, the employee must delay the communication or Fully Stop 

before using the radio; and 

(2) Hands-free telephone or communication-system use in Regular District Vehicles as 

authorized in subsection C. Except for the duty-related two-way radio use authorized in 

paragraph (1), hands-free use is not permitted while operating Heavy Equipment. 

F. Enforcement 

Violation of this policy shall constitute a serious safety violation. The Operations Manager or 

supervisor shall promptly stop the unsafe conduct, document the violation, provide instruction or 

corrective action as appropriate, and apply progressive discipline consistent with Section 7 of this 

Handbook. If the employee fails to correct the conduct, repeats the violation, or commits a violation 

that results in an accident, injury, property damage, or another serious safety consequence, further 

discipline may be imposed up to and including termination. All employees shall acknowledge 

receipt of this policy in writing as provided in Section 9 of this Handbook. 

G. Supervisor Responsibility 

Supervisors who observe or are made aware of a violation of this policy are required to 

immediately address the violation, document it in writing, and report it to the Operations Manager 

within 24 hours of becoming aware of the violation. Failure of a supervisor to report a known 

violation may itself constitute grounds for disciplinary action against the supervisor, including 

progressive discipline as set forth in Section 7. 

H. Acknowledgment 

All employees operating heavy equipment or District vehicles shall sign a separate 

acknowledgment form confirming that they have read, understood, and agree to comply with this 

mobile device policy. The signed acknowledgment shall be placed in the employee's personnel file 

and shall be renewed annually or upon any material amendment to this policy. New employees 

shall sign the acknowledgment prior to their first day of operating any District vehicle or heavy 

equipment. 
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5.6 District Vehicles — General Use Policy 

[Renumbered from prior Section 5.5. No substantive changes in this section.] 

District vehicles and equipment are provided for official District business purposes only. 

Unauthorized personal use of District vehicles is prohibited. All employees authorized to operate 

District vehicles must maintain a valid Nevada driver's license with applicable endorsements, 

maintain a satisfactory MVR, and operate vehicles in a safe and lawful manner at all times. 

Employees involved in a vehicle accident — whether in a District vehicle or a personal vehicle on 

District business — must report the accident to the Operations Manager and to local law 

enforcement as required by law. 

District vehicles shall be inspected by the operator before each use in accordance with the District's 

pre-trip inspection procedure. Any mechanical defects or safety concerns identified during 

inspection must be reported to the supervisor immediately and documented in the District's 

maintenance log. No District vehicle shall be placed in service if it presents a known safety hazard. 

Fuel, oil, and maintenance records shall be maintained by District staff in accordance with the 

District's equipment management procedures. 

See Section 5.5 of this Handbook for additional restrictions on mobile device use during vehicle and 

equipment operation. 
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SECTION 6 — PERFORMANCE MANAGEMENT 
[No changes in this section.] 

6.1 Performance Review Process 

The District conducts formal performance reviews for all regular employees on an annual basis, 

generally during the month of December or at such other time as established by the Operations 
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Manager. Performance reviews are intended to provide employees with constructive feedback on 

their work performance, identify areas of strength and areas for improvement, and establish 

performance expectations and goals for the coming year. Performance reviews are not a guarantee 

of continued employment or of any particular employment action. 

Annual performance reviews shall be conducted by the employee's direct supervisor and reviewed 

by the Operations Manager. Employees will have an opportunity to review their completed 

performance evaluation, add written comments, and sign acknowledging receipt. A signed copy of 

the completed performance evaluation will be placed in the employee's personnel file. Employees 

who disagree with the substance of their evaluation may submit a written rebuttal, which will also 

be placed in the personnel file. 

Supervisors may conduct informal mid-year check-in meetings with employees to discuss 

performance, progress on goals, and any emerging concerns. These informal meetings are not 

recorded as formal evaluations but may inform the annual review. The Operations Manager may 

authorize supplemental or interim evaluations at any time for any employee. 

6.2 Goal Setting and Performance Improvement 

Following each annual performance review, the employee and supervisor shall collaboratively 

identify performance goals for the coming year. Goals should be specific, measurable, achievable, 

relevant, and time-bound (SMART). Documentation of agreed-upon goals shall be attached to the 

performance evaluation form and retained in the employee's personnel file. 

When an employee's performance falls below expectations, the supervisor or Operations Manager 

may implement a formal Performance Improvement Plan (PIP). A PIP shall identify: (a) the specific 

performance deficiencies observed; (b) the performance expectations the employee is expected to 

meet; (c) the time frame for improvement; (d) the support and resources to be provided to the 

employee; and (e) the consequences of failing to achieve improvement within the established time 

frame, up to and including termination. Employees placed on a PIP are encouraged to seek 

clarification of expectations and to communicate regularly with their supervisor regarding 

progress. 
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SECTION 7 — DISCIPLINE AND TERMINATION 
[BOARD REVISION – Discipline Cross-Reference, Termination Authority, and Section 7.2 Heading 

Clarified] 

[BOARD CLARIFICATION – Termination Authority Delegated to Operations Manager] 

The Board of Directors has delegated to the Operations Manager final authority to supervise, 

discipline, and terminate employees who report to the Operations Manager or otherwise serve in 

subordinate District positions. The Operations Manager may exercise this authority without prior 

Board approval, subject to applicable law, any required due process, and the policies in this 

Handbook. This delegation does not authorize the Operations Manager to alter the terms of a 

Board-approved employment agreement or to take disciplinary or termination action concerning 

the Operations Manager. The Board retains authority over the employment, evaluation, discipline, 

and termination of the Operations Manager. 

 

Cross-Reference Note [BOARD REVISION – Conforming Edit]: 

See also Section 5.5 (Mobile Device Use in Regular District Vehicles and Heavy Equipment) for 

serious safety violations requiring prompt correction and progressive discipline, with possible 

termination if the conduct is not corrected, is repeated, or results in an accident, injury, 

property damage, or another serious safety consequence. 

 

7.1 Progressive Discipline Policy 

PVGID believes in providing employees with a fair and consistent process for addressing 

performance deficiencies and policy violations. The District generally follows a progressive 

discipline approach, which may include the following steps: 

• Verbal Warning: An informal discussion between the supervisor and the employee 
regarding the conduct or performance concern. The supervisor should document that the 
verbal warning was given, including the date and nature of the concern, and retain the 
documentation in the supervisory file. 
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• Written Warning: A formal written notice to the employee documenting the conduct or 
performance concern, prior warnings, expected corrective action, and consequences of 
further violations. The employee shall sign the written warning acknowledging receipt, and 
a copy shall be placed in the personnel file. 

• Final Written Warning / Suspension: A second or more serious written warning, which 
may include an unpaid suspension of up to five (5) business days. A final written warning 
shall clearly state that further violations may result in termination. 

• Termination: Separation from employment in accordance with Section 7.2 of this 
Handbook. 

The District reserves the right to skip steps in the progressive discipline process or to proceed 

directly to termination for serious misconduct. The appropriateness of any particular disciplinary 

step and the final decision to discipline or terminate a subordinate employee will be determined by 

the Operations Manager under authority delegated by the Board, based on the nature and severity 

of the conduct, the employee's prior disciplinary history, and other relevant circumstances. The 

progressive discipline process does not alter the at-will nature of employment. 

7.2 Grounds for Termination Without Progressive Discipline 

Certain conduct may warrant immediate termination without progressive discipline. Under the 

authority delegated by the Board of Directors, the Operations Manager may terminate subordinate 

District employees for lawful reasons, including the non-exhaustive examples below, subject to 

applicable law and any required due process: 

● Theft, fraud, or dishonesty involving District property, funds, or records; 

● Falsification of employment records, time records, or other District documents; 

● Violence or threats of violence in the workplace; 

● Possession of weapons on District property without lawful authorization; 

● Reporting to work under the influence of alcohol or controlled substances, or using such 

substances on the job; 

● Serious safety violations, including a violation of Section 5.5 (Mobile Device Use Policy) that 
is not corrected after instruction, is repeated, or results in an accident, injury, property 
damage, or another serious safety consequence; 

● Insubordination — willful refusal to follow lawful directives of a supervisor or the 

Operations Manager; 

● Sexual harassment or other unlawful harassment of any employee, contractor, or member 

of the public; 
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● Violation of the District's confidentiality obligations or misuse of District information 

systems; and 

● Any conduct that, in the judgment of the Operations Manager, constitutes a fundamental 

breach of the trust required for the employment relationship. 

7.3 Due Process Rights 

As a public employer, PVGID recognizes that an employee may be entitled to due process before an 

adverse employment action when applicable law, a separate written employment agreement, or 

another binding source creates a constitutionally protected property interest in continued 

employment. The Operations Manager shall consult District legal counsel before taking a 

termination action that may implicate such rights. The District will provide an opportunity to 

respond when required by law or District policy. Administrative leave with pay may be used to 

preserve the status quo pending any required process, consistent with Section 4.3 of this Handbook. 

7.4 Voluntary Separation and Resignation 

Employees who choose to resign from employment are requested to provide at least two (2) weeks' 

advance written notice to the Operations Manager. Providing reasonable notice is a professional 

courtesy and will be noted in the employee's personnel file. The District may, at its discretion, 

accept the resignation effective immediately upon receipt, waive the notice period, or require the 

employee to work through the notice period, and shall compensate the employee for all hours 

worked through the final day of employment. Employees in good standing at the time of separation 

may be eligible for rehire at the District's discretion. 
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SECTION 8 — GRIEVANCE PROCEDURE 
[BOARD REVISION – Grievance Scope and Appeal Procedure Clarified] 

8.1 Purpose and Scope 
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PVGID recognizes the importance of providing employees with a fair and accessible process for 

resolving workplace disputes. This grievance procedure addresses complaints regarding the 

interpretation or application of District policies, alleged violations of this Handbook, and other 

employment-related concerns. It does not apply to at-will termination decisions. An employee may 

submit written comments concerning a performance evaluation under Section 6.1, but the 

evaluation rating itself is not subject to this grievance procedure. This non-adversarial process is 

intended to promote open communication and prompt resolution of workplace disputes. 

8.2 Informal Resolution 

Employees are encouraged to attempt to resolve concerns informally before filing a formal 

grievance. An employee who has a workplace concern should first discuss the matter with the 

immediate supervisor. If the concern involves the immediate supervisor, or if informal discussion 

does not resolve the matter, the employee may bring the concern directly to the Operations 

Manager. The Operations Manager will meet with the employee within five (5) business days of 

receipt of an informal complaint and will endeavor to resolve the matter promptly. 

8.3 Formal Grievance Filing 

If the matter is not resolved through informal discussion, the employee may file a formal written 

grievance with the Operations Manager within fifteen (15) calendar days of the date the employee 

knew or reasonably should have known of the event giving rise to the grievance. The written 

grievance shall set forth: 

• A description of the specific conduct, action, or policy at issue; 
• The date or dates the conduct or action occurred; 
• The specific provision(s) of this Handbook or District policy allegedly violated; 
• The remedy requested by the employee; and 
• Any supporting documentation the employee wishes to submit. 

The Operations Manager will investigate the grievance, which may include interviews with relevant 

witnesses and review of applicable records, and will provide the employee with a written response 

within fifteen (15) calendar days of receipt of the formal grievance, unless additional time is needed 

due to the complexity of the matter. 

8.4 Appeals 
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If the employee is not satisfied with the Operations Manager's response to a formal grievance, the 

employee may appeal to the Board of Directors within ten (10) calendar days after receiving the 

written response. The appeal must be submitted in writing to the Board President and include the 

original grievance, the Operations Manager's response, and the basis for the appeal. The Board, or a 

committee lawfully established by the Board, will consider the appeal at a duly noticed regular or 

special meeting. A written decision will be issued within thirty (30) calendar days after the meeting 

at which the appeal is considered, unless additional time is required by law or the complexity of the 

matter. The decision will constitute the District's final administrative decision, subject to any rights 

or remedies available under applicable law. 
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SECTION 9 — EMPLOYEE ACKNOWLEDGMENT OF 

RECEIPT 
[BOARD REVISION – Mobile Device Policy Acknowledgment Added] 

I, the undersigned employee, acknowledge and agree as follows: 

□   I have received and read the Palomino Valley General Improvement District Employee 

Handbook, 2026 Edition, and I understand that it sets forth the policies, procedures, and 

expectations that govern my employment with PVGID. 

□   I understand that this Handbook does not constitute a contract of employment and does not 

alter the at-will nature of my employment, unless I have a separate written employment agreement 

approved by the Board of Directors. 

□  I understand that the District may amend, modify, or rescind any policy in this Handbook at any 

time, subject to applicable law and Board approval, and that employees will be notified of material 

changes as promptly as practicable. 
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□   I have read and agree to comply with the District's Equal Employment Opportunity Policy 

(Section 2.1), Anti-Harassment and Anti-Discrimination Policy (Section 5.2), and Drug and Alcohol 

Free Workplace Policy (Section 5.3). 

□   I have read and agree to comply with the District's Safety Policy (Section 5.4) and all applicable 

OSHA and Nevada workplace safety requirements applicable to my position. 

□   I have read and agree to comply with the Mobile Device Use Policy for Regular District 

Vehicles and Heavy Equipment (Section 5.5) of this Handbook. I understand that brief use of 

a District-issued two-way radio while operating Heavy Equipment is permitted only when 

directly necessary to perform my assigned duties and safe under current operating 

conditions. I must delay the communication or fully stop whenever radio use would interfere 

with safe operation. I understand that a violation requires prompt correction and may result 

in progressive discipline, with possible termination if the conduct is not corrected, is 

repeated, or results in an accident, injury, property damage, or another serious safety 

consequence. 

□  I understand that questions regarding any policy in this Handbook should be directed to the 

Operations Manager or, for administrative records and acknowledgment matters, to the Assistant 

to the Board. 

I certify that I have had the opportunity to read and ask questions about the contents of this 

Handbook, and that I have read and understood the policies contained herein. 

 

  Employee Printed Name     Employee Signature  

  Position / Job Title     Date Signed  

  Witness (District Representative) — Printed Name and Signature  

 

 

FOR DISTRICT ADMINISTRATIVE USE ONLY 

Date Received by District: _______________________ 
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Placed in Personnel File: □ Yes 

□ No 

Received and recorded by: _______________________ 

Mobile Device Policy Acknowledgment on File: □ Yes 

□ No 
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BOARD REVIEW AND ADOPTION 
Palomino Valley General Improvement District — Employee Handbook, 2026 Edition 

 

BOARD AND PUBLIC REVIEW DRAFT NOTICE: 

This Employee Handbook has not yet been adopted by the Board of Directors of the 

Palomino Valley General Improvement District. This document is presented as a 

redline draft for Board and public review at the September 17, 2026 Board meeting. 

All changes marked herein are proposed revisions subject to Board approval. 

Because this document is included in Board meeting materials, it may be made 

available to the public in accordance with Nevada Open Meeting Law. It shall not be 

treated as official District policy unless and until formally adopted by Board 

resolution. 

 

The Board of Directors of the Palomino Valley General Improvement District may, by resolution 

duly adopted at a public meeting noticed and held in accordance with Nevada's Open Meeting Law 



 

46 | P a g e  
 

(NRS Chapter 241), adopt the foregoing Employee Handbook as the official employment policy of 

the District, effective on the date stated in the adopted resolution. Upon adoption, the following 

signatures may be completed to document Board approval and administrative review. 

 

Board Chair — Signature  Board Chair — Printed Name Date of Adoption   

 

 

Board Member — Signature Board Member — Signature 

Board Member — Signature Board Member — Signature 

 

 

  

 

Prepared by: Assistant to the Board    |    Revision Date: September 10, 2026    |    Status: REDLINE 

DRAFT — Not Yet Adopted 

Next Scheduled Review: September 2028 (or as directed by the Board) 
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