 Recommended Records for MSDH Capacity Assessment

Note: This list of records is only a summary. Some of the required records may   not be listed below. Some of the listed records may not necessarily be required but would be ideal to have on hand at the time of your inspection. If you have questions about any requirements, you may want to contact your Regional Engineer.

	· *Bacteriological sample results - 5 years

	· *WQ analysis (nitrates, inorganics, P-Chems, fluoride, Rad, VOC’s) – 10 years

	· *Lead and Copper results - 12 years

	· *Inspection Reports - 10 years

	· *Annual Operating Agreement - 1 year (if applicable)

	· *Annual Reports - 3 years

	· *Operator’s Logbook - 5 years

	· *Actions taken by the system to correct violations - 3 years

	· *Records concerning a variance or exemption - 5 years

	· *All other MSDH correspondence - 3 years

	· MSDH approved bacti site plan and lead/copper plan

	· Records showing that water loss is being tracked

	· Records showing that all storage tanks have been clean, inspected, and painted (if necessary) within the past ten years

	· Records showing completion of Board Management Training by Board Members (if applicable)

	· Minutes from Board Meetings

	· Customer Complaint Log

	· Annual financial budget for system

	· Copy of latest Audit Report

* Records required by the Safe Drinking Water Act.


	Recommended Policies for MSDH Capacity Assessment

Note: This list of policies is only a summary. Some of the required policies may   not be listed below. Some of the listed policies may not necessarily be required but would be ideal to have on hand at the time of your inspection. Some of the policies may vary depending of whether the system is a rural water association or a municipality. The required policies must be written and adopted by the Board of Directors. If you have questions about any requirements, you may want to contact your Regional Engineer. 

· Standard Operating Procedures for the system

· Long-Range Improvements Plan

· Policy requiring water rates to be routinely reviewed and adjusted when appropriate
· Cut-Off Policy (may need cut-off list)

· Cross Connection Policy

· Bylaws 

· Job Description of Employees

· Water Users Agreement

· Emergency or Contingency Plan

· Subdivision Policy

· Flushing Program

· Fire Hydrant Policies

· Safety Policy

· Complaint Log

· Customer Service Policy (policy for dealing with customer disputes etc.)

· Policy for connecting new customers

· Policy for prospective customers having excessive requirements for service


