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HOW TO ASK QUESTIONS

« Type your question into the chat field
« Speak up and ask during the question sections

 |f you are having technical issues, use the chat button and the host
will help resolve the issue

« **[f for any reason we can’t answer every question due to time, we
will track questions and email answers out afterwards **

CWEA
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LEARNING OUTCOMES

 Local Section (LS) Responsibilities, Procedures,
Financial Policies

« Budgeting Process, Guidelines
« Accounting and Other Compliance Essentials
 Local Section Support, Benefits

« Accessing Help/Support

CWEA
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CWEA'’S MISSION STATEMENT

Empowering, educating, and connecting water
professionals to protect public health
and the environment

CWEA
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LOCAL SECTION OFFICERS

 Critical links between the local section and State Board

« Responsible for planning annual scope of work

« Responsible for budget planning and implementation

 Key role in supporting State Board to meet fiduciary responsibilities

« Responsible for engaging local section members and driving member
value

« Represent CWEA, your local section Board, and all local
section/overall CWEA membership

CWEA



Financial Policies (FP) 104, 108
POLICIES
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FP-108

RELATED PARTY ACTIVITIES/CONFLICT OF INTEREST

Section members CAN be paid by CWEA; however, we reguire proactive
disclosure and independent prior approval by LS board to ensure there are
no conflicts of interest for any related party transactions. This protects
members, LS officers, and meets auditor requirements.

LOCAL SECTION OFFICERS

“No Local Section officer may contract with the same Local Section for
provision of goods or services”

CWEA
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]
@ MEMEBERSHIP EVENTS ABOUT cw AWARDS CAREERS CERTIFICATION

CWEA DOCUMENTS

CWEA POLICIES F i n a n C i a I
policies and

Internal Financial Procedures

FP 101: Committee Finances p ro C e d u reS fo r

FP 102: Conference Speaker’s Expenses

FP 104: Local Section Finances — -
FP 105: WEF Conference Expenses I O C a I S e C t | O n S
FP 106: Physical Property Controls

FP 107: Checking and Credit Card Accounts

FP 10&: Conflict of Interest

FP 109: Finance, Budget, and Accounting Schedule

FP 110: Financial Administration of Conferences and Seminars

FP 111: Financial Investment Policy

FP 112: Petty Cash Fund

FP 113: Reserve Policy

FP 114: Differential Prices of Products and Services

FP 115: Student Conference Registration Fees

FP 116: Kirt Brooks Memaorial Water Environment Scholarship Fund Grant Appropriation

Other Policies
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FP-104 KEY INFO - POLICY

LS cannot
use or apply
for a credit

ot=]ge

LS must be
self-

sustaining

CWEA
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FP-104 KEY INFO - BANKING

Can

2 LS accept
signers per credit card
account payments

- Clover

CWEA



OTHER KEY FINANCIAL INFO

Adobe stock

[tem

Contracts

CWEA

Action

Provide all signed
contracts to state

Maintain active list of
assets with FMV over
$500

Collect completed W9s
for all 1099 recipients

Rationale

Auditors WILL ask to see
copies of contracts

Part of FP-104 (4.2.4)

Required by IRS




QUESTIONS?

CWEA

/677 Oakport Street Suite 1030 Oakland CA 94621
510.382.7800 | www.cwea.org
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BUDGETING




EQUALI REINVE PRIORITI

PURPOS
=

PLAN

TY ST VA=

- Prioritiz .
Ensure members Reinvest educc):a’;[ioﬁ Plan with
are served revenues to the networking} Plan annual purpose and
equally/have mission and 2 scope of work intention; align

support,

engagement with mission

equal access members




Submit

MEEIEELS Program of Draft Draft Budget
Distributed Work Budget Budget Approved
e Templates and e« Develop e Develop e Due to CWEA  June BOD
budgets sent annual revenue and by 3/20 meeting
on 2/13 program of expenses * Final budget

work distributed
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BUDGETING GUIDELINE - BANK ACCOUNT
BALANCE

Final budget should have the HIGHER of:

 Year end bank account balance >= 33% annual expenses

* Year end bank account balance >= $10,000

Guideline designed to give LS more spending flexibility
AND ensure sufficient contingency and liquidity

CWEA
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Min. guideline

FY24-25
Actual

FY25-26
Budget

$0 $20 $40 $60 $80 $100 $120 $140

. 75%range ($42-$97) 75% range ($49-$120) ® Median $58 ® Median $77

CWEA
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IDELINE - EVENT

BUDGETING GU
EQUENCY

FR

LS should run a minimum of 4_events/year (1x/quarter)
« At least 2 events should offer contact hours
« Ok for annual banquet to count as event

« Ok to partner with neighboring LS

CWEA



Budgeting - Step 1

ANNUAL PROGRAM OF WORK
COLORADO RIVER BASIN SECTION

FY26-27

Event
Projected Date Revenue Expense Actual Actual Variance from
of Event NamalciiEren podich Description - Description Revenue Expenses Schul Budget ?:;:;

Events
at least
quarterly

Step 1 -
Program
of Work

'
b [67 169 [65 |67 [ [68 |4 65 [0 1A A |49 69 [68 |49 [0 [68 |4 A [0 [6R (65 |9 [ [68 |49 [on [
'

'
A |69 [0 [69 |69 |69 [69 169 [69 |69 [0 [69 |69 [0 [69 |69 |69 |69 |64 [69 |69 |69 [69 |69 |49 [69 |69 [0 |69 |9
'

£ [ |69 [ [69 |69 [0 [69 |69 [P [69 69 [69 |69 [0 [69 |69 |69 [69 |69 [6A |69 |67 [6R |69 |69 [69 |69 |49 [69 |69 [0 |69 |9
'

- _ -3

- $ -9

- $ -9

| $ )
TOTAL $ 5 s P - s - s - s - s
LS Treasurer LS President
Date Date
—

» Instructions Main Budget Document Program of Work @ Variance Bank Recongciliation & July & August & September & October & November & December +

CWEA



Budgeting - St

Local Section Annual Budget
Colorado River Basin Section

e

FY25-26
Training TCP Study Annual Dinner
Events Sessions Conferences Banquet Meetings Golf Tournament Other Other Other

[REVENUE | rToTALS

Membership Dues $  2,500.00 $ 2,500.00 $ - $ - $ $ - $ $ - e - $ - $ -
Corporate Sponsorships $ 14,300.00 $ - $ 4,00000| | $ - $ $ 8,500.00||$ $ 1,800.00, $ - $ -
Exhibitors $ - $ - $ - $ $ - $ $ - cCU d $ - $ -
Participant Fees / Registrations $ 8,000.00 $ - $ - $ 500.00 $ $  3,500.00 $ $ 4,000. = = $ - $ -
Newsletter Advertising $ - $ - $ - $ - $ $ - $ $ - U $ - $ -
CWEA Honorariums $ 3,600.00 $ 3,600.00 $ - $ - $ $ - $ $ - ° = $ - $ -
Non-Member Differential $ - ] - $ - $ - ] 3 - $ $ - - $ - $ -
Interest Income $ - 3 - $ - $ - 3 3 - $ $ - e - $ - $ -
Miscellaneous Revenue $ - $ - $ - $ - $ $ - $ $ - - $ - $ -
R 0 $ 28,400.00 $ 6,100.00 $ 4,000.00 $ 500.00 $ $ 12,000.00 $ ,800.00 $ - $ - $ - $ = $ =
EXPENSE

[Mailing / Postage $ 75.00 $ 75.00 $ - $ - $ $ $ $ - $ - $ - $ - $ - $ -
Printing $ 275.00 $ - $ 25.00 $ 25.00 $ $ .00 $ $ - $ 25.00 $ - $ - $ - $ -
Awards $ 300.00 $ 300.00 $ - $ - $ - $ $ - $ - $ - $ - $ - $ -
Food / Beverage / Catering $ 13,700.00 $ - $ 1,500.00 $ 400.00 $ $ 8,500.00 $ 3 900.00 $ 1,000.00 $ 1,400.00 $ - 3 - $ -
Promotion / Marketing $ 500.00 $ - $ - $ - $ $ - $ $ - $ - $ 500.00 $ - $ - $ -
Audio/Visual $ 100.00 $ - $ - $ - $ 100.00 $ $ - $ - $ - $ - $ - $ -
Technology $ 250.00 $ 250.00 $ - $ $ $ - $ $ - $ - $ - $ - $ - $ -
Site / Location Rental $ 800.00 $ - $ 500.00 - $ $ - $ $ - $ 300.00| | $ - $ - $ - $ -
Golf Green Fees $  2,300.00 $ - $ $ - $ $ - $ $ 230000 (% - $ - $ - $ - $ -
Office Supplies $ - $ - - $ - $ $ - $ $ - $ - $ - $ - $ - $ -
Web Site Maintenance & Changes $ - $ - - $ - $ $ - $ $ - $ - $ - $ - $ - $ -
» Instructions Main Budget Document Prior Year Program of Work @& Variance Bank Recongiliation a July & August & September & October & November & December

CWEA



Budgeting - Step 3

Local Section Annual Budget
COLORADO RIVER BASIN SECTION

FY26-27
~ Due to CWEA by March 20, 2026
Training TCP Study Annual Dinner
= -
Participant Fees / Registrations $ - $ $ - $ - $ - $ - $ - $ - $ - $ - $ $ - $ -
Newsletter Advertising $ - $ $ - $ - $ - $ - $ - $ - $ - $ - $ $ - $ -
CWEA Honorariums $ o $ $ - $ - S - $ - $ - $ - $ - $ - $ $ - $ -
Non-Member Differential - $ $ - $ - $ - $ - $ - $ - $ - $ - $ $ - $ -
Interest Income $ - $ - $ - $ - $ - $ - $ - - $ $ - $ -
Miscellaneous Revenue $ - $ $ - $ - $ - $ - $ $ $ - $ -
R O $ o $ $ o $ o $ o $ o $ o $ o
(J

[EXPENSE
Mailing / Postage $ - $ $ - $ - $ - $ - $ Cl $ - $ -
Printing $ o $ $ - $ - $ - $ - $ $ - $ -
Awards $ - $ - $ - $ J U O C $ - $ -
Food / Beverage / Catering $ - $ $ - = $ - $ -
Promotion / Marketing $ - $ $ - ls - |ls - |]s - Lls Progra § AR :
Audio/Visual $ - $ $ - $ - $ - $ - $ - $ - $ -
Technology $ o $ $ - $ - $ - $ - $ ) $ - $ -
Site / Location Rental $ o $ $ - $ - $ R $ R - $ R $ R
Golf Green Fees $ - $ $ - $ - $ - $ - - $ $ - $ -
Office Supplies $ ° $ $ - $ - $ - $ $ - $ $ $ - $ -
Web Site Maintenance & Changes $ - $ $ - $ - $ - - $ - $ - - $ $ - $ -
Door Prizes $ o $ $ - $ - $ - $ - $ - $ - $ - $ $ - $ -
Kirt Brooks Scholarship Gontribution $ - $ $ - $ - $ d $ - $ - $ - $ - $ - $ $ - $ -
Sponsorships/Other Donations $ - $ $ - $ - - $ - $ - $ - $ - $ - $ $ - $ -
Bank Fees $ ° $ $ - $ S - $ - $ - $ - $ - $ - $ $ - $ -
Professional Services $ - $ $ - $ - $ - $ - $ - $ - $ - $ - $ $ - $ -
Refunds $ o $ $ - - $ - $ - $ - $ - $ - $ - $ $ - $ -
LS Opportunity Funds $ o $ $ $ - $ - $ - $ - $ - $ - $ - $ $ - $ -
Leadership Retreat $ - $ - $ - $ - $ - $ - $ - $ - $ - $ $ - $ -
Miscellaneous Expenses $ - $ - $ - $ - $ - $ - $ - $ - $ - $ $ - $ -
O $ o $ o $ o $ o $ o $ o $ o $ o $ o $ $ o $ o

» Instructions Main Budget Document Program of Work @& Variance Bank Reconciliation & July & August & September & October a

CWEA



Budgeting - LS Opportunity Fund and Leadership Retreat

Local Section Annual Budget I—S O PPO rt un |tV FU nd

COLORADO RIVER BASIN SECTION

FY26-27
* Due to CWEA by March 20, 2026

P N R e e e Y . . * Aline-item expense for
| ER | R [ ER | A | ER—| R | F— collaboration and support
across local sections

Participant Fees / Registrations

Newsletter Advertising
CWEA Honorariums
Non-Member Differential

Interest Income

Miscellaneous Revenue

» oo e e e
» oo w e e
» ol ow e e
» o ow e e
» oo e e e
» ol ow e e
» o ow e e
P
o o o e e e

$
$
$
$
$

» » » 0

—— A _ e | « Consider budgeting 5%
S R | E— - : S| S | N | ESE | N | N E— of total expenses here

Printing

Awards

Food / Beverage / Catering

Promotion / Marketing
Audio/Visual

P SR R R 3%

$

$

$

$

$

$

Technology $
Site / Location Rental $
$

$

$

$

$

$

$

B R R R R A R S

Leadership Retreat

Golf Green Fees

DR R R R R S R A R R

Office Supplies
Web Site Maintenance & Changes
Door Prizes

DR R R R R R S R R R
B R R R I R A
R R R R R R S R2 R TS R PV

R R R R SR RV R R S PV R R
R R A A AT

Kirt Brooks Scholarship Contribution
Sponsorships/Other Donations

D R IR A S A R RV SRV R PV S PPy
R R R R R R R R R R RV

R R R R R R R SR AR R

Bank Fees

R I A AR ARV AR
R R R R R R R SRV V)

 Try to budget for at least
2 attendees

Professional Services
Refunds
LS Opportunity Funds

Leadership Retreat

PR IRZ S 2 RS RS P

$
$
$
$
$

Miscellaneous Expenses

EXPENSE TOTALS $ o $

- |Is - |Is - |1s =
» Instructions Main Budget Document Program of Work a

$ $ o $ o $

- - $ $ - $ - $
Variance Bank Reconciliation & July

-ﬂ August & September Q.October a ° M a i n CO St S: a i rfa re, h Ote | 3
food

CWEA



CWEA staff will provide you with your LS bank account balance
when we send the budgeting template and will provide # of

members in your local section




Budgeting - Step 5

Step 5 -
email us

Special Note: All Local Section annual budgets due
to CWEA on or before March 20

your final

Email to cconsunto@cwea.org budget by
March 20

CWEA
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CWEA

/677 Oakport Street Suite 1030 Oakland CA 94621
510.382.7800 | www.cwea.org



REPORTING, COMPLIANCE
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Treasurer Compliance Tasks

Budget - Fiscal Year 26-27

e Due March 20, 2026

Monthly Financial Reports

* Excel version of Reporting Template
*Invoices/Receipts

* Check Request Forms

*Check Images

s List of attendees for meal & entertainment expenses
« List of all gifts/prizes & recipients list

e Deposit receipts with detail

* Petty Cash Register

Bank Statement Reconciliation

e List all outstanding checks and deposits

CWEA
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Reporting, Documentation

CWEA =

LOCAL SECTION CHECK REQUEST FORM

. PROTECTING
CALIFORMNIAS
cw E A MOST CRITICAL
RESOURCE

Amrount R uasssd: Reguested By:

]
Al
Food/Bevarngs Caing
Fromastionhiarkedng
AudioyWiual
Technoiogy
Stelocaton Rental
SOt G Fods
Cffica Supplos
YWab S Maoint & Choeges
Emargancias Door Prizas

Epecia Honding Insiruciions

1. AR MDD requests rust have ol Ihemied recalpls ottoch-ad.
2 Advanco poymaent requaests requine o vendorfrenue involce o Sgned ogreemendicontract.
3. For Faod & Bavwanaga, a it of paricipants b required, and har Door Prives, @ BT of recislents B reguined

Paymants ore maled wihin fen doys of recelving ol Requined Documentation.
by L5 erls

LS Traameer:

LOCAL SECTION

DEPOSIT REPORT

Date of Deposit

Deposited by

Bank Account

Amount

Event Diescripfion Membership

Form of Deposit

FROGRAMS

REVENUES

Zeneral

Membership Dues

Training Events

Corporate Sponsorships

TCP Study Sessions

Exhibitors

Conferences

Participant Fees/Registration

Annual Banguet

Mewsletter Advertising

Dinner Meetings

CWEA Honorarums

Golf Toumament

Maon-Member Differentiacl

Picnic

Interest Income

Board of Directors

Miscelansous (specify below)

Sgnature:

ATIACH RECBEFI[E)
Flaase submit this check reqguast wiih ol reguired docurments by emall fo:
CWEA Staff Accountant: coonmunto @owea.org B Local Section Accounting, cwesacocunting@owsa.og
Thari you lor wolunieering and suppesiing CWEA.

Other (specify below)
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Reporting, Documentation

Local Section Monthly Financial Report

COLORADO RIVER BASIN SECTION
FY25-26

Ending Balance
Bank Statement / Jan-26 Mar-26 Jun-26
Checking
Saving
Investment

Total Cash Balance

List Outstanding Deposits

Total O/S Deposit

List Outstanding Checks M| Ck #

Total O/S Checks

Register Bank Balance
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Reporting, Documentation

Local Section Monthly Financial Report

- COLORADO RIVER BASIN SECTION
FY25-26
JULY

TCP Study Annual nner Board of
Sessions Conferences Banquet Meetings Golf Tournament Directors

ooz ]
Y ——
I
REVENUE TOTALS

I
EXPENE TOTALS " R | R | C | (| C | P | | O | | O | | O

e W
NET INGOME (L055) O .~ | CR | R | CRSS | FRN | PR | R | CR | DR | DR | R | O
[Tansio o Cheting rccoum g [

ling Balance should match

Print / Date|(Email approval acceptable)




Non-Profit Tax Status

EIN # 95-23568216

MISSION RELATED EXPENSES - 501 (C ) (3) - NO FEDERAL OR STATE TAX

CWEA
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Importance of Timely Reporting

Takes longer to catch Late reports has impacts
up than to keep up

More lost documents

Increases volunteer and staff time

10 to 12 people on OPS Committee call
Staff and volunteer follow-up
communications

Liaison involvement

Budgeting updates

CWEA Board involvement

Audit

CWEA
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/677 Oakport Street Suite 1030 Oakland CA 94621
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OTHER COMPLIANCE, UPCOMING
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Door Prizes and Events

DOOR PRIZE RAFFLE

 Total PAID value of door prizes should not exceed 10% of total event revenue

« Example: Dinner takes in $2,000 - total door prize expense should not exceed
$200

RAFFLES ARE ILLEGAL AND ARE A CRIMINAL OFFENSE
CWEA DOES NOT CONDUCT RAFFLES; LS CANNOT CONDUCT RAFFLES

CWEA




EQUALI REINVE PRIORITI

PURPOS
TY ST yd= el

=

Prioritize

Ensure members Reinvest g i Plan with
are served revenues to the € tuca k|_on, Plan annual purpose and
equally/have mission and networking, scope of work intention; align
equal access members SRR with mission

engagement




Adobe stock

Anti-Trust

« CWEA events must create equal access

« CWEA events cannot create a competitive advantage for one
party over another

« Example - Vendor fair - all vendors must have the opportunity
to participate

« Example - Vendor presentation - content should be on an
industry topic, not a manufacturer’s product

CWEA
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The Cost of Non-Compliance

2 recent non-compliance 1ssues:

1 Unauthorized use of image (copyright
infringement)

- Published flyer using “raffle”

Cost CWEA over $22k in legal expenses

We would rather spend the money on members!

CWEA
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SCREEN OUT
THE SCAMS

Take a moment, let our heads work, and screen messages for scams

WEA staff and volunteers will never ask you

to purchase items or pay vendors on their




CWEA

4 SIGNS OF A SCAM

They pretend to be a CWEA leader

They say there is a problem or a prize

They pressure you to act immediately

They tell you to pay in a specific way
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Other LS Benefits

State support of LS event registration -
streamline, make easier for guests, mitigate
risks

Note - Access to funds is not instant

CWEA
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Other LS Benefits

Community P

- One commo
By

Central hub for
sections

CWEA

atform (the CWEA Community)

N location for all things at your

resources, templates, etc. for local
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Other LS Benefits

CWEA | pashboard  Groups  Directory  Events  Posts ® 0 Q (Ceet)| ‘

I_ Local Section Leaders

Feature ‘ Q Favorite ‘ reate Event ‘ ‘FJ‘ Leave Group

Dashboard Discussions  Articles  Videos Documents Collections  Create -t

Membership, Marketing, Education, Event Planning &
Data & Reporting Branding & Speakers & Administration
2items - 11 views Communications Contact Hours 6 items - 24 views
By Norah Duffy 7 items - 22 views 11 items - 20 views By Norah Duffy
3 months ago By Norah Duffy By Norah Duffy 3 months ago

WW

Leadership & LS Case Studies
Governance & Example
6 items - 15 views Programs
By Norah Duffy 0 items - 17 views
3 months ago By Jenn Jones

W

CWEA
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Other LS Benefits

Contract Review

Problematic clauses/conditions we’ve found for local section:
e Conflicting costs

» Hidden fees

« Variable fees

e Overcommitment of room nights

 Photo rights

* |In general - opportunities for local sections to pay more than they need!

CWEA



October 2026 Leadership Summit

Weds/Thurs in Oct, exact dates TBD

Southern CA (likely Palm Springs, not confirmed)

Try to secure employer funding first

If employer funding unavailable, use LS funds to develop LS leader

CWEA
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HELP!

Staff are here to help you!
Call or email for support, questions, etc.

« Phil Miller, COO - pmiller@cwea.org

« Cris Consunto, Senior Finance Manager -
cconsunto@cwea.org

« Brian Mosley, Local Section Coordinator -
bmosley@cwea.org

CWEA
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HELP!

Staff are here to help you!

Two open office hours, hosted by Phil Miller and
Cris Consunto, invites to follow:

 Thursday, Feb. 19, 12-Tom (Zoom)

« Thursday, March 5, 12-1om (Zoom)

CWEA
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HELP!

Board and other leaders are here to help you
Call or email for support, questions, etc.
 Your local section Board liaison

« NRC and SRC meetings

CWEA



QUESTIONS?

CWEA

/677 Oakport Street Suite 1030 Oakland CA 94621
510.382.7800 | www.cwea.org
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