
O&M Manual Revisions Log 

DATE SECTION REVISION SIGNATURE 



 
 
 

General System Information 
 

 
 

Water System Name 
  

System identification 
Number (PWSID) 
 

 

Location/Town 
  

System Owner 
  

System ORC 
  

 
 
 



Co
nt

ac
t 

N
am

e 
Co

nt
ac

t P
os

it
io

n 
Co

nt
ac

t A
dd

re
ss

 
Co

nt
ac

t P
ho

ne
 

N
um

be
r 

Co
nt

ac
t E

m
ai

l 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 

C
on

ta
ct

 L
is

t 
4



__
__

__
__

__
__

__
__

__
__

__
__

__
 O

rg
an

iz
at

io
na

l C
ha

rt
 

 
Organizational Chart

 
4



 

 

List of Primary Responsibilities: 

�  

�  

�  

�  

�  

�  

�  

�  

�  

�  

 

Requirements or Certifications 

�  

�  

�  

 

List of Additional Responsibilities: 

�  

�  

�  

�  

�  

 

 
 
Name:  

 
Job Descriptions

 
6



__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

_ 
P

ro
ce

ss
 F

lo
w

 D
ia

gr
am

 

 
System Maps 

 
3



M
as

te
r 

P
la

n
n

in
g 

Te
m

p
la

te
 -

 U
n

d
e

rs
ta

n
d

in
g 

Y
o

u
r 

R
o

le
 a

s 
an

 O
p

e
ra

to
r 

in
 M

as
te

r 
P

la
n

n
in

g 

To
p

ic
 

Q
u

es
ti

o
n

s 
to

 A
sk

 
Y

o
u

rs
el

f 
W

h
o

 H
as

 P
ri

m
ar

y 
R

es
p

o
n

si
b

ili
ty

 f
o

r 
Th

is
? 

W
h

at
 is

 M
y 

R
o

le
 a

s 
O

p
er

at
o

r 

So
u

rc
e

 W
at

e
r 


 

D
o

 y
o

u
 h

av
e 

en
o

u
gh

 
so

u
rc

e 
w

at
er

 t
o

 m
e

et
 

p
ro

je
ct

ed
 n

ee
d

s 
o

ve
r 

th
e 

n
ex

t 
2

0
 y

ea
rs

? 

 
 


 

D
o

 y
o

u
 h

av
e 

a 
so

u
rc

e 
w

at
er

 p
ro

te
ct

io
n

 
p

ro
gr

am
 in

 p
la

ce
? 

 
 

Fa
ci

lit
ie

s 
an

d
 

R
e

so
u

rc
e

s 


 

Is
 t

h
e 

ca
p

ac
it

y 
o

f 
th

e 
sy

st
e

m
 a

p
p

ro
p

ri
at

e 
to

 
m

e
et

 w
at

er
 d

e
m

an
d

s 
th

ro
u

gh
 t

h
e 

n
ex

t 
2

0
 

ye
ar

s?
 

 
 


 

Is
 t

h
e 

ca
p

ac
it

y 
o

f 
yo

u
r 

p
u

m
p

in
g 

sy
st

e
m

 a
n

d
 

d
is

tr
ib

u
ti

o
n

 s
ys

te
m

 
ad

eq
u

at
e?

 

 
 


 

Is
 y

o
u

r 
sy

st
e

m
 in

 
co

m
p

lia
n

ce
 w

it
h

 a
ll 

ap
p

lic
ab

le
 F

ed
er

al
 a

n
d

 
St

at
e 

o
f 

C
O

 r
eg

u
la

ti
o

n
s?

 

 
 


 

D
o

es
 y

o
u

r 
sy

st
em

 h
av

e 
ce

rt
if

ie
d

 p
er

so
n

n
el

 
ad

eq
u

at
e 

fo
r 

n
o

w
 a

n
d

 in
 

th
e 

fu
tu

re
? 

 
 


 

D
o

es
 y

o
u

r 
sy

st
em

 
p

re
p

ar
e 

an
 a

n
n

u
al

 
b

u
d

ge
t?

 

 
 

Fi
re

 P
ro

te
ct

io
n

 


 

D
o

es
 t

h
e 

w
at

er
 s

ys
te

m
 

h
av

e 
ad

eq
u

at
e 

st
o

ra
ge

 t
o

 
p

ro
vi

d
e 

w
at

er
 t

o
 a

ll 
cu

st
o

m
er

s 
an

d
 m

e
et

 f
ir

e 
fl

o
w

 r
eq

u
ir

em
en

ts
? 

 
 

 
Master Plan

 
3



  

Li
st

 o
f A

va
ila

bl
e 

O
&

M
 R

es
ou

rc
es

 

 
 

A
ct

iv
it

y 

Re
so

ur
ce

s 
 

SO
P 

M
an

uf
ac

tu
re

r’
s 

Sp
ec

ifi
ca

ti
on

 
Lo

g/
Re

co
rd

 K
ee

pi
ng

 
Fo

rm
 

H
av

e 
N

ee
d 

H
av

e 
N

ee
d 

H
av

e 
N

ee
d 

Operational 

 
� 

� 
� 

� 
� 

� 
 

� 
� 

� 
� 

� 
� 

 
� 

� 
� 

� 
� 

� 

 
� 

� 
� 

� 
� 

� 

 
� 

� 
� 

� 
� 

� 
 

� 
� 

� 
� 

� 
� 

 
� 

� 
� 

� 
� 

� 
 

� 
� 

� 
� 

� 
� 

 
� 

� 
� 

� 
� 

� 

 
� 

� 
� 

� 
� 

� 

 
� 

� 
� 

� 
� 

� 

 
� 

� 
� 

� 
� 

� 

Maintenance 

 
 

 
 

 
� 

� 
� 

� 
� 

� 

 
� 

� 
� 

� 
� 

� 

 
 

 
 

 
� 

� 
� 

� 
� 

� 

 
� 

� 
� 

� 
� 

� 

 
� 

� 
� 

� 
� 

� 

 
 

 
 

 
� 

� 
� 

� 
� 

� 
 

� 
� 

� 
� 

� 
� 

 
� 

� 
� 

� 
� 

� 

 
� 

� 
� 

� 
� 

� 

 
O & M Planning

 
4



   
D

at
e 

Ti
m

e 
O

pe
ra

to
r 

In
iti

al
s 

C
hl

or
in

e 
R

es
id

ua
l 

In
flu

en
t 

m
et

er
 

re
ad

in
g 

Fl
ow

 
(g

pm
) 

P
um

p 
se

tti
ng

 

S
ol

ut
io

n 
ta

nk
 

le
ve

l  
C

om
m

en
ts

 
R

es
po

ns
e 

ac
tio

ns
 ta

ke
n 

TA
R

G
ET

 
  

  
  

  
  

  
  

1 
  

  
  

  
  

  
  

  
  

  
2 

  
  

  
  

  
  

  
  

  
  

3 
  

  
  

  
  

  
  

  
  

  
4 

  
  

  
  

  
  

  
  

  
  

5 
  

  
  

  
  

  
  

  
  

  
6 

  
  

  
  

  
  

  
  

  
  

7 
  

  
  

  
  

  
  

  
  

  
8 

  
  

  
  

  
  

  
  

  
  

9 
  

  
  

  
  

  
  

  
  

  
10

 
  

  
  

  
  

  
  

  
  

  
11

 
  

  
  

  
  

  
  

  
  

  
12

 
  

  
  

  
  

  
  

  
  

  
13

 
  

  
  

  
  

  
  

  
  

  
14

 
  

  
  

  
  

  
  

  
  

  
15

 
  

  
  

  
  

  
  

  
  

  
16

 
  

  
  

  
  

  
  

  
  

  
17

 
  

  
  

  
  

  
  

  
  

  
18

 
  

  
  

  
  

  
  

  
  

  
19

 
  

  
  

  
  

  
  

  
  

  
20

 
  

  
  

  
  

  
  

  
  

  
21

 
  

  
  

  
  

  
  

  
  

  
22

 
  

  
  

  
  

  
  

  
  

  
23

 
  

  
  

  
  

  
  

  
  

  
24

 
  

  
  

  
  

  
  

  
  

  
25

 
  

  
  

  
  

  
  

  
  

  
26

 
  

  
  

  
  

  
  

  
  

  
27

 
  

  
  

  
  

  
  

  
  

  
28

 
  

  
  

  
  

  
  

  
  

  
29

 
  

  
  

  
  

  
  

  
  

  
30

 
  

  
  

  
  

  
  

  
  

  
31

 
  

  
  

  
  

  
  

  
  

  

Ro
ut

in
e 

O
pe

ra
tio

ns
 L

og
 fo

r P
W

SI
D#

 _
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

_ 

 
Operation SOP/Logs

 
17



 

Maintenance Item  
Vendor Contact #  
Model #  
Serial #  
Installation Date  
Installation Location  
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Spare Parts 
 

Spare Part List (From Manufacturer) Spare Parts Inventory 
Part Item # Part Number of Spare 

Parts 
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Rates Operations and Maintenance

Fees and Services Salaries and Benefits

Hookup Charges Contract Operation

Grants & Loans - e.g. SRF Maintenance
Other Sources - e.g. interest Power and Other Utilities

Regulatory Fees

Treatment Chemicals

Monitoring/Testing

Transportation

Materials, Supplies, and Parts

Office Suplies

Miscellaneous

General and Administrative 

Engineering and Professional Services

Insurance

Debt Service

Miscellaneous

Reserve Funds

O&M Reserve

CIP Reserve

Other Reserve

Capital Projects

Multi-year/Recurring

One time

Total Revenue/Income -$                -$                -$                -$                -$                Total Expenses -$                -$                -$                -$                -$                

2011 2012 2013 2014 2015
                           Number of Customers: 

Average Monthly Revenue Needed per Customer: 
(total expenses ÷ # of customers ÷ 12)

ExpensesRevenue/Income 2011 2012 2013 2014 2015 2011 2012 2013 2014 2015
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Date Worksheet Last Updated:

    

1 Assest from Asset Inventory
2 For Budget Template

Asset Management Plan

Asset1 Activity Type Justification
Years until 

Action Needed Funding Source2Explanation Priority Rank Type of Expense

Description Prioritization Funding

Total Estimated Cost Cost Per Year

Purchase 
Project 
Ongoing 
Other 

High 
Medium 
Low 

O&M 
Capital 

One time 
Recurring 

O&M 
CIP 
Loan 
Other 

Purchase 
Project 
Ongoing 
Other 

Purchase 
Project 
Ongoing 
Other 

Purchase 
Project 
Ongoing 
Other 

Purchase 
Project 
Ongoing 
Other 

Purchase 
Project 
Ongoing 
Other 

Purchase 
Project 
Ongoing 
Other 

Purchase 
Project 
Ongoing 
Other 

Purchase 
Project 
Ongoing 
Other 

Purchase 
Project 
Ongoing 
Other 

High 
Medium 
Low 

High 
Medium 
Low 

High 
Medium 
Low 

High 
Medium 
Low 

High 
Medium 
Low 

High 
Medium 
Low 

High 
Medium 
Low 

High 
Medium 
Low 

High 
Medium 
Low 

O&M 
Capital 

One time 
Recurring 

O&M 
Capital 

One time 
Recurring 

O&M 
Capital 

One time 
Recurring 

O&M 
Capital 

One time 
Recurring 

O&M 
Capital 

One time 
Recurring 

O&M 
Capital 

One time 
Recurring 

O&M 
Capital 

One time 
Recurring 

O&M 
Capital 

One time 
Recurring 

O&M 
Capital 

One time 
Recurring 

O&M 
CIP 
Loan 
Other 

O&M 
CIP 
Loan 
Other 

O&M 
CIP 
Loan 
Other 

O&M 
CIP 
Loan 
Other 

O&M 
CIP 
Loan 
Other 

O&M 
CIP 
Loan 
Other 

O&M 
CIP 
Loan 
Other 

O&M 
CIP 
Loan 
Other 

O&M 
CIP 
Loan 
Other 
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