
Frequency Task

Daily ● Monitor Email Account (palvalgid@gmail.com) & Respond as Appropriate

Weekly ● Respond to Maintenance Requests, Forward Requests to OM, Log Requests 

● Send Road Maintenance Request Log to OM and BCC to all Trustees

Monthly ● Agenda (Draft): Send to Pres, Board Sec, OM, & Atty for Review & Approval

● Agenda - Final:  Send to Webmaster, Board & Staff, Constituents (bcc), and Post to State's Website (after 

posted to PVGID website)

● Attend Meetings by phone to report on various Agenda Items

● Work with Webmaster to have content posted to the Website

● Review Meeting Minutes - Draft (Currently still writing the minutes)

● Finalize Meeting Minutes - After Meeting As Written or As Amended and Send to Webmaster, Board & Staff, 

Constituents (bcc)

● Operations Report - Proof Report from OM

● Roadwork and Requests Report - Update with Requests & Roadwork Done

● Transaction Report from Bookkeeper - Review

● Estimated Operating Funds Report (Monthly Budget Report)

● Capital Outlay Spending Tracking - Budget to Actual

● Calendar of Important Dates - Keep Up-to-Date for Reporting at Meetings

● Vendors/Bills:  Assist Bookkeeper with Vendors and Bills when necessary

● Well Meter Readings Submit to State & Maintain water usage reports

Quarterly ● Quarterly Economic Surveys

Annually ● Budget

● Audit - Primary Contact for Audit Team (Work with Bookkeeper)

● Depreciation Schedules (for Audit)

● Calendar of Important Dates - Update with Local Govt Financing Calendar

● Insurance - Auto/Equip/Bldgs/Liability - Renewal Application

● Worker's Comp Audit (Assist Bookkeeper)

● Employee Health Insurance Renewal

● Annual Fiscal Reports (Publish in Newspaper)

● Indebtedness Report/CIP

● Conduct Online Federal Motor Carrier Safety Administration (FMCSA) Querries

● Occupational Injuries and Illnesses Report

● Reserve Shooting Range Classroom for the Upcoming Year

Occasionally ● Banking

● Update Board Member's Handbook

● Update Employees Handbook

● Assist with Contracts & Public Works Projects Compliance

● Assist with Grants & Grant's Compliance

● Report Insurance Adds and Deletes of Assets

● Agency Review of Planning Matters ( Special Use Permits, Divisions of Land, etc.)

● Access to District Rights-of-Ways Review (Assist OM)

● Type Up Resolutions, Letters, & Other Correspondence

● Water Rights Proof of Beneficial Use/Extensions - Liaison w/Water Rights Surveyor

● Aggregate Surfacing Spending Tracking - Budget to Actual

NEW Assistant to the Secretary as of September 19, 2023, Kersten Schreier

● Meeting Preparation:  Meeting Packets for Board & Staff and Extra Copies of All Meeting Handouts for the Public, 

Sign-in Sheet

● Attend Meeting:  Record Meeting; Take Notes; Get any documents signed

● Post-Meeting: Upload/send meeting audio recording; File agenda, agenda posted stmt, all handouts, and sign in 

sheet in minutes binder; File final minutes in binder

● Write Up Meeting Minutes - Draft (Pending)

● Filing and Records Retention

CATHY GLATTHAR, ASSISTANT TO THE BOARD - CURRENT LIST OF TASKS & FREQUENCY

As of October 9, 2023



 

 

 

 

 

 

PALOMINO VALLEY GENERAL IMPROVEMENT DISTRICT 

 

RESOLUTION NO. F23-R1 

 

AMEND RESOLUTION F20-R1 

ROADS ACCEPTED FOR MAINTENANCE AND 

LEVEL OF MAINTENANCE DESIGNATIONS 

 

WHEREAS, in an effort to remove any ambiguities regarding improvements to previously-

designated “Seasonal Roads,” and to add a list of those “Seasonal Roads” from Resolution F77-

R4, this resolution will only change the language of Item #3 of Resolution No. F20-R1. 

 

NOW, THEREFORE, be it RESOLVED: 

 

1. This resolution supersedes previous resolutions F77-R4, F93-R1, and F06-R1 for 

maintenance of existing roads. 

2. Acceptance of new roads for maintenance is covered by Resolution No. F16-R2. 

3. The classification of “Seasonal Roads” described in previous Resolution No. F77-R4 is 

hereby terminated.  These six roads, as follows, will be elevated to LOM 3: 

1. Right Hand Canyon Road - from the end of the existing pavement to the cul-

de-sac 

2. Wrangler Road - all 

3. Quaking Aspen Road - from the west line of Section 5, T 21N, R 22E, to the 

end 

4. Microwave Road - all [N/A - Road dropped from the List of Accepted 

Roads in 2006] 

5. Curnow Canyon Road - all 

6. Space Test Road - all 

Residents on roads previously listed as seasonal who desire to have road improvements 

beyond normal grading shall bear the cost of road improvements.  It will not be the 

responsibility of the PVGID to upgrade these roads except where deemed practical and 

cost effective by the Board.  These roads shall be maintained in their present condition 

and width. 

4. The list of Palomino Valley GID Accepted Roads and Level of Maintenance Amended 

August 20, 2020 is attached and made a part hereto.  This list should be reviewed and 

possibly updated every ten (10) years as growth occurs within the District. 

ATTACHMENT 
October 19, 2023 Meeting  Agenda Item 6.c. 

Proposed by Trustee Patterson 
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5. Upon a resolution to add, delete, or change the level of maintenance for an accepted road, 

the Board of Trustees must draft a resolution to amend the list of "Accepted Roads and 

Level of Maintenance." The resolution must include the following:  

 Name of Road 

 Portion of Road to be Added or Deleted (if applicable) 

 Number of Miles to be Added or Deleted (if applicable) 

 Level of Maintenance Designation (1, 2, or 3) 

 

6. The Level of Maintenance designation for each road or road segment was based on the 

level of traffic when Resolution No. F06-R1 was written in 2006, and generally correlates 

with the number of residences served.  The LOM classifications are not a guarantee of 

how many times a year any particular road segment will be graded since other factors 

such as weather events, and subgrade soil characteristics are also involved.  The 

Operations Manager shall, on a regular basis, survey roadways and establish priorities for 

maintenance.  Requests for maintenance received from residents shall be analyzed by the 

Operations Manager who will determine validity and establish priorities for grading and 

other maintenance.   The LOM designations set standards that can be used as a guide with 

the understanding that in certain situations a road may require repair or maintenance that 

is not commensurate with its LOM, but is necessary to keep a road serviceable. 

7. Roads throughout the District will not be maintained when weather and/or road 

conditions are unsafe or hazardous to GID personnel and/or equipment. 

 

BE IT FURTHER RESOLVED that this Resolution be spread at large upon the minutes or 

attached thereto. 

 

Upon motion by Trustee ______, and seconded by Trustee ______, the foregoing Resolution was 

passed and adopted this ____ day of ________, _______ by the following vote: 

 

AYES:   

NAYS:   

ABSENT:   

ABSTAIN:   

 

 

Board of Trustees of the Palomino Valley General Improvement District 

 

By:         

  Thomas Baker, President 

 

 
 

NOTE:  This Resolution cannot be amended or cancelled without a vote of the PVGID Board of Trustees. 















 

 

 


