ELECTED OFFICIALS’
MANAGEMENT FOR RURAL
UTILITIES

ONLINE Training: March 2- March 10, 2023

The State of Alaska Department of Commerce, Community, and Economic Development, Division
of Community and Regional Affairs through the Rural Utility Business Advisor (RUBA) program is
sponsoring an Elected Officials Management for Rural Ultilities class online. In response to survey
responses from our communities indicating online trainings would be a beneficial the RUBA program
is now offering utility management courses online. The Elected Officials Management for Rural
Utilities online training runs from March 2 to March 10, 2023.

WHAT WILL I LEARN? The skills and knowledge needed for elected officials’ management of a
small water and wastewater utility. Topics include an overview of government, roles and
responsibilities, meetings, ordinances and resolutions, policies and procedures, financial management,
and sustainability.

WHO SHOULD TAKE THIS COURSE? Municipal clerks, utility clerks, treasurers, bookkeepers,
managers, administrators, chiefs, mayors, and council members who are involved in the managerial
and financial operations of the utility.

BENEFITS OF A TAKING A RUBA COURSE: RUBA free training courses can help an
organization’s staff be more successful in their job and earn the
community Best Practice Program points for state and federal grants. Best Practice
scores account for 15% of the points possible for SDS project scoring and 40% of the points possible
for CIP project scoring. Water/Wastewater operators can also earn 3.2 core CEUs for taking a
RUBA training course.

The new course format is a mix of online reading and exercises combined with daily interactive video
teleconferencing. Participants will need a good Internet connection, video camera, headset with a
microphone, and a quiet workspace to interact with the other participants through video
teleconferencing. You may want to consider childcare for the time you are on the two-hour daily video

calls.

If you have questions or want to test your computer’s capability, please contact Jed Cox, LGS 111, at (907)
269-4614.

Bandwidth Requirements:
. 800kbps/1.0Mbps (up/down) for high quality video.
. For gallery view and/or 720p HD video: 1.5Mbps/1.5Mbps (up/down)




. Receiving 1080p HD video requites 2.5mbps (up/down)
. Sending 1080p HD video requires 3.0 Mbps (up/down)

To check your bandwidth, you can go to https://fast.com/

Recommended Software:
Windows Machines:
. Google Chrome, Firefox
e Most current version of Java installed on with all other versions fully removed
*  Most current version of Adobe Flash installed
e Pop-up blocker disabled
e Third-party toolbars disabled
Apple Macintosh:
. OSX Tiger, Leopard, Snow Leopard, or higher version
e Safari 3.0 or higher for your browser (Or utilizing the Mac versions of Chrome or Firefox)
e Pop-up blocker disabled
e Third-party toolbars disabled

HOW DO I REGISTER? You may register by clicking the link below to register.
DEADLINE FOR REGISTRATION IS FRIDAY February 17 at 1:00PM

Register at https://arcg.is/OKXvOL

Contact Jed Cox at jed.cox@alaska.gov
or your Local Government Specialist if you have any questions.

Jed Cox

Local Government Specialist III

Division of Community & Regional Affairs
550 West 7th Avenue, Suite 1640
Anchorage, Alaska 99501

Phone: 907.269.4614

Fax: 907.269.4539

Email: jed.cox@alaska.gov



https://fast.com/
https://arcg.is/0KXv0L
mailto:jed.cox@alaska.gov
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Elected Official’s Management for Rural Utilities Syllabus

Instructors
RUBA Staff

Phone
(907) 269-5939

Fax
(907) 269-4563

Office Locations
Anchorage
Bethel
Dillingham
Fairbanks

Juneau

Kotzebue

Nome

Course Content

Course Overview

The course builds the skills and knowledge needed for the elected official’s management of a small water
and wastewater utility in rural Alaska. The instructors present seven lessons with topics that include an
overview of government, roles and responsibilities, meetings, ordinances and resolutions, policies and
procedures, financial management, and sustainability. See “Course Content” below for details within each
lesson.

The course is 32 hours long and can be taught online using a learning management system or in person at
one of our office locations. If the course is taught in person travel scholarships are available for those who
successfully complete the class.

Who Should Take the Course?

Municipal clerks, utility clerks, treasurers, bookkeepers, managers, administrators, chiefs, mayors, and
council members who are involved in the managerial and financial operations of the utility. In the RUBA
program’s partnership with the Department of Environmental Conservation, water and wastewater
operators can earn 3.2 core continuing education units (CEUs).

Operations and Maintenance Best Practices
The course qualifies for Operation and Maintenance Best Practices points used to determine eligibility and

prioritization for community sanitation projects. Here is the link to more information about Best Practices.

Operations and Maintenance Best Practices

Homework and Attendance Policy
Students are expected to attend each day, read lesson materials before class, participate in discussions and
lesson exercises take a pre-test and post-test, and draft action plans to take back to their communities.

Additional Information
Here is the link to more information about the RUBA program, our approach to helping communities, and

class offerings.

Rural Utility Business Advisor Program

Lesson Subject
Lesson 1: = Welcome/Introductions
Overview of Government = RUBA Program Overview
= The Purpose of Government
= Three Levels of Government
= The Creation of Local Government in Alaska

= Duties of Local Government

= (lassification of Municipal Governments in Alaska
= Serving on a Governing Body

= Rules and Laws affecting Local Governments

= Communicating with the Public


https://dec.alaska.gov/water/technical-assistance-and-financing/best-practices/
https://dec.alaska.gov/water/technical-assistance-and-financing/best-practices/
https://www.commerce.alaska.gov/web/dcra/RuralUtilityBusinessAdvisorProgramRUBA.aspx

Lesson 2:
Roles and Responsibilities

Authority of Municipal Governments
Duties of Municipal Governments

The Role of Elected Officials

Ethics in Government

How to be an Effective Council Member
Council and the Administrative Staff
Council and the Public

The Organizational Chart

The Mayor

Municipal Manager Form of Government
The Municipal Clerk

The Municipal Treasurer

The Municipal Attorney

Lesson 3:
Meetings

Lesson 4:
Ordinances and Resolutions

Lesson 5:
Policies and Procedures

Lesson 6:
Financial Management

Lesson 7:
Sustainability

= Types of Meetings

= Notice of Meetings

= Agendas

= Parliamentary Procedure
= Meeting Minutes

= What is an Ordinance?

= Codifying Your Ordinances

= How to Develop a Code

= How to Amend an Ordinance
= How to Repeal an Ordinance
= What is a Resolution?

= What are Policies and Procedures?

= The Role of the Elected Official

= Developing Policies and Procedures

= Types of Policies and Procedures

= Implementing Policies and Procedures
= Facilities, Vehicles, and Equipment

= What is Financial Management?
= Accounting

= Budgeting

= Reporting

= Utility Rate Setting

= Business Plan

= Insurance

= What is Sustainability?

= The Challenges Facing Rural Utilities

= Your Responsibility as an Elected Official
= Best Practices
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