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FILE NO. 180246 | RESOLUTIO NO.

[Noe Valley Community Benefit District - Annual Report - FY2016-2017]

Resolution receiving and approving an annual report for the Noe Valley Comrﬁunity
Benefit District for FY2016-2017, submitted as required by the Property and Business
Improvement District Law of 1994 (California Streets and Highways Code,

Sections 36600, ef seq.), Section 36650, and the District’s management agreementtwith

the City, Section 3.4.

WHEREAS, On June 7, 2005, pursuant to the Property and Business Improvement
District Law of 1994 (the “Act”), California Streets and Highways Code Sections 36600 et
seq., as augmented by Article 15 of the San Francisco Business and Tax Regulations Code,

the Board.of Supervisors adopted Resolution No. 420-05, expressing the City's intention to

| establish the Noe Valley Community Benefit District (the “Noe Valley CBD"); and

WHEREAS, On August 2, 2005, the Board of Supervisors adopted Resolution
No. 583-05 establishing the Noe Valley CBD ("Resolution to Establish") for a period of 15
years, commencing FY2005-2006; and ‘

WHEREAS, On January 10, 2006, the Board of Supervisors édopted Resolution
No. 13-06, authorizing an agreement with the owners' association for the |
administration/management of the Noe Valley CBD, and a management agreement (the
“Management Contract”) with the owners' association, the Noe Valley Association, A
Community Benefit District, was executed accordingly; and

WHEREAS, A copy of the Management Contract is on file with the Clerk of the Board

“of Supervisors in File No. 051967; and

WHEREAS, On March 21, 2017, the Board of Supervisors approved the Noe Valley
CBD’s annual reports for FY2015-2016 in Resolution No.093-17; and

Supervisor Sheehy |
BOARD OF SUPERVISORS . Page 1
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WHEREAS, The Noe Valley CBD has submitted for thve Board’s recéipt and approval
the annual report for FY2016-2017 és required by Section 36650 of the Act and Section 3.4 of
the Management Contract; and |

WHEREAS, The annual report for FY2016-2017 is on file with the Clerk of the Board of
Supervisérs in File No. 180246, and is incorporated herein by reference as though fully set
forth; and |

| WHEREAS, Supporting documents, including, but not limited to, a transmittal letter and
memorandum report from the City's Office of Economic and qukforce Development, dated
February 13, 2018, and documentation from the Noe Valley CBD for the FY2016-2017 annual
report are on file with the Clerk of the Board of Supervisors in File No. 180246; now, therefore,
be it |

RESOLVED, That the Board of Supervisors hereby receives and approves the annual

report for the Noe Valley Community Benefit District for FY2016-2017.

Supetrvisor Sheehy
BOARD OF SUPERVISORS Page 2
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Presented in Committee - May 16, 2018

Noe Valley

Community Benefit District

SAN
ﬂmbzﬂmﬁo

Office of Economic and Werkforce Development




Legislative Overview

Cummunity Benefit Districts (CBDs) /

Business Improvement Dlstncts (BI

....

govemed by:
— State law
o “1994 Act”

— Local law
o “Article 15”

BTYSAN

el
Office of Econom

je-and Workforce Developent

IDs) are

2253



ReVi:e:w; Process

This resolutlon covers the Annual Report for
FY 2016 2017 |

"o OEWD ensures that all CBDs/Ble are meetmg the
management plans.

e OEWD staff conducts an annual review of Annual
Reports and CPA Financial Reviews.

e OEWD provides the Board Supervusors with a ”
- summary memo.

SAN
%EE.RMC'DSEQ
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ﬁSAN :
FRANCISCO

orﬂce of Economn— and Workforce Development

Parcel Map

Noa Valley Asscclatiorn- A Gommunity Henefite Disfrict
Address Rangs Map

Btrawt Address Yeres
SAEERS e SARSIORE SR0ER

Addreas Sarlon

Btreet |/
VYicksburg St.. 250-300
Ghurch St. 1985 <1217

Z4th 8L, 37a2~.4318
Dinrnond Sty 720~ 824
Gaslra B 1232~ 1420,
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'NVCBD Formation

Assessment Year

Budget* Established

Property-Based $ 230,138 2005

*budget idébtifiediin management plan

BNSAN |
!EFRANClsco

Office of Ecanomic and Workforce Development

Expires

June 30, 2020
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'NVCBD Operations

o Staff

— Executive Dire,gtbr— Debra Niém_a.nn
® Sewnce Areas
— Public Rﬂghts of Way and Sidewalk Operations (PROWSQO)

o This program includes street maintenance, beautification, and safety services.

—  Contracts with Curb Appeal to provide sidewalk cleaning and beautification services.

—  During the holiday seasons, NVA hires San Francisco Patrol Special
District ldentity and Street Improvements (DISI}-

e This program area is allocated for public space development. .

- —  Promote the district through a strategic marketing materials,

—  Sponsor-special events in the district such as farmer’s markets and street festivals.

— Administration and Corporate Operations

o Admin and operations includes oversight of service contract, implementation of major .

projects, staffing the Board of Directors and Committees, and general day to day oper-ations.L

Office of Econorn ~and Workforce Development
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BENCHMARKS

OEWD’s staff fe‘viewed the fol’leWin‘g budget related
benchma r;ks for NVCBD:

Benchmark 1 — Whether the variance béftwveen the budget amounts for each service .
A category was within 10 percentage points from the management plan.

Benchmark 2 Whether five percent {(5%) of NVCBD’s actuals came from sources other
- than assessment revenue. : '

Benchrhark 3 - Whether the variance between the budget amounts for each service
category was wn:hm 10 percentage points from the actuals.

Benchmark 4 - Whether CBD .is indicating the amount of funds carried over from the
current fiscal year and designating projects to be spent in the upcoming fiscal year.

SAN
FRANCISCO

Offlce of Economic and Worlforce Development ‘
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& NansAssessment Revenue & Spedal Benefit Assessments

- FY 2014 -2015

. u Non-Assessment R'évepue 10%
u Special Beriefit Assessments 90%

- FY 2015 - 2016 ~

£ Non-Assessmant
Revenue ..30%

w$peckil fenell
Assessments 99.70%

Special Assessment
Revenue 91.82%

B Non-Assessment
- Revenue 8.18%
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- Budget vs Actuals

Service Category

‘Public Rights of Way
-and Sidewalk
Operations

District Identity and
Street Improvements

Administrative
Expenses

| Contingency/ Reserve

2w FRANCISCO

Office of Economic and Workforce Develapment

FY 2013-14
Variance
% Points

FY 2014-15
Variance
% Points

FY 2015-16
Variance
% Points

FY 201617

Variance
% Points
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Carryover

Designated Projects

- PROWSO
DIsl

ADMIN

CONTINGENCY and RESERVE

- Total Designated Amount

FNSAN
!EFRA-NC!SCO o

Office of Ecanomlc and Workforce Development

FY 2016-17

$151,227.75
$20,793

$30,254.25

$15,246.75

$217,500
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In completing the review of the NVCBD’s annual reports and
financials, OEWD sets forth the following recommendatnonsa

- CBD waﬁl sunset in 2020, OEWD is workmg wrth CBD to prepare for their
renewal campaign

+ CBD did not meet Benchmark 1 and has historically not met it due to
~ structural weakness in management plan. OEWD anticipates that upon
- CBD renewal, the district will be able to fully meet this requirement by
updating thenr management plan appropriately

¢ CBD improved in meeting benchmark 2 and were able to raise 8% more
in non-assessment revenue compared to the previous fiscal year

Although the CBD did not. meet one benchmark, it has overall
performed well in implementing its service plan. Board is active. CBD
has successfully sponsored various events, including the activation of

- Noe Valley Town Square. OEWD wiill contmuaﬂ!y work with the CBD
t@ ensure it meets benchmarks

BTNSAN
P4 R FRANCISCO

Office of Economic and Workfarce Development

ndations and C onclt Sl
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- Noe Valley Association
A Community Benelit District
noevalleyassociation.org

AVAY,

ook

M
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Noe Valley Association = 5.2,

A Communily. Bensfit District & 5
noevalleyassotiation.ory

Noe Valley Association- A Community Benefits District
Address Range Map

Straet Address Serias
24th St. ' 3782-4316
Diamond:St, 729 - 824

Castro St. 1233 ~ 1420

Straet Address Series
Vickshurg St. 250~ 300
Church St, 1185 -~ 1211
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ctive Committees

Green Committee - St’reetscape Improvements

ey
for
q

Lz
Ty
& L]

Noe Valley Association N
< A Communily Benefit Dislrict :
noevalleyassociction.org '

— o) -
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Community Event Marketing
in partnership with the Noe Vall

Noe Valley Assodiation
A Community Benefit District
noevalleyassodiaiionorg

ey Merchants & Professionals Association

PetTing Zoo. Musie, Family fun,
wiw.noevalieysummerfest.com

NVMPA com
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Community Event Marketing ..
in partnership with the Noe Valley Merchants & Professionals Association

NVMPA.com

o | | ‘www.24;o~n24th.¢-o‘m

Noe Valley Associalion
A Community Benefit District
noevalleyassociation.org ] : -
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Noe Valley Association
A Communily Benefit District
noevalleyassocidtion.org

Organizations

Noe Valléy Merchants &
Professionals Association

http://www.noevalleymerchants.com

Friends of Noe,VaHey |

http://friendsofnoevalley.com

Noe Valley Town Square

http://noéva!leytownsquare'.cqm
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* OEWD grant of $21 ,000 for new public seating benches and

tables and’chairs at two parklets

2017 - present |

* Fiscal agent for activating the
‘Noe Valley Town Square

LR

Ly

Noe Valley Association
A Communily Benefit District
noevalleyassaciation.org
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Annual NVA Easter Egg Hunt

., Easter Egg Hunt
41 Saturday
® March 31st

10am - noon

Douglass Park
(Douglass St, @ Clipper) Ty,

An annual: MNoe Valley Asscciation community event

Many"thanks to our generous.sponsors)

The Roddick
Family Trust

COMPASS

The annual NVA egg hunt takes place the Saturday before
Easter Sunday. This is a.free event open to the community

Noe Valley Association

A Communily Benefit Dishict ~~ * and supported by local businesses.

noevalleyassociationory
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Day to Day Operations

Current examples:

Noe Valley Assacialion
A Communily Benefit District
noevcilleyassociation.org

-

hAn'nuaI removal of 198 bulky trash items

Annual removal of 322 graffiti marks, stickers
10 annual power washings of sidewalks

24 flower baskets hung every six months

17 garbage cans painted annually |

16 Planter boxes replanted every six months

6 large sidewalk garden areas maintained monthly

244 trees on annual trimming schedule, with tree wells filled
with decomposed granite or bark on an as-needed basis

"NVA employs two. full-time street porters

11 Core Volunteers for events

2272



Challenges

"Wbrki h__g with SF Recreation & Parks
the Noe Valley Town Square.

£

Noe Valley Association l
A Communily Benefit District
noevalleyassociation.org

-
-
o

Departmént to activate

2273
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Opbo;rtﬁfnities |

Time to conduct a new
long term plan for the
district based on

community input similar
to original created in
2006.

Noe Valley Association
- A Communily Benefit District
noevalleyassociation.org

‘Noé \/a“eg’s 24th Street

AR rban \/i“age

s

. Plan prepared by 1
URBAN ECOLOGY 1.

MM
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" Projects + Visions -

e Murals on large blank walls | |

~* Improve'greening of NVTS
* Countdown signals. | |

Noe Valley Association |
A Community Benefit-Distict
noevalleyassociation org

2275



Projects + Visions = Advocacy

Based on OEWD
Research of Retail
Environment; Work
with.community and

NV Merchants to
modify the planning
code for 24t Street

Noe Valley Associction .
A Communily Benefit Dislich .-
noevalleyassociationorg .

2276



‘Projects‘+’ Visions = Advocacy

"

Continue to act as fiscal agent for Town Square to
ensure success and utilization of new public space.

Noe Valley Association ' -
A Communily Benefit District o
noevallevassocialion.org

A
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Noe Valley Association
A Community Benefit Dishrict
noevallsyassociation.org -
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The Noe Valley Assoclatlon was established
In August-2005 as a flfteen-year CBD. The
NVA recelves an-annual spécial assessment
from the 218 propertles In the district, .A
map of the district Is Included on the
enclosed Invitation tothe property owner
meeting, ahd [s posted on the NVA webslte,

Financial Position as of June 30, 2017

The NVA employs Accounting Results, inc, for
bobkkeepling services. For our annual account
review, the NVA agaln hired Crosby-and Kaneda
Accountants for the 2016717 flscal year. The ﬂgures
below are the unaudited numbers.

~ The review will be completed In August; the final

report-will be avallable In'September-at the-annual -

property owner meeting, on the NVA webslte, or
by request to the Executlve Director.

REVENUE

Assessments $267,675
Grants {OEWD) : 21,000
interest 686
Total Revenue $289;341
DISBURSEMENTS

Sldewalk Operations $162,065
Streetscape 48,336
Administration 79,685
Total Disbursements $290,086
Contingency Fund for 2016/17 )
Balance in'Restricted Funds $ 217,500
Balance-In Unrestricted Funds $ 27441

‘Assessment Methodology

The Noe Valley Association Community
Betiefit District Is funded.through an'anial
assessment from businesses and property
owners In the district. The CBD Initlally
assessed propertles according to varlables
as follows: $0.164 per square foot of lot
slze + $8.83 per linear foot of lot frontage
+$0170 pet'square foot of non-exempted

bulldihg square footage. The NVA Board

may increase-the CBD fees between 1.9%

and 3% aninually; the In¢credses are never

more tlanthe Consumer Price Index (CPl).as
determined by the:U.S: Depariment of Labor,

As.provided by the Property and Business
Improvement Law of 1994, the CBD’s
assessment shall appear.as-a séparate
fine ltem called speclal assessment on the

annual property bill prepared by the Clty and.

County-of San Francisco,

For a'complete listing of 2016-2017 NVA
property assessments, please visit
www.noevalleyassocatlon.org

Thank youto Dlstrlct 23 SF Supervisor
Jeff Sheehy, who has been Instrumental
In providing additional resotirces to
Improve the 24th Street commercial
corrldor-expetlehce.

His understanding of the importance
of the Iocal commercial district, and his
committed efforts towards enhancing
its beneflt to Noe Valley property
owners. and the commuritty st large,

Is deeply appreclated.

The Noe Valley Assoclitlon welcomies your questions & feedback,
. Noe Valley Association « 1330 Castro Streef + SF+ CA = 94114
Please direct any questions to Info@noevalleyassoclation.org or call Delsra Niemann.at 415-519:0093.
??)é ThéNog Valley Assoclation Is-a registered 501(c)(3) organization. All contributions are fax-deductible fo the extent allowed by law,
(14 This'report Is printed o 100% recycled paper.

il

e

MNoe Valle

Communi

Y £

Association
ty Benefit District.

Annual R
2016=2
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Accomplishments - Cleaning, Greening
and Improving Noe Valley’s Commercial Corridor

The misslon of the Noe Valley Assoclatlon (NVA) Is to
advance the qualfty of life for property owners, merchants
and residents In.the Noe Valley nelghborhood. The NVA's
efforts towards clearniing, greenlhg and Improving the public
space and sldewalks In the commerclal cortldor relnforces

Sldewalk steam cleanings monthly, February — November 10

the viabllity of the community's-economic.base,

Noe Valley Town Square

Reroval of defacing graffitl, stickers and Improper slgnage 322
H Calls to 311 for pick-up of furniture, mattresses, tree limbs
Aﬂnuaﬁ g@TVﬂCES and PF'OEV'&mS and other large ltems and plck-up of palnt and other llegally 144
On-call Service Dispatch. Call {415) 574-5015 far the new Noe Valley Town Square, working with a dumped toxlc materfais
public area cleaning, maintenance and other non- ‘program manager to activate the Square: The'NVA Plck-up of bullcy trash Items, yard debrls, clothing, paint cans, 198
.emetrgency services. This service is avallable every alsb cohtinues to co-produce our popular muslc etc,; empting of over-flowing trash cans, retumn of abandoned
day from 7 a.m. to 5 p.m. in the parklets events, SummerFest in June, and shopping carts
. 24HolIDAYS on 24th Street In December. Visitor Directlons — requests by area visitors for assistance 91
Clean Team. NVA street porters sweep and ) answered by NVA street porters on site every day
weed sldewalks and guiters, remove graffitl, empty District Management. The NVA is administered Trees watered and weeded'by NVA gardener 209
overfllled public trash receptacles, and refresh paint by a non-profit management corporation governed ) §
on public poles, garbage cans and fire hydrants. by a board comprised largely of Noe Valley property Installed new public seating benches-with grant funding from 8- benches
owners and merchants. The board oversees SF Office of Economle and Workforce Development
Greenscape Management. The NVAs Streetscapé  NVA's part-time Executive Director, who monltors Planter boxes, sldewalk gardens watered and malntalned 27
Coramittee oversees providing gardens, benches, contracts, finances, and Insurance requirements;
planter boxes, flower baskets, parklets and other publishes Clity of San Franclsco mid-year and annual i Purchased and Installed new chalrs and tables in both 40 chalrs
nelghborhood streetscape improvements. The NVA's reports; supports NVA board committees, attends g £ parklets with grant funding from SF Office of Economic and 15 tables
part-time gardener malntains the health and Vitality of ~ San Franclsco Board of Supervisors hearings, and SE Workforce Development
all trees and plantings, Lx;an:;%ﬁt;h;mﬁevgebslte, emall communleations and g 5 Flower baskets watered and rehewed 27
4 = e § .
. =% 1s; t: the ts .- 3
Marketing-and Branding. The NVA supparts The Executive Director applles for City grants for g Public par[l; & ;;arkll et dMaIn le ngrg:\ﬁf he fltqwers/plan S
our economic base by creating a unigue sense of the NVA, an essential task as all major capital - yesr-rouna and reiateq require reports .
space, enhancing the 24th Street window-shopping lmj:rovel"nents In the district have been furjfied by Installed bike racks 4
;ax:;sr-legce; and promoting our nelg dhgorhood asan grants. To date, the NVA-has been awarded 14 Clty Successfully remoeved two underused pedestalnewsracks  16-boxes
nviting destinatlon for shopping and dining. grants totaling over $1.2 miflion dollars, the result of a
To-attract even more customers to 24th Street, the ; The NVA applled for and was awarded a $21,000 SF OEWD
: i record of well-managed and responsible maintalfiance
NVA Is helping to sponsor community events at of communlty Improvement investments. grant for new public seating benches, as well as new chalrs
5 ’ and tables for both parklets. The NVA was awarded a
$24,000 grant as flscal agent to actlvate the new Noe Valley
Town Square on 24th Street,
See Your
80 N %
@raffili, Trash or Views Malter.

2280

€leaning issues?

Annval Property Ouner Meeting
Hednesday, Septemhber 27
5PM-6:30PM

Beverages/Appetizers.
at Swann Group, 3848 24th Street

The NVA Is the fiscal sponsor for the new. Noe Valley Town Square — together we have Installed bright
new yeliow umbrellas and:produced community events Including the Town Square Dance, S'mores
and More, Live Muslc; Blankets and 8BQ, A Night of Romance & a Bingo night!

Ml Call/text Gurb Appeal
ﬂ (115)574-5015
Please leave a message with

* your concerns and contact Iinfo, or emall:
curb-appeal@sbceglobal.net

Your suggestions and Ideas are welcome; please emall Info@noevalleytownsguare.com.
Many thanks to local sponsors for thelr support.of communily events in Noe Valley.




NOE VALLEY ASSOCIATION,
A COMMUNITY BENEFIT DISTRICT

< FINANCIAL STATEMENTS
June 30, 2017 |

(WirtH COMPARATIVE TOTALS As OF JUNE 30, 2016)

CrosBY & KANEDA

Certified Public Accountants

Dedicated to Nonprofit Organizations
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NOE VALLEY ASSOCIATION,
A COMMUNITY BENEFIT DISTRICT

Contents

Independent Accountants' Review Report 1-2

Financial Statements:

Statement of Financial Position 3
Statement of Activities 4
Statement of Cash Flows 5
Statement of Functional Expenses 6
-10

Notes to the Financial Statements ‘ 7
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1970 Broadway, Suite 930

CroOsBY & KANEDA Oakland, CA 94612
Certified Public Accountants Tel: 510 - 835 - CPAS (2727)
. Fax: 510 - 835 - 5711

e-mail: admin@ckcpa.biz

Dedicated to Nonprofit Organizations
INDEPENDENT ACCOUNTANTS’ REVIEW REPORT

Board of Directors
Noe Valley Association, a Community Benefit District
San Francisco, California

We have reviewed the accompanying statements of financial position of Noe Valley Association, a
Community Benefit District (a nonprofit organization) as of June 30, 2017, and the related statements of
activities, cash flows, and functional expenses for the year then ended. A review includes primarily
applying analytical procedures to management’s financial data and making inquiries of Organization
management. A review is substantially less in scope than an audit, the objective of which is the
expression of an opinion regarding the financial statements as a whole. Accordingly, we do not express
such an opinion. ‘

Management’s Responsibility for the Financial Statements

Management is responsible for the preparation and fair presentation of these financial statements in
accordance with accounting principles generally accepted in the United States of America this includes
the design, implementation, and maintenance of internal control relevant to the preparation and fair
presentation of financial statements that are free from material misstatement whether due to fraud or error.

Accountants’ Responsibility

Our respongibility is to conduct the review engagement in accordance with Statements on Standards for

- Accounting and Review Services promulgated by the Accounting and Review Services Committee of the
American Institute of Certified Public Accountants. Those standards require us to perform procedures to
obtain limited assurance as a basis for reporting whether we are aware of any material modifications that
should be made to the financial statements for them to be in accordance with accounting principles
generally accepted in the United States of America. We believe that the results of our procedures provide
a reasonable basis for our conclusion.

Accountants’ Conclusion

Based on our review, we are not aware of any material modifications that should be made to the
accompanying financial statements for the year ended June 30, 2017 in order for themi to be in accordance
with accounting principles generally aceepted in the United States of America.

Report on Summarized Comparative Information

The accompanying summarized comparative information as of and for the year ended June 30, 2016 is
detived from financials that were previously reviewed by us and ‘we stated that we Wweré not aware of any

material modifications that should be made to those financial statements in order for them to be in
conformity with accounting principles generally accepted in the United States of America in our report
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dated September 20, 2016. We have not performed procedures in connection with that review engagement
since that date.

aide CPAs LLP

Oakland, California
October 18, 2017
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NOE VALLEY ASSOCIATION,
A COMMUNITY BENEFIT DISTRICT

Statement of Financial Position
June 30, 2017
(With Comparative Totals as of June 30, 2016)

2017 2016
Assets
Cash $ 246,392 § 263,778
Assessments receivable 11,368 12,078
Due from City . . 501 1,786
Total Assets : $ 258261 § 277,642
Liabilities and Net Assets

Liabilities

Fiscal agency liabilities $ 135§ -
Contingencies (Note 4)

Net Assets
Unrestricted ’ 256,626 276,142
Temporarily restricted (Note 3) 1,500 - 1,500
Total Net Assets ' 258,126 277,642
Total Liabilities and Net Assets $ 258261 § 277,642

See Independent Accountants' Review Report and
Notes to the Financial Statements
3
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NOE VALLEY ASSOCIATION,
A COMMUNITY BENEFIT DISTRICT

Statement of Activities
For the Year Ended June 30, 2017
(With Comparative Totals for the Year Ended June 30, 2016)

Temporarily Total
Unrestricted Restricted 2017 2016
Support and Revenue
Assessments revenue $ 265680 $ $ 265680 $ 261,226
Government grant 21,000 21,000 -
Donations 2,000 2,000 111
Interest 682 682 666
Net assets released from donor
restrictions (Note 5) 2,000 (2,000) - -
Total Support and Revenue 289,362 - 289,362 262,003
Expenses
Program 263,979 263,979 225,744
Management and general ‘ 35,969 : 35,969 25,509
Fundraising 8,930 8,930 6,520
Total Expenses 308,878 - 308,378 257,773
Change in net assets (19,516) - (19,516) 4,230
Net Assets, beginning of year 276,142 1,500 277,642 273,412
Net Assets, end of year. ‘ $ 256,626 $ 1,500 $ 258,126 § 277,642

See Independent Accountants' Review Report and
Notes to the Financial Statements
4
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NOE VALLEY ASSOCIATION,
A COMMUNITY BENEFIT DISTRICT

Statement of Cash Flows
For the Year Ended June 30, 2017
(With Comparative Totals for the Year Ended June 30, 2016)

2017 2016
Cash flows from operating activities: '
Change in net assets 3 (19,516) $ 4,230
Change in assets and liabilities:
Assessments receivable 710 (623)
Due from City 1,285 1,065
Fiscal agency liabilities . 135 -
Net cash provided (used) by operating activities (17,386) 4,672
Change in cash (17,386) 4,672
Cash, beginning of year 263,778 259,106

Cash, end of year $ 246,392 3 263,778

See Independent Accountants' Review Report and
Notes to the Financial Statements
5

22817



NOE VALLEY ASSOCIATION,

A COMMUNITY BENEFIT DISTRICT

Statement of Functional Expenses

For the Year Ended June 30, 2017
(With Comparative Totals for the Year Ended June 30, 2016)

Management Total :
Program and General  Fundraising 2017 2016

Salaries $ 25200 § 12,600 3 4200 § 42,000 $ 39,000
Payroll taxes 2,048 1,024 341 3,413 3,186
Accounting - 9,178 - 9,178 5,950
Fee for service 4,602 2,301 - 767 7,670 -
Advertising and promotions 12,544 6,272 2,091 20,907 15,060
Supplies 1,918 959 320 3,197 158
Postage 2 1 - 3 13
Telephone 324 162 54 540 1,603
Insurance 2,335 1,168 389 3,892 3,708
Street maintenance 162,065 - - 162,065 167,713
Streetscape improvement 48,335 - - 48,335 18,758
Payroll service 523 261 87 871 798
Travel, meals, meetings 2,332 1,165 389 3,886 1,600
Miscellaneous . 9 7 2 18 -
Dues, permits and fees 1,142 571 190 1,903 226
Donations 600 300 100 1,000 -

Total Expenses - % 263979 % 35969 % 8930 § 308878 $§ 257,773

See Independent Accountants' Review Report and

Notes to the Financial Statements

6
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NOE VALLEY ASSOCIATION,
A COMMUNITY BENEFIT DISTRICT

- Notes to the Financial Statements
For the Year Ended June 30, 2017
(With Comparative Totals for the Year Ended June 30, 2016)

NOTE 1: NATURE OF ACTIVITIES

The Noe Valley Association, a Community Benefit District (the Organization) is a
nonprofit organization founded by property owners, merchants and community members
in the Noe Valley neighborhood of San Francisco, California.

The Organization receives community benefit district assessment funds from taxes paid
by property owners and merchants.

NOTE 2: SIGNIFICANT ACCOUNTING POLICIES
Basis of Accounting

The accompanying financial statements have been prepared on the accrual basis of
accounting in accordance with accounting principles generally accepted in the United
States of America (GAAP). '

" Basis of Presentation

The Organization presents information regarding its financial position and activities
according to three classes of net assets: unrestricted net assets, temporarily restricted net
assets, and permanently restricted net assets. The three classes are differentiated by
donor restrictions.

Unvrestricted net assets — consist of resources which have not been specifically restricted
by a donor. Unrestricted net assets may be designated for specific purposes by the
Organization or may be limited by contractual agreements with outside parties.

Temporarily restricted net assets — represent contributions and other inflows of assets
whose use is limited by donor-imposed stipulations that expire by the passage of time or
can be fulfilled and removed by actions of the Organization pursuant to those
stipulations.

Permanently restricted net assets — represent contributions and other inflows of assets
whose use 1s limited by donor-imposed stipulations that neither expire by passage of time
nor can be fulfilled or otherwise removed by actions of the Organization, other asset
enhancements and diminishments subject to the same kinds of stipulations or
reclassifications from or to other classes of net assets as a consequence of donor-imposed
stipulations. There were no permanently restricted net assets as of June 30, 2017.

Contributions

Contributions, including unconditional promises to give, are recognized as revenues in
the period the promise is received. Conditional promises to give are not recognized until
they become unconditional; that is when the conditions on which they depend are
substantially met. Contributions of assets other than cash are recorded at their estimated
fair value at the date of contribution. Contributions to be received after one year are
discounted at an appropriate rate commensurate with the risks involved. Amortization of
the discount is recorded as additional contribution revenue in accordance with donor-
imposed restrictions, if any, on the contributions.
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NOE VALLEY ASSOCIATION,
A COMMUNITY BENEFIT DISTRICT

Notes to the Financial Statements
For the Year Ended June 30, 2017
(With Comparative Totals for the Year Ended June 30, 2016)

Unrestricted contributions and grants are recorded as.unrestricted revenue when received. - -

All contributions are considered to be available for unrestricted use unless specifically
restricted by the donor.

All donor-restricted contributions are reported as increases in temporarily or permanently
restricted net assets, depending on the nature of the restriction. When a restriction
expires (that is, when a stipulated time restriction ends or purpose restriction is
accomplished), temporarily restricted net assets are reclassified to unrestricted net assets
and reported in the statement of activities as net assets released from restrictions.

Assessments Receivable

Assessments rteceivable primarily consists of delinquent tax assessments owed by
property owners. Since the taxpayers will be subject to City enforcement procedures, all
assessments are considered to be fully collectible at June 30, 2017.

Although delinquent assessments are subject to penalties and fines, the Organization
believes that these amounts will be offset by delays in collections. Accordingly, no
receivable has been recognized for penalties and fines and the Organization has not
calculated the present value of this receivable.

Income Taxes

The Internal Revenue Service and the California Franchise Tax Board have determined
that the Organization is exempt from federal and state income taxes under Internal
Revenue Code Section 501(c)(3) and the California Revenue and Taxation Code Section
23701(d). The Organization has evaluated its current tax positions as of June 30, 2017
and is not aware of any significant uncertain tax positions for which a reserve would be
necessary. The Organization’s tax returns are generally subject to examination by federal
and state taxing authorities for three and four years, respectively after they are filed.

Contributed Services

Contributed services are reflected in the financial statements at the fair value of the
services received only if the services (a) create or enhance nonfinancial assets or (b)
require specialized skills, are performed by people with those skills, and would otherwise
be purchased by the Organization. There were no contributed services that met the
criteria for recognition for the year ended June 30, 2017.

Estimates

The preparation of financial statements in conformity with GAAP requires management
to make estimates and assumptions that affect the reported amounts of assets and
liabilities and disclosures of contingent assets and liabilities at the date of the financial
statements and the reported amounts of revenues and expenses during thc reporting
period. Accordingly, actual results could differ from those estimates.
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NOE VALLEY ASSOCIATION,
A COMMUNITY BENEFIT DISTRICT

Notes to the Financial Statements
For the Year Ended June 30, 2017
(With Comparative Totals for the Year Ended June 30, 2016)

Fair Value Measurements

Fair value is defined as the exchange price that would be received for an asset or paid to
transfer a liability (an exit price) in the principal or most advantageous market for the
asset or liability in an orderly transaction between market participants on the
measurement date. The Organization determines the fair values of its assets and
liabilities based on a fair value hierarchy that includes three levels of inputs that may be
used to measure fair value.

Level 1 inputs are quoted prices (unadjusted) in active markets for identical assets or
liabilities that the Organization has the ability to access at the measurement date.

Level 2 inputs are inputs other than quoted prices that are observable for the asset or
liability, either directly or indirectly.

Level 3 inputs are unobservable inputs for the assets or liability.
The Organization had no assets or liabilities recorded at fair value on June 30, 2017.
Concentration of Credit Risk

At times, the Organization may have deposits in excess of federally insured limits. The
risk is managed by maintaining all deposits in high quality financial institutions.

Property and Equipment

All acquisitions of property and equipment in excess of $1,000 and all expenditures for
repairs and maintenance, renewals, and betterments that materially prolong the useful
lives of assets are capitalized. Property and equipment are stated at cost or, if donated, at
the approximate fair value at the date of donation. Depreciation is computed using the
straight-line method over the estimated useful lives on the property and equipment. The
Organization had no property and equipment that met this capitalization policy at June
30, 2017. .

Functional Allocation of Expenses

The costs of providing various programs and other activities have been summarized on a
functional basis in the statement of activities. Accordingly, certain costs have been
allocated among the programs and supporting services benefited.

Prior Year Summarized Information

The financial statements include certain prior year summarized comparative information
in total but not by net asset class. Such information does not include sufficient detail to
constitute a presentation in conformity with GAAP. Accordingly, such information
should be read in conjunction with the Organization’s financial statements for the year
ended June 30, 2016, from which the summarized information was derived.
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NOE VALLEY ASSOCIATION,
A COMMUNITY BENEFIT DISTRICT

Notes to the Financial Statements
For the Year Ended June 30, 2017
(With Comparative Totals for the Year Ended June 30, 2016)

Reclassifications

Certain accounts in the prior year’s summarized information have been reclassified for
comparative purposes to conform to the presentation in the current-year financial
* statements.

Subsequent Events

The Organization has evaluated subsequent events and has concluded that as of October
18, 2017 the date that the financial statements were available to be issued, there were no
significant subsequent events to disclose.

NOTE 3: CONCENTRATIONS
Revenue

For the year ended June 30, 2017 the Organization received approximately 92% of its
revenue from community benefit district assessments on property owners in the Noe
Valley Community Benefit District. A significant reduction in the level of this support, if
this were to occur, may have an effect on the Organization’s program and activities.

NOTE 4: CONTINGENCIES

Community benefit district assessments are received under agreement with the City and
County of San Francisco and assessments have been currently authorized through .
December 2020. The assessments and related revenue to the Organization may be
terminated at an earlier date if the comrmunity benefit district which funds the
Organization’s operations is disestablished by a vote of the assessed property owners or
in certain other circumstances. ‘

Grant awards require the fulfillment of certain conditions as set forth in the instrument of
grant. Failure to fulfill the conditions could result in the retwrn of the funds to the
grantors. The Organization deems this contingency remote since by accepting the grants
and their terms, it has accorumodated the objectives of the Organization to the provisions
of the grants. The Organization’s management is of the opinion that the Organization has
complied with the terms of all grants.

NOTE 5: TEMPORARILY RESTRICTED NET ASSETS

As of June 30, 2017 and 2016, temporarily restricted net assets consisted of $1,500 for
photo archiving. o

Temporarily restricted net assets were released from donor restriction by satisfying thée
purposes specified by the donor for the year ended June 30, 2017.

10
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7 S AN City and County of San Francisco: Office of Mayor Matk Farrell

, I - Economic and Workforce Development: Todd Rufo, Director
= s FRANCISCO

Ofice of Expnamic and Waekfoscs Develapment

MEMO

To: Supervisor Jeff Sheehy, District 8

cC: San Francisco Board of Supervisors

From: Chris Corgas, OEWD Senior Program Manager
RE: Noe Valley Community Benefit District

Date: February 13, 2018

This is a memo summarizing the accomplishments of the Noe Valley Community Benefit District and an'
analysis of its finanicial statements (based on their audit) for the period betwéen luly 1, 2016, and June
30, 2017. ’

Each year the CBD is required to submit a mid-year report, an annual report, and a CPA Financial Review
or Audit. Noe Valley CBD has complied with the submission of all these requirements. OEWD staff, with
assistance from the Controller’s Office, reviewed these.financial documents to monitor and report on
whether they have complied with the rules per the Property and Business Improvement District Law of
1994, California Streets and Highways Code Sections 36600 Et Seq.; San Francisco’s Business and Tax
Regulations Code Article 15; the Noe Valley CBD management contract with the City; and their
Management Plan approved by the Board of Supervisors in 2006.

Also attached to this memo are the following documents:
1. Annual Reports
a. FY2016-2017
2. CPA Financial Review Reports
a. FY 2016-2017
3. Draft resolution from the Office of Economic and Workforce Development

1 Dr. Cartton B. Goodlett Place, Room 448

San Francisco, CA 94102 | www.oewd.org

p: 415.554.6969 L 415.554.6018
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Background

The Noe Valley Community Benefit District (Noe Valley CBD) was formed to clean, beautify, and improve
public space within the district. Noe Valley CBD includes both privately and publicly owned properties.
The disttict is 8 square blocks and includes 211 parcels. The main commercial street that services Noe
Valley is 24th Street between Church and Douglass Streets.

* August 2, 2005: the Board of Supervisors approved the resolution that established the Noe Valley
Community Benefit District for 15 years (Resolution # 583-05).

e January 10, 2006: the Board approved the contract for the administration and management of the
Noe Valley Community Benefit District (Resolution # 13-06).

* March 3, 2015: the Board of Supervisors approved the Ahnual Reports far FYs 2009-2010, 2010-2011,
2011-2012, 2012-2013, and 2013-2014 (Resolution # 062-15).

e March 22, 2016: the Board of Supervisors approved the Annual Report for FY 2014-2015 (Resolution
#111-16).

e March 21, 2017: the Board of Supervisors approved the Annual report for FY 2015-2016 (Resolution
#093-17). :

Basic Info about Noe Valley Community Benefit District:

Year Established - August 2005

Assessment Collection Period FY 2005-2006 to FY 2019-2020 (July 1, 2005 to June 30, 2020)
Servicas Start and End Date January 1, 2006 — December 31, 2020 '

Initial Estimated Annual Budget $230,138

Fiscal Year July 1 —June 30

Executive Director Debra Niemann

Name of Nonprofit Owners’ Entity Noe Valley Association

The current CBD website www.noevalleyassociation.org includes all the pertinent information about the
organization and their programs, a calendar of events, their Management Plan, Mid-Year Report, Annual
Report and meeting schedules.

Summary of Program Areas

Public Rights of Way and Sidewalk Operations

The Noe Valley Management Plan calls for 70% of the budget to be spent on Public Rights of Way and
Sidewalk Operations. This program area includes maintenance of trees, planters and flower baskets; and
systematic sidewalk cleaning. Noe Valley CBD contracts with Curb Appeal to provide daily sidewalk and
gutter sweeping as well as removal of excess trash, leaves and debris, graffiti removal within 24 hours,
ten monthly hot steam cleanings and as needed spot cleaning are services that are covered by this
program area. Curb Appeal is alse responsible for watering 24 hanging flower baskets, 148 neighborhood
trees, and 22 open ground or planter boxes.

District Identity and Streetscape Improvements

Approximately 9% of the annual budget is allocated for public space development and streetscape
improvements. This program area includes but is not limited to promoting the district through a website
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that includes information about their purpose and accomplishments, sponsoring special events such as
street festivals, and developing plans that outline the long term goals of the district.

Management & Operations

Noe Valley CBD is staffed by a part-time Executive Director who 1} performs the day-to-day management
of the arganization, 2) works with various city departments, 3) advocates for city funds and services, and
4) ensures that the organization is in compliance with their Management Plan and City contract. The Noe
Valley CBD Management Plan calls for approximately 14% of the budget to be spent on management and
operations.

The remaining 7% of annual budget is to be allocated to a contingency fund.

The Noe Valley CBD board has eight (8) members, represented by residents, property owners, merchants,
and community organizations. Board member seats are determined using the following guidelines:
property owners (63%), two seats (25%) are set aside for non-property owning merchants with a
preference for existing small businesses operating retail, restaurant and service, and one seat (12%) is
reserved for Community Based Organizations and residents. This structure complies with Article 15 of the
San Francisco Business and Tax Regulations Code. The full board meets quarterly. The committees are
detailed below:

s Executive Committee —The Executive Committee oversees central operations of the organization
and ensures the functioning of key areas: staff and contracts; corporate finances; insurance;
grants; development of budget; board agendas and meetings; correspondence; outreach; bylaws
and policies; public relations; newsletters. The Executive Committee meets on an as needed basis.

* Streetscape Committee —The Streetscape Committee is in charge of overseeing the greening and
creation of public space and ensuring the success and efficiency of these services. The Streetscape
Committee meets as needed.

Summary of Accomplishments, Challenges, and Delivery of Services

FY 2016-2017

Public Right of Way and Sidewalk Operations
s Removed 322 graffiti marks, stickers, and improper signage
¢ Removed 198 pieces of bulky and illegal trash {boxes, furniture, yard debris, bags of garbage, etc.)
e 144 calls to 311 for large item pick-ups
e watered 229 trees

District identity and Streetscape Improvements
e Provided directions to 91 visitors
s maintained 3 public parks/parklets
s installed 8 public seating benches, 40 chairs and 15 tables in parklets with OEWD grant
¢ installed 4 bike racks; watered and maintained 27 flower baskets.

Management & Operations
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Applied for and was awarded $21,000 SF OEWD grant for new public seating benches, as well as
new chairs and tables for both parkiets .
Awarded a $24,000 grant as a fiscal agent to activate the Noe Valley Town Square on 24™ Street

NVCBD Annual Budget Analysis

OEWD’s staff reviewed the following budget related benchmarks for Noe Valley CBD:

BENCHMARK 1: Whether the variance between the budget amounts for each service category
was within 10 percentage points from the budget identified in the Management Plan {Agreement
for the Administration of the “Noe Valley Community Benefit District,” Section 3.9 — Budget)
BENCHMARK 2: Whether five percent (5%) of actuals came from sources other than assessment
revenue (CA Streets & Highways Code, Section 36650(B)(6); Agreement for the Administration of
the “Noe Valley Community Benefit District,” Section A - Annual Reports}

BENCHMARK 3: Whether the variance between the budget amount and actual expenses within a
fiscal year was within 10 percent (Agreement for the Administration of the “Noe Valley Community
Benefit District,” Section 3.9 — Budget.

BENCHMARK 4: Whether Noe Valley CBD is indicating the amount of any surplus or deficit
revenues to be carried forward into the next fiscal year and designating the projects to be funded
by any surplus revenues (CA Streets & Highways Code, Section 36650(B}{5).

FY 2016-2017

BENCHMARK 1: Whether the variance between the budget amounts for each service category was within
10 percentage points from the budget identified in the Management Plan

ANALYSIS: Noe Valley CBD did not meet this requirement. See Table Below.

Service Category Management | % of FY 2016- % of Variance
Plan Budget Management | 2017 Budget | Percentage
Plan Budget Points

Public Rights of Way and

Sidewslk Operations 82% $160,000 69.53% $145000 | 5835% |-11.18%
0

District Identity and
Streetscape $22,000 9.56% $16,000 6.44% -3.12%
Improvements 18%

Administrative/Corporate | ¢, 54, 13.91% $65,000 26.16% | +12.25%
Operations

Contingency Reserve $16,128 7.01% $22,500 9.05% +2.05%
TOTAL $230,128 100% $248,500 100% 0.0%

BENCHMARK 2: Whether five percent (5%) of Noe Valley CBD’s actuals came from sources other than
assessment revenue
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ANALYSIS: Noe Valfey CBD met this requirement. Assessment revenue wads $265,680 or 91.82% of actuals
and non-assessment revenue was 523,682 or 8.18% of actuals. See table below.

Revenue Sources FY 2016-2017 % of Actuals
Actuals

Special Benefit Assessments $265,680

Total assessment revenue $265,680 91.82%

Contributions/Grants $21,000 .7.26% .

Donations $2,000 0.69%

Interest Farned $682 .24%

Earned Revenue S0 0%

Total nén-assessment revenue $23,682 8.18%

TOTAL $289,362 100%

BENCHMARK 3: Whether the variance between the budget'amount and actual expenses within a fiscal
year was within 10 percentage points.

ANALYSIS: Noe Valley CBD met this requirement, See table below.

Service Category FY 2016- % of FY 2016- % of Variance
2017 Budget | 2017 Actuals | Percentage
Budget Actuals Points

Public Rights of Wayand | ¢/ 00 | 58.35% | $162,065 | 52.47% | -5.88%

Sidewalk Operations

District Identity and :

Streetscape $16,000 6.44% | $48,335 15.65% | +9.21%

Improvements

Administrative/Corporate | ¢ 0 26.16% | $98,478 | 31.88% | +5.73%

Operations

Contingency Reserve $22,500 9.05% | S0 A45% | -9.05%

TOTAL $248,500 100% $308,878 100%

BENCHMARK 4: Whether Noe Valley CBD is indicating the amount of any surplus or deficit revenues to
be carried forward into the next fiscal year and designating the projects to be funded by any surplus
revenues

ANALYSIS: Noe Valley CBD met this requirement. Please note: There is a period between when the City
collects assessment payment and when the City disburses the funds to the CBD. As a result, a CBD typically
has a fund balance at the end of the fiscal year that is equal to about 6 months of their annual budget. See
‘table below.
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FY 2016-2017 Carryover Disbursement $217,500
Designated Projects for FY 2016-17
PROW $151,227.75
DIsI ' $20,793
Admin $30,254.25
' Contingency and Reserve ' $15,246.75
Total Designated amount for Future Years $217,500

Findings and Recommendations

Within the review period of FY 2016-2017, the Noe Valley CBD did not meet Benchmark 1 of the
expectations and requirements as set by the California Street and Highways Code Section 36650-36651;
and the Agreement for the Administration of the Noe Valley Community Benefit District. In order to
correct this the CBD needs to decrease the percentage budgeted for Administrative and Corporate
Operations by at least 2.25% and increase the percentage budgeted for Public Rights of Way and
Sidewalk Operations by at least 1.18%. Noe Valley CBD has historically not met this benchmark. OEWD’s
review of the CBD indicates structural weaknesses in the District management plan and City
requirements that were not accounted for in the original management plan cause the CBD to continually
miss this benchmark. OEWD anticipates that upon CBD renewal the district will be able to fully meet this
requirement by updating their management plan appropriately.

Additional City requirements of an account review caused the CBD to spend an additional $5,500 dolfars -
on its Administrative/Corporate Operations service area. This account review was not included as part

of the administration budget in the original management plan which was sent to property owners, but
was required after the district was approved by property owners and the Board of Supervisors in

2005. Because the district is one of the first CBD’s in San Francisco there were changes made by the City
after the management plan was approved. This caused variances in budgeting to surpass permitted
levels. It is OEWD’s belief that this will be rectified in the future through the renewal and expansion
process the District will undergo by June 20, 2020.

OEWD finds that Noe Valley CBD improved in meeting Benchmark 2. In FY 16-17, the District raised
approximately 8% more in non-assessment revenue compared to the previous fiscal year.

OEWD has been working with Noe Valley CBD on its CBD renewal campaign and recommends the District
continues to take steps to ensure the CBD is renewed no later than July 2020.
Conclusion

Noe Valley CBD has performed well in implementing the service plan. The CBD has continued to
successfully sponsor and help promote events in Noe Valley, including activation of the Noe Valley Town
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Square, driving hundreds of visitors to the district. Noe Valley CBD has done an outstanding job in
partnering with the community stakeholders and numerous municipal agencies for the activation and
improvement 24th at Noe and at Church streets. Noe Valley CBD is a well-run organization with active
board and committee members and will continue to successfully carryout its mission as a community
benefit district.
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City Hall
1 Dr. Carlton B. Goodlett Place, Room 244
San Francisco 94102-4689
Tel. No. 554-5184
Fax No. 554-5163
TDD/TTY No. 554-5227

BOARD of SUPERVISORS

MEMORANDUM

TO: Ben Rosenfield, City Controller, Office of the Controller
Todd Rufo, Director, Office of Economic and Workforc;e Development

FROM: John Carroll, Assistant Clerk, Government Audit and Oversight
. Committee, Board of Supervisors

DATE: March 20, 2018

SUBJECT: LEGISLATION INTRODUCED

The Board of Supervisors’ Government Audit and Oversight Committee has received
the following proposed legislation, introduced by Supervisor Sheehy on March 13, 2018:

File No. 180246

Resolution receiving and approving an annual report for the Noe Valley
Community Benefit District for FY2016-2017, submitted as required by the
Property and Business Improvement District Law of 1994 (California
Streets and Highways Code, Sections 36600, et seq.), Section 36650, and
the District’s management agreement with the City, Section 3.4.

If you have any comments or reports to be included with the file, please forward them to
me at the Board of Supervisors, City Hall, Room 244, 1 Dr. Carlton B. Goodlett Place,
San Francisco, CA 94102.

c. Todd Rydstrom, Office of the Controller
Ken Rich, Office of Economic and Workforce Development
Lisa Pagan, Office of Economic and Workforce Development
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Er—

Introduction Form g) E R

By a Member of the Board of Supervisors or Mayor

B AR L
Tlmestamp
or meeting date

I hereby submit the following item for introduction (select only one): N

E/ 1. For refererice to Committee. (An Ordinance, Resolution, Motion or Charter Amendment).
[ ] 2. Request for next printed agenda Without Refereénce to Committee.

[ ] 3. Request for hearing ona sitbject matter at Committee.

[ ] 4. Request for letter beginning :"Supervisor ‘ inquiries’

[] 5. City Attorney Request.
[ ] 6. Call File No. | from Committee.

[] 7. Budget Analyst request (attached written motion).

[:[ 8. Substitute Legislation File No.

[] 9. Reactivate File No.

] 10. Question(s) submitted for Mayoral Appearancé before the BOS on

Please check the appropriate boxes. The proposed legislation should be forwarded to the following:

[ ]Small Business Commission [] Youth Commission " [ ]Ethics Commission
[ ]Planning Commission [ ]Building Inspection Commission
Note: For the Imperative Agenda (a resolution not on the printed agenda), use the Imperative Form.
‘ g P

Sponsor(s):

. Sﬁbject: . - -

Now Usllee,  (BD  Hnpst  Zeport

The text is listed:

/;H‘f C'\abl Q,d)

// AN/

Signature of Spo;asoring Supervisor: J 7:%/ &/W/Lﬂ/)

For Clerk's Use Only

2301



2302



