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Oklahoma Open Meeting Act

Districts are 
required to hold 

monthly meetings

Meetings are 
governed by the 

Act

Districts must 
adhere to the Act

*Act applies to both formal & informal meetings



Regular Scheduled 
Meetings

• Upcoming year’s dates and 
times must be filed with the 
county clerk by December 15 
each year

• Failure to file by December 
15 will result in every
meeting being a Special 
Meeting

• Use form OCC-4A

• All fields must be completed

• Make sure information is 
accurate and complete

• Email a copy of the county 
clerk stamped notice to OCC 
by December 15

*December 15 is required by statute; this is not an OCC rule.

https://conservation.ok.gov/wp-content/uploads/2021/10/4A-Notice-of-Regular-Meetings_09.2021.pdf


Change of Meeting

• Any change in date, time, or 
place of a regular meeting 
must be filed with the county 
clerk at least 10 days prior 
to the new date, time, or 
place

• 10 days notice may include 
Saturdays, Sundays, and 
holidays

• Use form OCC-4B

• All fields should be 
completed

• Make sure information is 
accurate and complete

• Email a copy of the county 
clerk stamped notice to OCC

https://conservation.ok.gov/wp-content/uploads/2021/07/4B-Notice-of-Change-of-Meeting.pdf


Change of Meeting

• A change of meeting must be filed in advance of the original 
meeting date occurring

• You can’t change a meeting after the scheduled date has passed

• If the meeting date arrives and a change has not been filed, there 
are three options:

• Hold the meeting

• Cancel the meeting

• Lack of Quorum



Special Meeting

• Notice must be filed with the 
county clerk at least 48 hours 
prior to the meeting

• 48-hour notice may include 
Saturdays, Sundays, and 
holidays

• If necessary, special meeting 
notice may be made by 
telephone or verbally

• Some form of written notice 
must still be obtained from 
the county clerk

• Use form OCC-4B

• All fields should be 
completed EXCEPT the 
“Original Meeting, Date, 
Time and Place” field

• Make sure information is 
accurate and complete

• Email a copy of the county 
clerk stamped notice to OCC

*New business may not be 
considered at a Special Meeting

https://conservation.ok.gov/wp-content/uploads/2021/07/4B-Notice-of-Change-of-Meeting.pdf


24-Hour Public Notice
(aka Posting the Agenda)

• Public notice of each meeting must be given at least 24 hours, 
not counting Saturdays, Sundays, or holidays, prior to each 
meeting.

• If you have a 9:00 am Monday meeting, the agenda must be 
posted by 9:00 am Friday

• If you have a 9:00 am meeting Tuesday following Labor Day, the 
agenda must be posted by 9:00 am Friday

• Notice must include the date, time, place, and agenda.



24-Hour Public Notice
(aka Posting the Agenda)

Methods of giving notice:

Post agenda in prominent 
public view at the 

principal District office

Post agenda to the 
District’s website

Email agenda to those who 
have requested it

Always required Required where applicable Required if requested



Canceled Meeting

• If a meeting must be 
canceled and the agenda has 
not been posted, complete 
form OCC-4B

• All form fields should be 
completed EXCEPT the “New 
Meeting Date, Time and 
Place” field

• Post the completed form 
where the meeting agenda 
would normally be posted

• Retain form & agenda (if 
available) with the rest of the 
district minutes

• Email a copy of the 
completed form to OCC no 
later than 5 days after the 
cancellation

*You do not have to file a canceled meeting notice with the county clerk

https://conservation.ok.gov/wp-content/uploads/2021/07/4B-Notice-of-Change-of-Meeting.pdf


Lack of Quorum

• If a quorum of board 
members is not present for a 
meeting, complete form
OCC-4C

• All form fields should be 
completed

• If the agenda has been 
posted, complete a lack of 
quorum form in lieu of a 
cancelation

• Retain form & agenda with 
the rest of the district 
minutes

• Email a copy of the 
completed form to OCC no 
later than 5 days after the no 
quorum meeting

https://conservation.ok.gov/wp-content/uploads/2021/07/4C-Notice-of-Lack-of-Quorum.pdf


Less Common Meeting Types

Emergency Meeting
• Must give as much public advance notice 

as possible

• File with the county clerk verbally, via 
phone, or in writing. Form OCC-4B may 
be used

• OCC must receive written notice of the 
filing

• Agenda should be prepared & posted as 
soon possible

Continued or Reconvened 
Meeting
• Public notice of the date, time, and 

place must be given by announcement at 
the original meeting

• Notice of the continuation should also be 
posted with the meeting agenda

https://conservation.ok.gov/wp-content/uploads/2021/07/4B-Notice-of-Change-of-Meeting.pdf


Remember

• Timeframe for a notice is based upon the 
date of filing/the county clerk’s stamp

• Intending to file a notice is not the same 
as actually filing

• OCC-4B can be used to for 2 actions

• Cancel a regular meeting and schedule a 
special meeting with one form

• Might occur if your regular meeting 
cannot happen but 10 days notice isn’t 
possible

• OCC-4A can be used if you need to 
reschedule multiple regular meetings

• Indicate on the form that it is  
“Amended” or “Rescheduled”

https://conservation.ok.gov/wp-content/uploads/2021/07/4B-Notice-of-Change-of-Meeting.pdf
https://conservation.ok.gov/wp-content/uploads/2021/10/4A-Notice-of-Regular-Meetings_09.2021.pdf


Count the Days

• Count Saturdays, Sundays, 
and holidays

• At least 10 days in advance 
for regular meetings

• At least 48-hours in advance 
for special meetings

• Do NOT count Saturdays, 
Sundays, or holidays

• At least 24 hours in advance 
of the meeting

• Only exception of the 24 
hour notice rule is an 
emergency meeting

Meeting Notice Agenda Posting



Inform OCC

• Notice of Regular Scheduled Meetings

• Meeting Change Notices of any type

Must email a copy of the county clerk 
stamped notice to OCC as soon as possible 
after filing.

• Cancelation notices

• Lack of Quorum Forms

Are not filed with the county clerk, but a 
copy must still be emailed to OCC within 5 
days of the cancelation or lack of quorum.

Email forms to districtminutes@conservation.ok.gov or clancy.green@conservation.ok.gov

mailto:districtminutes@conservation.ok.gov
mailto:clancy.green@conservation.ok.gov


March Trainings
Form I-9, Employment Eligibility Verification

March 16
1:30 – 2:30 pm

March 17
1:30 – 2:30 pm
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