Oklahoma Conservation District Office Calendar of Yearly Work
TEMPLATE (document should be updated as needed to reflect activities specific to your district)


FREQUENCY OF BASIC TASKS

Daily Tasks
· Accounts Receivable: scan and enter bills in QuickBooks
· Check mail and drop box
· Receive payments and take deposits to the bank
· Check District voicemail
· Answer phones/direct calls/take messages
· Check email(s)- respond and share them accordingly ASAP
· Assist NRCS employees
· Create invoices and mail immediately
· Keep your timesheet up to date
· Keep notes of any items that will need to be put on next meeting agenda
· Assist customers with inquiries, rentals, sales, etc. add info to the cost share interest list as needed
· 

Monthly Tasks
· Send AR statements at beginning of each month
· Payroll
· Send in Pre-claim as soon as payroll is done (that check is signed with payroll too)
☐	Enter contractors invoices the same as other AP, have janitor’s check signed with payroll checks
· Update employee earnings sheets, carry forward leave accruals on timesheets
☐	Pay federal 941 payroll taxes
· Print checks for accounts payable
· Submit cost share report before the 5th of month
· Prepare NRCS Performance Worksheet
· Reconcile all bank accounts and petty cash
· Update allocation register and claim log spreadsheet
· Prepare claims for operating expenses and cost share, include federal tax payment and allocation register
· Prepare agenda, manager’s report, and other board meeting documents
· File meeting change forms if needed
· Mail meeting reminders to board members with a copy of the agenda draft and last months’ minutes (at least one week prior to meeting)
· Post meeting agenda on the district office door at least 24 hours before the meeting
· Attend meeting and take notes thoroughly enough to prepare accurate minutes
· Type minutes for the board meeting ASAP after the meeting
· Scan meeting docs, email, and file accordingly (check OCC website for Send To & instructions)
· Mail signed checks for accounts payable, file copies accordingly
· Submit approved minutes packet, NRCS Performance Worksheet within 5 days after board meeting
· Work on annual report
· Log director meeting attendance
· 

Annually, dates vary
· Renew SAMs registration (SAMs will send you emails as reminders- but watch out for SPAM)
· Make longevity payments to employees
· Plan Natural Resource Day or Outdoor Education 
· Review cost share ranking systems
· Take applications for a new cost share program year
· Review policies; pay district vehicle and property insurance
· Insurance bond renewals
· Pay post office box rent
· Board conduct employee performance reviews
· 

Frequency varies by district
· Sales tax report/payment
· 


SPECIAL TASKS, LISTED BY MONTH

January
· File W-2s & W-3 online
☐ 	File 1099s & 1096
· Pay state withholding tax (for 4th quarter Oct/Nov/Dec)
☐ 	OACD dues
☐ 	Prepare new yearly records (check OCC website for updated forms)
☐ 	Calculate new payroll withholdings/obtain new W4s from employees as needed
· Invite Legislators to OACD Annual meeting
· Type/print tree lists, place ads for spring tree sales
· Unemployment quarterly tax report & payment (for 4th quarter Oct/Nov/Dec due by 20th)
· 

February
☐		OACD annual meeting
· NACD annual meeting
· Spring tree sales begin
· Discuss director appointment/re-appointment
· 

March
☐ 	Confirm director election policy details, publication dates, etc.
· Spring tree sales end
· Submit recommendation for director appointment
· Begin developing/updating Joint Plan of Operation (due June 30th)
· 

April
· 941--Federal tax report —due April 30th (last day of month that follows the end of the 1st quarter)  
· Unemployment quarterly tax report & payment (for 1st quarter Jan/Feb/Mar due by 20th)
· State withholding report (for 1st quarter Jan/Feb/Mar)
☐ 	Conservation Day at the Capitol
☐   Publish election notice twice, 1-week apart during the first two weeks in April (publish as early as             	permitted, in case re-publishing is needed) 
☐Soil Stewardship Week
☐ 	Continue developing/updating Joint Plan of Operation (due June 30th)
· Pickup and distribute trees
· Provide Proof of Publication of Election Notice to OCC week of April 26
· 

May
☐		Accept Notice of Declaration of Candidacy from applicants for director election, May 1 to 14 
☐		Finalize Joint Plan of Operation draft
☐		Review NRCS Cooperative Working Agreement
☐		Begin work on budget request
☐		National Land and Range Contest
☐		Filing Period for District Director (first two weeks of month)
☐	

June 
· Joint Plan of Operation due June 30th
☐ 	Seed license expires with State of OK.  Usually, won’t get a renewal till after July 1
☐ 	Election first Tuesday in June (if needed)
☐ 	Develop FY budget of funds due to OCC by July 15th 
☐ 	Oaths for director(s) – make sure they are administered and filed (June/July)
☐ 	Long Range Plan due June 30th (only occurs every five years)
☐		Director Election, 1st Tuesday
☐	

July
· Annual Hog Trap Report
· Unemployment qtly tax (due on or paid before the last day of the following month) (July 31st)
· 941--Federal tax—due July 31st (last day of month that follows the end of the 2nd quarter)  
· State withholding report (for quarter Apr/May/Jun)
☐  	New Fiscal Year begins – set up new files (computer & physical), receive new allocation, check for new employee forms, etc.
☐ 	Board decides on a CPA for audit/compilation – contact selected auditor and begin gathering items for them as needed
☐		Draft of the annual report
☐ 	Election of Board Officers, submit notice of newly elected officers
· Update board member contact list
· Annual employee performance reviews, letter sent to OCC
· Review authorized bank account users 
· Budget Request due
· 

August
· OACD conservation contests - send contest (poster/speech/essay) information to schools
· Prepare local resource concern surveys
☐ 	Prepare files or book for audit/compilation; send items to auditor as needed 
☐ 	Return completed Timeframe for Audit form to OCC by September 8
☐ 	NACD South Central Regional meeting 
☐		Submit Annual Report to OCC (due by September 1st)
☐		Review NRCS Local Operational Agreement
☐		Notice of Newly Elected Officers due August 1
☐	

September
· Participate in local county fair
· Set up review of audit/compilation with auditor and board at a board meeting
☐ Prepare Annual Net Worth Statement
· Prepare form and file annual audit with County Clerk by November 1st
· Plan producer meeting
· Annual Report due
· 

October 
· Unemployment quarterly tax report & payment (for quarter July/Aug/Sept due by 20th)
☐ 	941--Federal tax—due Oct 31st (last day of month that follows the end of the 3rd quarter)
· State withholding report (for quarter Jul/Aug/Sept)
☐ 	OACD area contest: posters, essays, speeches to OACDE Area Representative by October 15th
· Invite legislators to OACD Area meeting
· Host producer meeting
· 

November 
☐		OACD Area meetings
☐ 	NACD Dues
☐		Locally Led Work Group Meeting (can be during regular board meeting)
·  Prepare Schedule of Regular Meetings for board approval
· 

December 
· Start preparing for W2, W3, 1099, 1096, & state forms
· Submit Schedule of Regular Meeting to OCC and County Clerk no later than December 15th
· 
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