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1. Purpose
To provide clarification and guidance to conservation districts requesting watershed operation and maintenance (O&M) assistance from the Conservation Commission (Commission). 

2. Scope
[bookmark: _Hlk166568826]This SOP outlines the necessary steps to request assistance and standardizes the documentation forwarded to the Conservation Programs Division (CPD) for review and approval. All forms referred to in this document can be found on the Commission website Forms for Conservation Districts - Oklahoma Conservation Commission under Watershed Forms. The name of all forms will be highlighted in blue when referenced throughout this document.

3. Responsibilities
It is the responsibility of conservation district directors and employees that have watershed dam O&M responsibilities to follow the procedures and guidelines outlined in this SOP.

4. Procedure
Step 1: Identify and Prioritize O&M Work
· Prioritizing O&M work starts with a good Watershed Structure Inspection Report (OK-PDM-3). 
· Using dam inspections, develop a Watershed Dam Actions Needed Plan (OCC-8G - WDANPlan). The Actions Needed section of the OK-PDM-3 is where the data and information needed to develop a WDANPlan can be found. 
· Questions to consider when prioritizing O&M work:
· Is it high priority (next 3 months) or low priority (next 12 months)?
· Does the district need technical assistance from NRCS? Does an engineer need to evaluate the problem?
· Has the district requested a NRCS site visit/trip report?
· How much will it cost to do the O&M work?
· Does the district need financial assistance to perform the O&M work?
· Tips for completing your WDANPlan due March 31st each year:
· Must be completed electronically.
· Actions needed should be descriptive and easily understandable.
· Dams having both high and low priorities: use a line for high priority actions and another line for low priority actions.
· Every line should have an estimated cost. Except for when “NRCS trip report needed” is checked. 
· If you need assistance developing an estimated cost contact your watershed technician.
· You are not requesting O&M funds when submitting a WDANPlan.
· The WDANPlan is a working document that should be used to direct your district’s O&M activities throughout the year. The Commission recommends the WDANPlan be reviewed by the district board monthly to monitor staff progress. 

Step 2: Completing a Watershed O&M Request for Assistance (OCC-8H)
· Requests are accepted at any time throughout the year.
· A current WDANPlan must be filed with the Commission.
· Requests fall into four categories.
· Category 1 – Emergency: if not repaired immediately will cause severe damage to the dam
· Category 2 – OCC Dam Maintenance Team assistance
· Category 3 – estimated cost less than $50,000
· Category 4 –estimated cost exceeds $50,000, requires the district to follow procedures outlined in the CPD Watershed O&M SOP, Obtaining Written Bids for O&M Projects.
· Tips for correctly completing an OCC-8H:
· Must be completed electronically.
· One dam per line.
· Include a brief description of the proposed work. 
· Must have an estimated cost for each dam listed.
· Must have an anticipated start date for each dam listed.
· Enter ‘multiple dams’ as the watershed if your request is for supplies/materials that will be used for multiple dams. For example: chemicals, wire, or T-posts (when the district performs the repair) 
· Requests for funding to contract out spraying multiple dams, each dam must be listed separately with an estimated cost per dam.
· If you have an emergency, please contact the Commission by phone (see staff contacts listed in 6. Resources) so that the funding process can be expedited. 

Step 3: Submitting an OCC-8H
· The Commission recommends that all O&M assistance requests be reviewed with the District Board prior to being submitted. 
· File naming format:  DistrictOMreq_YYYY.MM.DD  Example:  GarvinOMreq_2025.10.08
· Email to:  Watershed.OandM@conservation.ok.gov
· Requests submitted for funding after work has been completed will not be funded by the Commission. 



Step 4: OCC Review and Approval
· CPD staff will conduct an on-site visit for all requests that include earth-moving activities. 
· The district will be notified by email if approved. A category 4 request will be provided with a copy of the SOP, Obtaining Written Bids for O&M Projects at the time of approval. 
· Incomplete requests will not be reviewed.
· Unless your district is prepared to pay the entire bill from local funds, DO NOT incur expenses prior to requesting and receiving approval from the Commission. 

Step 5: Complete O&M Work
· Funded projects must be completed within 90 days of the approval date.
· Time extensions can be requested for projects that cannot be completed within the specified timeframe if extenuating circumstances are documented.

Step 6: Submit a Claim (OSF 3 Claim Form)
· Use the Reimbursement Claim Checklist as a guide.
· All O&M must be on a separate claim form.
· Multiple O&M projects can be claimed on the same claim form.
· O&M is item code 96.
· Quotes, estimates or order forms are not acceptable backup documents.
· The following must be visible on the invoice:
· District name as the customer
· Vendor name
· Date
· Itemized listing of products and/or services purchased
· Amount due

5. Documentation and Recordkeeping
· Document all O&M performed on each dam in the district watershed files.
· If O&M was performed based on a NRCS trip report the district must report the work completed and cost to the NRCS State Conservation Engineer.

6. Resources
· Forms for Conservation Districts - Oklahoma Conservation Commission
· CPD staff contacts for emergency requests:
· 405-424-8080	Tom Goode, CPD Field Operations Manager
· 405-365-1801	Johnny Pelley, Watershed Technician
· 405-203-3416	Tony Harrison, Watershed Technician
· 572-241-1614	Kyle McGregor, Watershed Technician
Page 2 of 2

