Conservation District Annual Reports CalendarPLEASE NOTE!!!!
Guidance and instructions for completing the Five-Year Plan, Annual Work Plan, Performance Report, Financial & Match Report and Requests for Assistance are available at http://swc.idaho.gov/media/6083/Updated-New-reference-manual.pdf.



Activities which may take more than one month to complete are highlighted to assist with tracking.  Beginning to work on an activity or report during the month it first appears on the calendar will help ensure the task is completed by the due date.
A      is used to draw attention to the dates each report or activity comes due.
Key to Acronyms: CD – Conservation District	; SWCC – Soil & Water Conservation Commission;
IASCD – Idaho Association of Soil Conservation Districts
JANUARY
· Begin work on the District Five-Year Plan and Annual Work Plan.  Both plans are due to SWCC no later than March 31.
· Begin preparation of District Requests for Assistance, which are due to SWCC by March 31.  
· Begin work on match funding by asking County Clerk when budget requests are due to the county.  Put that date on your calendar and prepare to present a strong report of district accomplishments and request for funding to your county commissioners.
FEBRUARY
· Statehouse Conservation District Display.  Contact IASCD at http://iascd.org/#/contact-us/contact-us for information.
· Continue work on the District Five-Year Plan and Annual Work Plans, due by March 31.
· Continue work on the District Requests for Assistance, due to SWCC by March 31.
· Begin preparation of District Project/Program Needs and Capacity Building Needs worksheets which are due to SWCC no later than April 24.  The worksheets and instructions will be provided by SWCC.
MARCH
· Complete and submit to SWCC the District Five-Year Plan and Annual Work Plan no later than March 31.  A completed Five-Year Plan and Annual Work Plan Certification must be submitted with the Plans.  The Certification page is available as a fillable pdf file at http://swc.idaho.gov/media/6103/Updated-5-Year-Cert.pdf.


MARCH (cont.)
· Complete and submit to SWCC District Requests for Assistance no later than March 31.  A Request for Assistance Certification must be submitted with the Request.  The
Certification page is available as a fillable pdf file on the SWCC website at http://swc.idaho.gov/media/6099/Request_for_Assistant_Cert.pdf.
· Continue work on Project/Program, and Capacity Building Needs worksheets which are due to SWCC by April 24.
APRIL
· Complete District Project/Program Needs and Capacity Building Needs worksheets and submit to SWCC no later than April 24.  Districts may also present their needs during a budget hearing held each year during the May Commission meeting.
MAY
· SWCC staff present District Project/Program Needs and Capacity Building Needs to the Commissioners at a budget hearing held during the May Commission meeting.  Districts that wish to can also present their needs directly to the Commissioners during the budget hearing.
· Check to make certain you have received all funds and services pledged by local units of government and organizations to the district for this fiscal year.  In order for any local support to be eligible for state matching funds, the district must have possession of the donation by June 30. 
JUNE
· SWCC provides their Annual Conservation District Survey with instructions to each district.  District Supervisors complete the survey during the June and/or July District Board meeting and return it to SWCC by July 31.
· Begin to prepare the District Financial & Match Report which is due to SWCC by August 16.  The Financial & Match Report workbook is available on the SWCC website at http://swc.idaho.gov/media/6111/Copy-of-FY2013-Financial-and-Match-Report.xls.
· In order for funds and services provided by local units of government and organizations to be eligible for state matching funds the district MUST TAKE POSSESSION OF THOSE DONATIONS NO LATER THAN June 30.
· June 30th is the last day of the fiscal year!
JULY
· July 1st is the first day of a new fiscal year!
· Supervisors complete SWCC’s Annual Conservation District Survey and submit to SWCC by July 31.
· Continue work on District Financial & Match Report, due to SWCC by August 16.
· CD’s receive $8,500 state base allocation from SWCC by July 31.
AUGUST
· Complete District Financial & Match Report and submit to SWCC no later than August 16.  A Financial & Match Report Certification must be submitted with the report.  The Certification page is available as a fillable pdf file at http://swc.idaho.gov/media/6091/Financial_Match_Cert.pdf.
· Candidates for election to CD Supervisor positions file nominating petitions with county clerk no later than September 1.  Elections are held only in even-numbered years.  Contact your county clerk for assistance.
· If supervisors have resolutions they want the IASCD resolutions committee to consider, prepare those resolutions now for submission to resolutions committee in September.  Contact IASCD at http://iascd.org/#/contact-us/contact-us for guidance.
SEPTEMBER
· File nominating petitions for CD Supervisor positions no later than September 1 of even-numbered years.
· Submit resolutions to IASCD resolutions committee no later than September 30.
· Districts receive state match allocation funds by September 30.
OCTOBER
· Unless the county or city has instructed you otherwise, present an invoice or letter requesting receipt of funds appropriated to the District by county and city governments.  
· Begin work on the District Performance Report, due to SWCC on or before December 20.  Performance Report page templates with instructions are available at the bottom of the SWCC website page located at http://swc.idaho.gov/what-we-do/district-documents.
NOVEMBER
· In odd-numbered years, notify County Clerk of CD’s intention to conduct an election during the next (even-numbered) year (if applicable).  For assistance contact the county clerk.
· In even-numbered years during which an election of Supervisors has occurred, district issues a certificate of election to each individual certified by the county clerk as an elected supervisor.  For assistance contact the county clerk.
· Continue work on the District Performance Report, due to SWCC by December 20.
DECEMBER
· Complete the District Performance Report and submit to SWCC by December 20.  A Performance Report Certification must be completed and submitted with the report.  The Certification page is available at http://swc.idaho.gov/media/6095/Performance_Report_Cert.pdf.
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