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	 CONSERVATION DISTRICT CALENDAR

	MONTH
	DOCUMENT/ACTION
	DATE DUE
	SEND TO:

	January
	Mail District Reorganization forms
	January
	WDA, WACD

	
	File all required state and federal reports:

Filed monthly – Sales Tax 

Filed quarterly – 941 Federal Tax, Workers Compensation, Unemployment Insurance
	
	Requesting Agency

	
	Legislative Session begins – General Session
	
	

	February
	NACD Annual Meeting 
	
	

	April
	Soil and Water Stewardship Week 
	
	

	
	File all required quarterly reports (see January)
	
	Requesting Agency

	May
	Preliminary Budget to District Board
	
	District Staff

	June
	Seedling tree invoice payments due to WACD
	
	

	
	WACD Board of Directors Meeting – Location TBA
	
	

	
	End of Fiscal Year – June 30
	
	

	
	Contracts and Invoices for Biennium funding sent to districts; 
	Return contracts to WDA by July 1
	

	July
	Budget Hearing Advertisement
	At least 1 week before hearing; in local newspaper.  If no local paper, it can be placed in 3 conspicuous places.
	

	
	State Grant Reports – Final and Interim Reports
	July 31st 
	WDA - WACD

	
	Budget Hearings
	Within 5 days of the third Thursday, or in conjunction with the county budget hearing 
	Please send copies of final budget to WACD and WDA as soon as they are approved.

	
	File all required quarterly reports (see January)
	
	Requesting Agency

	August
	State Funding Financial Requirements Due
Proof of Bonding

Risk Management Practices

Proof of Workman’s Comp/Unemployment coverage

Proof of Local Government Liability Insurance
	August 30
	WDA, WACD

	
	WACD Awards Nominations due for Area and State Awards
	 
	WACD

	September
	Area Meetings - Dates and locations to be determined
	
	

	
	Applications for elections of supervisors to be completed
	Not more than 90 days and not less than 70 days before the election
	District

	
	Census financial reports – Survey of Local Governments, F-32 and F-66 WY4
	September 30
	Dept. of Audit

	October
	WACD award nominations, poster entries, Annual Reports. Annual Plans of Work and Current Long Range plan due
	October 1
	WACD

	
	Seedling Tree Order forms sent to districts
	
	WACD

	
	File all required quarterly reports (see January)
	
	Requesting Agency

	November
	WACD Convention 
	
	

	December
	Local Government Annual Report Summary, Proof of Cash Form, Self Audit form, Internal Control Evaluation Form
(Forms will be mailed automatically from the Dept. of Audit after receipt of financial information.  Consult your Supervisor Training module for more information)
	December 31st
	Dept of Audit

	
	State Funding Requirements Due

Copy of Budget

Proof of Budget Hearing

Department of Audit Requirements – WDA will get report

Long Range Plan – if updated since previous submittal – please send public notice pursuant to WAPA

Annual Plan

Annual Report

Full/Active Board of Supervisors – submit copies of Oath of Office

Education Function for elected officials – submit invitation, agenda and attendance list

Proof of local funding – currently have or are pursuing
One-page summary of accomplishments – please submit electronically with photos.
	December 31st 
	WDA and WACD

	
	File required state and federal reports
	
	Requesting Agency

	
	Department of Revenue Reporting Requirements – See Wyoming § 22-29-103(e) and Wyoming § 39-13-102(p)
	January 1
	Requesting Agency


· Minutes from each meeting should be sent to WDA, WACD and WACD Area Directors along with any newsletters or copies of publications produced by each district.  E-mailed copies of your minutes are recommended to save time and postage.
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