2009 Teamsheets

_______________ CONSERVATION DISTRICT

Regular Meeting Date and Time - 


District Mailing Address - 

Telephone Number - 

FAX Number - 


DEP E-Mail: 

Local ISP E-Mail: 


	(F) Farmer

(P) Public
	District Directors
	Address
	Telephone
	Term Ends

	
	Ch. --
	
	
	12/31/    

	
	V. Ch.--
	
	
	12/31/    

	
	
	
	
	12/31/    

	
	
	
	
	12/31/    

	
	
	
	
	12/31/    

	
	
	
	
	12/31/    

	
	
	
	
	12/31/    

	
	
	
	
	12/31/    

	
	
	
	
	12/31/    


STAFF
	Position
	Name
	Address
	Home Phone

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


ASSOCIATE DIRECTORS
	
	

	
	

	
	

	
	

	
	

	
	

	
	


DEP REGIONAL FIELD REPRESENTATIVES
	
	

	
	


DIRT & GRAVEL ROAD PROGRAM QUALITY ASSURANCE BOARD MEMBERS
	
	

	
	

	
	

	
	


Note:  Teamsheets may be modified to address district needs.

COOPERATING AGENCY PERSONNEL

USDA Natural Resources Conservation Service

USDA Farm Services Agency

PA Department of Environmental Protection

Bureau of Watershed Management

Bureau of Abandoned Mine Reclamation

Bureau of Mining and Reclamation

DEP Regional Office Contacts

PA Department of Conservation and Natural Resources

Bureau of Forestry

PA Department of Agriculture

PA Department of Transportation

PA Fish and Boat Commission

PA Game Commission

Cooperative Extension

County Planning Commission

Other

JANUARY MEETING

Items for Action This Month
	JANUARY

	S
	M
	T
	W
	T
	F
	S

	
	
	
	
	1
	2
	3

	4
	5
	6
	7
	8
	9
	10

	11
	12
	13
	14
	15
	16
	17

	18
	19
	20
	21
	22
	23
	24

	25
	26
	27
	28
	29
	30
	31

	
	
	
	
	
	
	



Swear in New Directors/Elect Officers/Establish Committees


Due Jan. 15: District Quarterly CDFAP Reimbursement Claims


Due Jan. 31: Teamsheets


PACD Winter Meeting, Ramada Inn, State College (Jan. 21-23)


SCC Meeting, Ramada Inn, State College (Jan. 22)

Upcoming Items


Regional Director Meetings and Director Training


Due March 31:  2008 Annual Report, 2008 Financial Report, 2009 Budget


Due Feb. 28:  PA Chesapeake Bay Clean Water Farm Award Nominations

Reminders


(
Invite DEP Regional Water Program Managers to the Annual Banquet.


(
Meet with the Envirothon Cooperating Agencies to Finalize Envirothon Plans.


(
Review/Update Job Description and Personnel Policies.


(
Arrange for an Audit of all 2007 District Funds.

Notes: 

FEBRUARY MEETING

Items for Action This Month

	FEBRUARY

	S
	M
	T
	W
	T
	F
	S

	1
	2
	3
	4
	5
	6
	7

	8
	9
	10
	11
	12
	13
	14

	15
	16
	17
	18
	19
	20
	21

	22
	23
	24
	25
	26
	27
	28

	
	
	
	
	
	
	



Order Resource Stewardship Materials


PACD Award Nominations (Due Feb. 28)


Due February 28:  PA Chesapeake Bay Clean Water Farm Award Nominations

Upcoming Items

PACD Capitol Day (March 17)

State Conservation Commission Meeting (March __)


Due March 31:  2008 Annual Report, 2008 Financial Report, 2009 Budget

Reminders


(
Earth Week is a good opportunity for the district to enhance its visibility.


Why not get involved in an interagency activity this year?


(
Send Poster Contest information out to schools early.

Notes: 

MARCH MEETING

Items for Action This Month

	MARCH

	S
	M
	T
	W
	T
	F
	S

	1
	2
	3
	4
	5
	6
	7

	8
	9
	10
	11
	12
	13
	14

	15
	16
	17
	18
	19
	20
	21

	22
	23
	24
	25
	26
	27
	28

	29
	30
	31
	
	
	
	

	
	
	
	
	
	
	



PACD Capitol Day (March 16)

SCC Meeting, Harrisburg (March 18)

Due March 31:  2008 Annual Report, 2008 Financial Report, 2009 Budget

Upcoming Items


Due April 4:  PA Envirothon Registration Form and Fee


Due April 15:  District Quarterly CDFAP Reimbursement Claims


Due April 30:  PACD – Nominations for Director/Assoc. Director and CD Employee 
Excellence Awards

Earth Week/Arbor Day/Soil and Water Stewardship Week


Seedling Sale

Reminders

· Issue news releases about the district’s seedling sale and Earth Week/Arbor Day/Soil and Water Stewardship Week Activities.

· Invite your county commissioners to the awards ceremony of your local Envirothon.

· How about a mid-year contact with the district's nominating organizations to exchange news?

Notes: 

APRIL MEETING

Items for Action This Month

	APRIL

	S
	M
	T
	W
	T
	F
	S

	
	
	
	1
	2
	3
	4

	5
	6
	7
	8
	9
	10
	11

	12
	13
	14
	15
	16
	17
	18

	19
	20
	21
	22
	23
	24
	25

	26
	27
	28
	29
	30
	
	

	
	
	
	
	
	
	



Finalize Plans for the Upcoming Seedling Sale, Earth Week Activities,


Arbor Day Activities, Resource Stewardship Week Materials Distribution,



and County Envirothon (whew!)


Due April 4:  PA Envirothon Registration Form and Fee.


Due April 15:  District Quarterly CDFAP Reimbursement Claims


Due April 30:  PACD – Nominations for Director/Assoc. Director and CD Employee 

Excellence Awards

Upcoming Items


Due May 9:  PA Environthon Team Lodging/Meal Form and Fee


State Conservation Commission Meeting (May 19)


PA State Envirothon - May 18 and 19 – Penn State University, University Park, Centre County

Reminders


(
Send out a press release and media advisory about your Envirothon.

· Give your county commissioners and state legislators some exposure at your educational activities.

Notes: 

MAY MEETING

	MAY

	S
	M
	T
	W
	T
	F
	S

	
	
	
	
	
	1
	2

	3
	4
	5
	6
	7
	8
	9

	10
	11
	12
	13
	14
	15
	16

	17
	18
	19
	20
	21
	22
	23

	24
	25
	26
	27
	28
	29
	30

	31
	
	
	
	
	
	


Items for Action This Month


Due May 9:  PA Environthon Team Lodging/Meal Form and Fee


Make Plans for this Year’s Annual Planning Meeting.


PA State Envirothon - May 18 and 19, Penn State University, University Park, Centre County

SCC Meeting, State College (May 19, Jointly with PA Envirothon)

Upcoming Items

Due June 30:  PACD Poster Contest Entries

Reminders


(
Review your list of county nominating organizations.  The July meeting of the State Conservation Commission is the last opportunity



to have a new nominating organization approved before this year’s director nomination process begins.


(
The state Envirothon is always looking for volunteers to help with team coordination, the awards ceremony, and food services.

Notes: 

JUNE MEETING

Items for Action This Month

	JUNE

	S
	M
	T
	W
	T
	F
	S

	
	1
	2
	3
	4
	5
	6

	7
	8
	9
	10
	11
	12
	13

	14
	15
	16
	17
	18
	19
	20

	21
	22
	23
	24
	25
	26
	27

	28
	29
	30
	
	
	
	

	
	
	
	
	
	
	



Due July 1:  CDFAP Application for Funding


Mid-year Evaluation of this Year’s Goals and Objectives

Finalize Plans for Attending the PACD/SCC Joint Annual Conference in State College – July 27-30

Due June 30:  PACD Poster Contest Entries

Upcoming Items


State Conservation Commission Meeting (__________)


PACD/SCC Joint Annual Conference (July __________)


District’s Annual Planning Meeting

Reminders


(
County fairs are a great opportunity to set up a district exhibit.  Get the entire district involved.  Set up teams of district staff and district directors to man the exhibit and hand out materials on district services.


(
2008 Audit Reports are due to the State Conservation Commission by Oct. 1.

Notes: 

JULY MEETING

	JULY

	S
	M
	T
	W
	T
	F
	S

	
	
	
	1
	2
	3
	4

	5
	6
	7
	8
	9
	10
	11

	12
	13
	14
	15
	16
	17
	18

	19
	20
	21
	22
	23
	24
	25

	26
	27
	28
	29
	30
	31
	

	
	
	
	
	
	
	


Items for Action This Month


Due July 15:  District Quarterly CDFAP Reimbursement Claims


Due July 31:  CDFAP Administrative Assistance Financial Report


PACD/SCC Joint Annual Conference in State College – July 20-22

SCC Meeting, State College (July 21)


Draft the District's 2009 budget

Upcoming Items


Annual Planning Meeting (for some districts)

Reminders


(
Consider inviting representatives of your county nominating organization to the annual picnic meeting or annual banquet - or better yet, visit them during the summer and discuss the director nomination process.


(
Check the current contact information for your nominating organizations.  The chief clerk will need this information in August.

Notes: 

AUGUST MEETING

	AUGUST

	S
	M
	T
	W
	T
	F
	S

	
	
	
	
	
	
	1

	2
	3
	4
	5
	6
	7
	8

	9
	10
	11
	12
	13
	14
	15

	16
	17
	18
	19
	20
	21
	22

	23
	24
	25
	26
	27
	28
	29

	30
	31
	
	
	
	
	


Items for Action This Month


Annual Planning Meeting (for some districts)


Schedule 2009 Performance Evaluations

Upcoming Items


State Conservation Commission Meeting (__________)

Annual Planning Meeting (for some districts)

Reminders


(
Remind your commissioner director and county chief clerk to begin soliciting director candidates from the county nominating organizations.  Nominees are due to the State Conservation Commission for confirmation by Dec. 1.


(
2008 Audit Reports are due to the State Conservation Commission by Oct. 1.


(
Director participation in budget presentations to the county can add impact and visibility.

Notes: 

SEPTEMBER MEETING

	SEPTEMBER

	S
	M
	T
	W
	T
	F
	S

	
	
	1
	2
	3
	4
	5

	6
	7
	8
	9
	10
	11
	12

	13
	14
	15
	16
	17
	18
	19

	20
	21
	22
	23
	24
	25
	26

	27
	28
	29
	30
	
	
	

	
	
	
	
	
	
	


Items for Action This Month


If not already done at a previous district meeting, review the district’s 2008 Audit Report


  and submit it to the State Conservation Commission before the Oct. 1 deadline.

SCC Meeting, Harrisburg (Sept. 16)

Upcoming Items


Annual Planning Meeting (for some districts)

Reminders


(
It’s always better to have an annual planning meeting separate from a regular monthly board meeting.  Have district staff give an update on program, goals and objectives.  Don’t forget to invite cooperating agencies and members of the public served by the district.  
Compare your 
annual plan to your strategic plan and discuss possible revisions that may be 
necessary.

Notes: 

OCTOBER MEETING

	OCTOBER

	S
	M
	T
	W
	T
	F
	S

	
	
	
	
	1
	2
	3

	4
	5
	6
	7
	8
	9
	10

	11
	12
	13
	14
	15
	16
	17

	18
	19
	20
	21
	22
	23
	24

	25
	26
	27
	28
	29
	30
	31

	
	
	
	
	
	
	


Items for Action This Month

Due Oct. 15:  District Quarterly CDFAP Reimbursement Claims

Finalize next year’s budget, goals and objectives

Upcoming Items

Annual Planning Meeting (for some districts)

State Conservation Commission Meeting (Nov. ____)

Reminders

· Schedule annual performance evaluations for district staff.

· Schedule a self-evaluation for the district board.

Notes: 

NOVEMBER MEETING

	NOVEMBER

	S
	M
	T
	W
	T
	F
	S

	1
	2
	3
	4
	5
	6
	7

	8
	9
	10
	11
	12
	13
	14

	15
	16
	17
	18
	19
	20
	21

	22
	23
	24
	25
	26
	27
	28

	29
	30
	
	
	
	
	

	
	
	
	
	
	
	


Items for Action This Month


Select Species for Next Year’s Seedling Sale.

Assign a Committee to Select Nominees for PACD Awards.
SCC Meeting, Harrisburg (Nov. 18)

Upcoming Items


Due Dec. 1:  Tentative Director Appointments (to the State Conservation Commission)


Adoption of Next Year’s Budget


Due Dec. 15: PACD – Nominations for Legislator Recognition Award

Reminders


(
The winter is a perfect time to schedule the district’s workshops for contractors and



engineers.  Multi-county workshops can divide the workload and expand the audience.

Notes: 

DECEMBER MEETING

	DECEMBER

	S
	M
	T
	W
	T
	F
	S

	
	
	1
	2
	3
	4
	5

	6
	7
	8
	9
	10
	11
	12

	13
	14
	15
	16
	17
	18
	19

	20
	21
	22
	23
	24
	25
	26

	27
	28
	29
	30
	31
	
	

	
	
	
	
	
	
	


Items for Action This Month


Finalize Plans for the 2010 NACD National Meeting 


Adopt Next Year’s Budget


Due Dec. 15: PACD – Nominations for Legislator Recognition Award

Upcoming Items


District Reorganization/Election of Officers


January State Conservation Commission Meeting


January PACD Winter Meeting

Reminders


(
It takes time for a new director to learn about the operations of the conservation district.



Consider establishing a “buddy system” to pair existing directors with new directors to 



provide answers to questions and uncertainties.


(
Schedule time in January or February to review the district's long-range or strategic plan.

Notes: 

(Attach the District’s 2008 Budget Here)

Recommended Format for Planning - BUDGET FOR THE YEAR 2009
(This budget format is recommended for planning purposes only.  Feel free to adapt it to your needs or use your own budget format.  The budget you submit to the State Conservation Commission should be the Commission’s Financial Report/Annual Budget form or you may use your own format if signed by a district official.


2008 Budget
2008 Actual
2009 Budget

INCOME

601
Balance on hand, JANUARY 1







602
County Commissioners







603
Cons. Dist. Mgr. & Tech Reimb.






604
Administrative Assistance Funding







605
Sales from Programs







606
Donations







607
Interest






608
Special Project Funds







609
Fees (NPDES, 319, etc.)







TOTAL INCOME







EXPENDITURES

Staff

701
Conservation District Manager






702
Clerical






703
Conservation District Technician






704
Staff Expenses






705
Board Secretary/Treasurer






706
Payroll Taxes






PROGRAMS

Education

801
Education Materials






802
Poster Contest and Awards






803
Field Days & Workshops






804
Exhibits






Sales

811
Tree Sales






Reports

821
Annual Report






Stewardship

831
Resource Stewardship






Special Projects

841
Computer Hardware






842
Computer Software






843
Computer Materials & Supplies






Other

851
Special Events






852
Publicity






Administration

901
Office Supplies






902
Postage






903
Telephone






904
Insurance, Bond, etc.






905
Rent






906
Equipment Purchase & Repair






907
Directors Expenses






908
Dues:  NACD, State, Local, Other







TOTAL EXPENSES






2009 DISTRICT MEETING ATTENDANCE RECORD

DISTRICT DIRECTORS
	Name
	Mileage
	Jan
	Feb
	Mar
	Apr
	May
	June
	July
	Aug
	Sep
	Oct
	Nov
	Dec
	Special
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ASSOCIATE DIRECTORS

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


AGENCY REPRESENTATIVES

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



DISTRICT
(Attach or Insert the District’s 2009 Goals and Objectives Here)
REVIEW LONG RANGE WORK PLANS IN PREPARING THIS LIST


AREAS OF CONCERN
LONG TERM GOALS or 3 YEAR OBJECTIVES

Use Additional Sheets as Necessary

OBJECTIVES


INDIVIDUAL OR


COMMITTEE


OBJECTIVES - 2009
RESPONSIBLE

Use Additional Sheets as Necessary

