
SAMPLE SWCD FILE INDEX

1.0 APPLICATIONS & AGREEMENTS 7.0 SOIL & WATER CONSERVATION COMMISSION

1.1 Cooperative Conservation Agreement - OSWCC No. 30 7.1 Members, Organizational Chart

1.2 Group Request - OSWCC No. 31 7.2 OSWCC Minutes (one year)

1.3 Request for Assistance – OSWCC No. 39 7.3 OSWCC Policy

2.0 DISTRICT ELECTIONS / REORGANIZATIONS 8.0 OFSWCD BY-LAWS, POLICIES, OFFICERS

2.1 Election Procedures 8.1 State Minutes

2.11 Absentee Ballot request forms 8.2 Committees

2.2 Election Results 9.0 PLANS OF OPERATIONS

2.3 Supervisors, Current and Past (Permanent Record) 9.1 Strategic Plan

2.4 Reorganization Notices 9.2 Annual Plan of Work

2.5 Supervisor Handbook 9.3 District Committee Assignments

3.0 LEGISLATIVE 10.0 BUDGET AND FINANCE

3.1 Legal Opinions 11.0 FUND MANAGEMENT GUIDELINES & RULES

3.2 Laws - S.B. 160, H.B. 88 12.0 SPECIAL FUNDS

3.3 Pending Legislation 12.1 Budget Requests and Records of Appropriations

3.4 Ohio Legislature & Congressional names/maps 12.2 Special Fund/Auditor's account

4.0 MEMORANDUMS OF UNDERSTANDING 12.2 Certification of Fiscal Agent

4.1 Local 12.2 Monthly Printouts

4.2 State 12.3 Special Fund Vouchers (1099's with voucher)

4.3 Federal 13.0 DISTRICT FUND

5.0 BOARD MEETING MINUTES (PERMANENT) 13.1 District Vouchers

5.1 Official Minute check sheet 13.2 Bank Records

5.2 Policies 13.3 Credit Card Records

6.0 OFFICIAL RECORDS AND DOCUMENTS 14.0 FORM 11’S, FINANCIAL STATEMENTS

6.1 Charter of District (permanent) 15.0 ANNUAL FINANCIAL REPORTS

6.2 Surety Bond renewal notices 16.0 AUDIT REPORTS

6.3 Inventory 17.0 PETTY CASH RECORDS

6.4 Employment Policies 20.0 SUPPORT ORGANIZATION RECORDS

6.5 Job Descriptions 21.0 LETTERS - SWCD

6.6 Office Rental Agreement 22.0 COUNTY OFFICES

6.7 Insurance Policies for equipment, space, liability 22.1 Commissioners/Councils

6.8 Licenses and Permits 22.2 Engineer

6.81 Bulk Mailing Permit 22.3 Planning Commission

6.82 Nursery Dealers License 22.4 Health Board

6.9 Tax Exemption & Federal ID No. 22.5 Township

22.6 Municipal
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23.0 OHIO FEDERATION OF SOIL AND WATER CONSERVATION DISTRICTS 54.3 Natureworks

24.0 OHIO SOIL & WATER CONSERVATION COMMISSION 54.4 Other

25.0 NATIONAL ASSOCIATION OF CONSERVATION DISTRICTS 55.0 DRAINAGE PROGRAM

26.0 NATURAL RESOURCE CONSERVATION SERVICE 55.1 Ditch Maintenance

27.0 DEPARTMENT OF NATURAL RESOURCES 56.0 STREAM MONITORING

27.1 Division of Soil and Water Conservation 57.0 OTHER

28.0 OTHER SUPPORT GROUPS 60.0 PERSONNEL RECORDS

28.1 Associate Supervisors 61.0 Personnel-prior service record, form 20 (permanent)

28.2 SWCD Auxiliary 62.0 Applications

28.3 District Employee Assoc. 63.0 BENEFIT INFORMATION

30.0 EQUIPMENT OPERATION & MAINTENANCE 63.1 PERS

31.0 BIDDING GUIDELINES 63.2 Workers Compensation

32.0 EQUIPMENT PURCHASED/LEASED INFO. 63.3 Medicare

40.0 INFORMATION/EDUCATION 63.4 Health Insurance

41.0 CONTESTS, PROGRAMS, TOURS 63.5 Life Insurance

41.1 Ohio Farmer Conservation Awards Program 63.6 Unemployment Information

41.2 Ohio Conservation Program Evaluation Award 63.7 Deferred Compensation

41.3 Annual Planning Meeting 70.0 RECORDS AND REPORTS

41.4 Soil Stewardship 71.0 ANNUAL MEETING PROGRAMS

42.0 YOUTH ACTIVITIES 72.0 ANNUAL REPORTS

42.1 Envirothon 80.0 SUPPLIES

42.2 Poster Contest 81.0 SUPPLY CATALOGS

43.0 CURRENT NEWS RELEASES 82.0 OSWCC BLANK FORMS

44.0 NEWSLETTERS 82.1 Form 11 - due June 5

44.1 District 82.2 Form 20 - Activity/leave Sheet

44.2 NACD 82.3 Form 24 - Vacation/Sick leave

45.0 MAILING LISTS 82.4 Expense Account Forms

46.0 SPEAKERS ROSTER 83.0 DISTRICT CREATED FORMS

47.0 RESOURCE INFORMATION 84.0 POLLUTION ABATEMENT

50.0 OPERATIONS CASE FILES (PERMANENT) 85.0 ADMINISTRATIVE RULES AND GUIDELINES

51.0 WATERSHEDS 85.1 Animal Waste/Erosion Complaint Procedures

52.0 ITEMS FOR RESALE 85.2 Pollution Abatement Investigative Reports

52.1 Tree Sales 85.3 Cost Share Forms

52.2 Fish Sales 85.4 Cost Share Recipients

53.0 CONSERVATION WORKS OF IMPROVEMENT 86.0 SEWAGE SLUDGE

54.0 GRANTS 87.0 COMPOSTING

54.1 Manure Nutrient Management 88.0 BROKERING

54.2 319 Non-Point
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