
N EW
EM P LO YEE
FO RU M

Melissa  Cauble
Rhonda  Koehne

Karla  Sm ith



TO P ICS

2

N
E

W
 E

M
P

LO
Y

E
E

 F
O

R
U

M

Ne tworking
Calendar

Bas ic Dis trict Po licy
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In troduction

N EW  EM P LO YEE FO RU M

Melissa  is  the  AC for Montgom ery Co SWCD, she  has  
been  there  fo r  24 years . She  is  a lso  our insurance  lia ison . 
She  is  a lways  willing  to  he lp  co-workers  with  ques tions  o r 
your insurance  ques tions .

Rhonda  Koehne  is  the  Executive  Director fo r Macoupin  Co 
SWCD, she  has  been  there  fo r 31 years . Ca ll Rhonda  with  
any ques tions  about the  Com ptro lle r’s  Report. She  has  
he lped  m any of us  over the  years .

Karla  Sm ith  is  the  AC in  Peoria  Co; she  has  worked  there  
fo r 9 years . If she  doesn’t know the  answer to  your 
ques tions , she  will find  ou t who does  and  ge t you  the  he lp  
you  need .
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NETWORKING

iswcdea .org
Everyth ing  we  a re  d iscuss ing  today can  be  found  here . 

a iswcd.org
Everyth ing  for the  s ta te  associa tion  should  be  ab le  to  be  found  here .

Directory for a ll SWCD’s  is  a lso  here .



FACEBO O K 
N EW  EM P O LO YEE FO RU M

• Ask to  jo in  the  IL SWCD Adm inis tra tive  Coordina tors  page , 
th is  g ives  you access  to  problem s  tha t a ll o f us  a re  dea ling  
with  and  m ight be  ab le  to  he lp  you. This  is  a  closed  group; 
adm inis tra tors  of the  page  have  to  approve  you. 

• Like  the  Associa tion  of Illino is  Soil and  Water Conserva tion  
Dis tricts  page . 
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O THER
N EW  EM P LO YEE FO RU M

• The  Mentor page .
• Go to  tra in ings  to  m ee t m ore  
 of us  em ployees !
• Your em ployee  board  
 representa tives
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The  way to  ge t 
s ta rted  is  to  qu it 
ta lking  and  begin  
doing .
Walt Disney
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“ CALENDAR”
 

MONTHLY ACTIVITIES



M O N THLY 
ACTIVITIES We have  com piled  a  lis t o f 

com m on SWCD activities  and  
organized  them  by m onth  to  
he lp  organize  and  track the  

m any th ings  we  do .

Where  can  you  
find  th is  

in form ation?



Navigating to the 
“Calendar” on the 
ISWCDEA website

1. Go to ISWCDEA home page - https://www.iswcdea.org

2a. Hover over Employee Resources drop-down menu,  
      then click on SWCD General Calendar
 

OR

2b. Click on Employee Resources and, in the new 
      screen, click on More Info under SWCD General 
      Calendar.

3. In the new screen, click on the name of the month you 
    want to view to open its list in a new window.

https://www.iswcdea.org/


Calendar – Monthly Activities lists
The monthly activities lists consist of…

• A list of activities that occur each month along with correlating due dates (if applicable). 
• A list of End of Year and/or End of Quarter activities (if applicable) along with correlating 

due dates (if applicable). 
• A list of other items that have due dates that month and correlating due dates.
• A list of activities that normally (or could) occur that month.
• A list of items you might want to consider working on that month (either its due date is 

fast approaching or it’s a good time of the year to work on the activity).



Here is what the 
activity list looks like 
for the month of April.



Basic Dis trict Policy
HIGHLIGHTS

• Soil and  Water Conserva tion  Dis tricts  Act
• ilga .gov/leg is la tion /ilcs /ilcs3.asp?ActID=8
57   
• This  link will take  you  to  the  actua l 
Dis trict Po licy Sta tu te . If you’re  in to  read ing  
lega l ja rgon , th is  is  fo r you!

Sec 3.01: “Dis trict”  or Soil and  Water Conserva tion  Dis trict”  Means  a  
public body corpora te  and  politic, o rganized  in  accordance  with  th is  
Act.

Sec 5: Governing  body cons is ts  of 5 Directors : 3 e lected  in  even  years , 
2 e lected  in  odd years

Sec 6: Powers  and  duties . In  addition  to  the  powers  and  duties  
o therwise  conferred  upon the  Departm ent, it sha ll have  the  fo llowing 
powers  and  duties : 

• 1. To offe r such  ass is tance  as  m ay be  appropria te  to  the  d irectors  of 
SWCD, organized  a  provided  here inafte r, in  the  carrying  out of any 
of the  powers  and  program s.

https://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=857
https://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=857
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• 2. To  keep  the  d irectors  o f each  d is trict in form ed of the  activities  and  experience  of o ther 
such  d is tricts , and  to  facilita te  an  in te rchange  of advice  and  experience  be tween  such  
d is tricts  and  coopera tion  be tween  them . 

• 3. To  coord ina te  the  p rogram s of the  severa l d is tricts  so  fa r as  th is  m ay be  done  by advice  
and  consu lta tion .

• 4. To  seek the  coopera tion  and  ass is tance  of the  US and  of the  agencies  o f th is  S ta te , in  
the  work of such  d is tricts .

• 5. To  d issem inate  in form ation  th roughout the  S ta te  concern ing  the  fo rm ation  of such  
d is tricts , and  to  ass is t in  the  fo rm ation  of such  d is tricts  in  a reas  where  the ir o rgan iza tion  
is  des irab le .

• 6. To  cons ider, review, and  express  its  op in ion  concern ing  any ru les , regu la tions , 
o rd inances  o r o ther action  of the  BOD of any d is trict and  to  advise  such  BOD accord ing ly.

• 7. To  prepare  and  subm it to  the  Director o f the  Departm ent an  annual budget.
• 8. To  develop  and  coord ina te  a  com prehens ive  S ta te  e ros ion  and  sed im ent con tro l 

p rogram , includ ing  gu ide lines  to  be  used  by d is tricts  in  im plem enting  th is  p rogram . In  
develop ing  th is  p rogram , the  Departm ent m ay consu lt with  and  reques t technica l 
ass is tance  from  loca l, s ta te  and  federa l agencies , and  m ay consu lt and  advise  with  
technica lly qua lified  persons  and  with  the  SWCD. 

• 9. To  prom ote  am ong its  m em bers  the  m anagem ent o f m arg ina l agricu ltu ra l and  o ther 
ru ra l lands  fo r fo res try, cons is ten t with  the  goals  and  purposed  of the  “ IL Fores try 
Developm ent Act” .



Sec 22.02: To  ca rry out preventive  and  contro l 
m easures  with in  the  d is trict including , bu t no t 
lim ited  to , engineering  opera tions , m e thods  of 
cu ltiva tion , the  growing  of vege ta tion , changes  in  
used  of land  on  lands  owned or contro lled  by th is  
S ta te  or any of its  agencies , with  the  coopera tion  of 
the  agency adm inis te ring  and  having  jurisd iction  
the reof, and  on  any o the r lands  with in  the  d is trict 
upon obta in ing  the  consent of the  owners  and  
occupie rs  of such  lands  or the  necessa ry righ ts  or 
in te res ts  in  such  lands .

Sec 38: Dis trict e ros ion  and  sed im ent contro l 
program .

Sec 39: Com pliance  with  s tandards  – cos t sha ring . 

The  program  adopted  by each  d is trict sha ll p rovide  
for the  sha ring  by the  d is trict o f pa rt o f the  cos t o f 
enduring  e ros ion  and  sed im ent contro l devices , 
s tructures  and  practices  and  sha ll specify the  cos t-
sha ring  ra tios  which  sha ll apply to  va rious  types  of 
enduring  e ros ion  and  sed im ent contro l devices , 
s tructures  and  practices  in  tha t d is trict. The  
Departm ent sha ll p rovide  cos t-sha ring  with  respect 
to  enduring  e ros ion  and  sed im ent contro l devices , 
s tructures  and  practices  when required  in  re la tion  
to  a  land  d is turb ing  activity involving  land  in  m ore  
than  one  d is trict. 

SEC 41: Com pla in ts - All com pla in ts  for sed im ent 
and  e ros ion  dam ages  sha ll be  filed  with  the  SWCD. 
Refe r to  the  Dis trict Opera tiona l Handbook for 
gu idance .

N EW  EM P LO YEE FO RU M 1 5



GRANT AGREEMENT
 Please  Read  the  curren t Grant Agreem ent 
 Pages  3, 7, and  29 need  to  be  com ple ted  and  sen t back to  J am es  Walsh  

(by Decem ber 4)
 Estim ated  Bas ic Opera tions  a t lis ted  on  page  6, Cos t Share  Funds  (PFC) 

a re  a lso  lis ted  on  th is  page . 
 Grant Funds  m us t be  in  an  insured  account, tha t bears  in te res t, report 

on  quarte rly reports
 Equipm ent bought with  these  funds  m us t be  reported .
 Scope  of Award  Activities  (Purpose) Exhib it A, B, & D
 Grantee  m us t com ply or risk los ing  funding .
 Must ho ld  a t leas t 8 m ee tings  in  a  12-m onth  period .



INFORMATION FOUND 
IN DISTRICT 
OPERATIONAL 
HANDBOOKS

Elections : Your Regiona l Rep will send 
the  m ateria l every year in  Decem ber or 
early J anuary. Follow the  guide lines  
and fill out the  form s  and turn  in  by the  
appropria te  da tes .

Financia l: We rece ive  opera tiona l 
funding from  the  Bureau of Land and 
Water/ Illinois  Departm ent of AG. 
Please  re fe r to  the  Grant Agreem ent for 
guidance . Keep SAM’s  regis tra tion  
current; GATA current (yearly), 
Quarte rly Reports , required , fo llow 
SWCD Transm itta l Checklis t for da tes .

Fill out th is  form  when you send item  
in , da te  and who sent it.  It g ives  you a  
record  of it. 

N EW  EM P LO YEE FO RU M 1 7



Personnel
Every Dis trict should  have  on  file , 
exp la in  du ties  o f each  pos ition , 
who  do  we report to , vaca tion  
tim e, s ick leave , d isab ility leave  
schedules , eva lua tions , con tracts , 
benefits . 
Look in  the  Green  SWCD 
Opera tiona l Handbook. 

N EW  EM P LO YEE FO RU M 1 8



TAX TIM E 

File  your W2’s  a t s sa .gov. If you  have  had  an  account with  the  BSO (Bus iness  
Services  Online) You need  to  m ake  a  new account on  Login .gov. Connect it to  your 
Linc Card

New th is  year: IRS has opened a free portal to file information returns www.irs.gov/iris; 
Apply for an Iris TCC, follow the directions.  This will take a couple of days.

1099G is used for Cost Share Money. A1099-MISC or 1099-NEC is used for anyone that you pay 
over $600 i.e. janitor, landscaper, the person who plants for you. 

IRS.gov: Find any form that you need. You can order paper copies now for 2023. 

1099’s are due to the recipients by January 31.

http://www.irs.gov/iris


FREEDOM OF 
INFORMATION ACT/
OPEN MEETINGS ACT



WHAT ARE THEY?

FREEDOM OF INFORMATION ACT (FOIA)

Pursuant to the fundamenta l philosophy of the American constitutiona l form of government , it is decla red 
to be the public policy of the Sta te of Illinois tha t a ll persons a re entitled to full and complete information 
regarding the a ffa irs of government and the officia l acts and policies of those who represent them as 
public officia ls and public employees consistent with the terms of this Act . Such access is necessa ry to 
enable the people to fulfill their duties of discussing public issues fully and freely, making informed politica l 
judgments and monitoring government to ensure tha t it is being conducted in the public interest .

-  Illinois Freedom of Information Act , 5 ILCS 140/1.
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WHAT ARE THEY?

OPEN MEETINGS ACT (OMA)

It is the public policy of this Sta te tha t public bodies exist to a id in the conduct of the people's business and 
tha t the people have a  right to be informed as to the conduct of their business.

-  Illinois Open Meetings Act , 5 ILCS 120/1.

2023 22



ALL PUBLIC BODIES 
MUST ABIDE BY 
BOTH ACTS AND 
BOTH ACTS REQUIRE 
DESIGNATED FOIA 
AND OMA OFFICERS

FOIA Office r Re q uire m e nt s
- - Must complete the electronic tra ining on an annua l basis

- - New or additiona l officers must complete tra ining within 30 days 
a fter such a  designa tion

- - Officer will receive requests for records, ensure tha t the public 
body responds in a  timely manner and issue responses under FOIA

OMA De s igne e  Re q uire m e nt s
- - Must complete the electronic tra ining on an annua l basis

- - New or additiona l officers must complete tra ining within 30 days 
a fter such a  designa tion

- -All public bodies must designa te employees, officers or members 
to receive tra ining on compliance with the law.  Each public body 
can submit the list of designa ted persons to the Public Access 
Counselor (PAC) by ema il to:

2023
23

Le a h  Ba rt e lt

Pub lic .a cce s s @ila g .g ov

mailto:Public.access@ilag.gov


FOIA FAQ’S

WHO IS SUBJECT 
TO FOIA?

WHO CAN SUBMIT 
A FOIA REQUEST?

HOW MANY DAYS 
DOES THE PUBLIC 

BODY HAVE TO 
RESPOND?

WHEN DOES THE 
5- DAY RESPONSE 

PERIOD BEGIN?

All public bodies, excluding the judicia l bra nch.  However, court  
records a nd proceedings genera lly a re open to the public under 
other Illinois la ws.

Anyone.  Any person, group, a ssocia t ion, corpora t ion, firm, 
pa rtnership or orga niza t ion ha s the right  to file  a  FOIA request  
to a ny sta te or loca l public body.

Five BUSINESS DAYS from the da y a fter the public body receives the 
request .  However, tha t  t ime ma y be extended a n a ddit iona l five 
business da ys from the da te of the origina l due da te if certa in 
situa t ions a rise.  If a ddit iona l t ime is needed, the public body must  
not ify the requester in writ ing within five da ys a fter the receipt  of the 
request  of the sta tutory rea sons for the extension a nd the da te on 
which it  will provide a  fina l response to the request .

The t imeline begins the first  business da y a fter the public body 
receives the request , rega rdless of who receives it .  Any 
employee or officer receiving the request  must  immedia tely 
forwa rd the request  to the FOIA officer to ma ximize response 
t ime.
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FOIA FAQ’S

WHEN IS A REQUEST 
SENT BY E- MAIL 

“RECEIVED”?

CAN THE PUBLIC 
BODY REQUIRE 

REQUESTS BE ON 
A CERTAIN FORM 

OR FORMAT?

DOES THE PUBLIC BODY 
HAVE TO IDENTIFY THE 

FOIA OFFICER?

WHAT HAPPENS IF THE 
ORIGINAL 5  DAYS PLUS THE 
EXTENSION OF TIME IS NOT 

ENOUGH?

If a  request  a ppea rs in the recipient ’s ma ilbox on tha t  business 
da y, it  is received tha t  da y.  Requests sent  a fter norma l business 
hours or on a  weekend or holida y a re considered sent  on the 
next  business da y.

No.  Public bodies ca n require requests be in writ ing, but  they 
must  a ccept  them via  ma il, persona l delivery, fa x, ema il or 
other mea ns.  Public bodies ma y choose to a ccept  ora l requests, 
but  they a re not  required to do so.

Yes.  They should be designa ted in a ny directory used by the public 
body a nd should be posted on a ny website or socia l media .

The Act  a llows the public body a nd the requester to rea ch a  
writ ten a greement  to extend the t ime in which to respond to a  
request .
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FOIA FAQ’S

WHAT INFORMATION 
SHOULD BE 

WITHHELD OR 
REDACTED?

CAN REQUESTS BE 
MADE ANONYMOUSLY?

CAN THE PUBLIC BODY 
CHARGE FOR COPIES?

CAN THE PUBLIC BODY 
REQUIRE RECEIPT OF PAYMENT 

BEFORE FULFILLING THE 
REQUEST?

The la w requires the public body to withhold home a ddresses, 
telephone numbers a nd socia l security numbers of individua ls 
a nd certa in informa t ion protected under the Judicia l Priva cy 
Act .

Yes.

Yes, but  there a re limits.  The first  50 bla ck a nd white pa ges a re free, 
a nd a ny a ddit iona l pa ges ca n be no more tha n $0.15 ea ch.  When color 
copies or a bnorma l sized copies a re requested, the a ctua l cost  of the 
copying ca n be cha rged.  For elect ronic copies, only the cost  of the 
recording medium ca n be cha rged.

Yes, but  keep in mind the first  50 pa ges a re free, even if the 
requester refuses to pa y for the rema ining records.

2023 26



OMA FAQ’S

DEFINITION OF A MEETING ELECTED OR APPOINTED 
OFFICIALS AND OMA TRAINING
Any elected or appointed member of a  public body 

subject to the Act a fter Janua ry 1, 2012, must 
complete the electronic tra ining no la ter than the 
90th day a fter taking the oa th of office, or if not 

required to take an oa th of office, a fter otherwise 
a ssuming responsibilities a s a  member of the public 
body.  For new SWCD directors who begin their terms 

in March, the deadline will fa ll in June of the yea r. WHAT TYPE OF “PUBLIC BODY” IS 
COVERED BY OMA?

THE STATE

COUNTIES

TOWNSHIPS, CITIES, VILLAGES OR TOWNS

SCHOOL DISTRICTS OR SPECIAL DISTRICTS—ie SWCDs

20XX Pitch Deck 27

The Open Meetings Act defines a  “meeting” to include “any 
ga thering, whether in person or by video or audio conference, 

telephone ca ll, electronic means or any other means of 
contemporaneous communica tion, of a  ma jority of a  quorum of 
the members of a  public body held for the purpose of discussing 

public business.”

CAN A BOARD TAKE ACTION ON 
AN ITEM NOT LISTED ON THE 

AGENDA?
OMA permits discussion during regula r meetings of 

items not specifica lly set forth on the agenda .  
However, it DOES NOT permit the taking of a  vote on 

such a  ma tter a t tha t meeting.  



OMA FAQ’S

WHEN AND HOW TO PROVIDE 
NOTICE OF A MEETING 

CHANGE BY A PUBLIC BODY

20XX Pitch Deck 28

At the beginning of each ca lenda r or fisca l yea r, every public 
body must crea te and make ava ilable to the public the schedule 

for regula r meetings tha t yea r, including the da tes, times and 
loca tions of the meetings.  Notice sha ll be given by posting a  

copy of the notice a t the principa l office of the body holding the 
meeting, or a t the building in which the meeting is to be held.  If 
the public body has a  website, then notice of a ll meetings must 

a lso be posted on it .  

If the public body changes the regula r meeting schedule (a s 
opposed to a  regula r meeting), it must give 10 ca lenda r days 

notice of the change by publicizing the change in the newspaper 
and by posting informa tion concerning the schedule change a t 

the principa l office of the public body.

The public body must post an agenda  for the pa rticula r meeting 
a t the principa l office of the public body, a t the loca tion of the 
meeting, and on the public body’s website a t lea st 48 hours in 

advance of the meeting.

CAN THE AGENDA BE CHANGED?
No.  While the public body can discuss items tha t a re not on the 
agenda  of a  regula r meeting, the public body cannot take action 

or make any decision rega rding items of topics not on the 
agenda  of a  regula r meeting.  It is import to note tha t a t a  

specia l or emergency meeting, unlike a  regula r meeting, a  public 
body cannot discuss items tha t did not appea r on the agenda  

for the specia l or emergency meeting.

IS A PUBLIC BODY REQUIRED TO 
ALLOW A MEMBER OF THE PUBLIC 
TO SPEAK AT AN OPEN MEETING?

The Act requires tha t public bodies give members of the public 
an opportunity to speak a t a  public meeting.  Public bodies a re 
authorized to adopt rules rega rding the public comment portion 

of a  meeting.  Such rules may limit the time a llotted for the 
public to speak or require the speaker to pre- a rrange time to 

speak on the agenda .



OMA FAQ’S
IS THE PUBLIC BODY 

REQUIRED TO TAKE MINUTES 
OF ITS OPEN MEETINGS?

20XX
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YES.  The minutes must include:

1. The da te, time and place of the meeting

2. A list of the members present and absent from the meeting 
and whether they a ttended in person, by phone or by video

3. A summary of the discussion of a ll ma tters proposed, 
delibera ted or decided

4. A record of any votes taken

Subsidia ry bodies of public bodies (committees, subcommittees, 
etc.) a re a lso required to take minutes of meetings.

A public body must make minutes of the meeting ava ilable for 
public inspection and post them on the public body’s website (if 

it has one) within 7 ca lenda r days a fter the minutes a re 
approved by the public body.

WHEN CAN A MEETING BE 
“CLOSED”?

There is a  long list of reasons why a  meeting can be closed to 
the public.  For SWCDs the most common reason is for 

discussion of personnel ma tters or the lea se or sa le of property.  
For the complete list , check Section 2(c) of the Act .

HOW CAN A PUBLIC BODY “CLOSE” 
A MEETING?

The public body must first meet in a  properly noticed open 
meeting, then vote to close the meeting by a  ma jority vote of a  

quorum present .  The public body must cite the specific 
exemption in the Open Meetings Act tha t applies and a llows the 

closure of the meeting.

CAN A PUBLIC BODY TAKE BINDING 
ACTION IN A CLOSED SESSION?

No.  A public body may not take any fina l action in a  closed 
session.  They would need to take action once the regula r 

meeting was reconvened.



OMA FAQ’S

HOW MUST A PUBLIC BODY 
RECORD A CLOSED MEETING?

Pitch Deck 30

A public body must make a  verba tim record, by audio or video, 
of any closed session and take minutes of the meeting.  Semi-
annua lly, the public body must meet to review the minutes of 
any closes sessions tha t occurred and determine whether the 

minutes of those closed sessions need to rema in confidentia l.  If 
the public body determines tha t it is no longer necessa ry to 

have the minutes rema in confidentia l, it must make the minutes 
ava ilable to the public.

THE REST OF THE FAQ’S ON THE 
WEBSITE DEAL WITH THE RIGHTS 

OF THE PUBLIC IF SOMEONE 
BELIEVES THE PUBLIC BODY HAS 
VIOLATED THE OMA.  PLEASE BE 

SURE TO LOOK OVER THAT 
SECTION CAREFULLY WHILE 
DOING YOUR OMA TRAINING



RESOURCES
LEAH BARTELT

PUBLIC ACCESS COUNSELOR

PUBLIC ACCESS BUREAU

500 S. 2ND STREET

SPRINGFIELD, IL  62706

Public.a ccess@ila g.gov

FOIA Hot line:  1- 877- 299- FOIA (1- 877- 299- 3642)
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TRAINING FOR FOIA AND OMA OFFICERS/DESIGNEES:

WWW.FOIAPAC.ILAG.COM

mailto:Public.access@ilag.gov


COMPTROLLER 
ANNUAL FINANCIAL 

REPORT (AFR)
 

IDOA FINANCIAL 
MANAGEMENT 
PACKET (FMP)



Illinois Comptroller - AFR
What is the Comptroller’s Annual Financial Report (AFR)?

Local bodies of government—such as Townships, Municipalities, Cemeteries, Drainage 
Districts, and SWCDs—are required to report their annual financial records to the State of 
Illinois (and to the public) so taxpayers have an account of how their tax dollars are being 
used.  Local Governments report these finances by completing an Annual Financial Report 
(AFR) and filing the AFR with the State of Illinois Comptroller’s Office and with any other 
required local authority.

Annual Financial Reports are self-reported financial records, summarizing the revenues, 
expenditures, fund balances, and debt of units of local government throughout the state.



Illinois Comptroller - AFR
What you need to know…

• All SWCDs MUST file an Annual Financial Report (AFR) with the Illinois Comptroller’s Office 
following the end of every fiscal year.

• The report is due 180 days following the end of the fiscal year (June 30th), making the report 
filing due date December 27th each year.  You can be FINED for missing the deadline!

• If you need more time, you can ask for an extension of time each year. You must request it 
prior to the December 27th deadline. You can only be granted one 60-day extension each 
year.  The 60-day extension makes the report due on February 25th of the following year.

• You can pay a third party—such as a CPA firm—to file the report for you or you can file the 
report yourself for free.

• To complete the Comptroller AFR, you will need either your Audit report from your CPA firm 
OR, if you don’t do an audit, two Quickbooks reports for the fiscal year – the Balance Sheet 
as of June 30th and the standard Profit & Loss Report for the fiscal year.



Illinois Comptroller - AFR
Where to get help completing the Comptroller AFR…

The ISWCDEA website has a link to a PowerPoint presentation containing information about 
completing the Comptroller AFR on your own.  You can also use the Regional Mentors list and 
contact the person listed under Comptroller AFR/IDOA FMP for your region for more help.

1. Go to ISWCDEA home page - https://www.iswcdea.org

2a. Hover over Employee Resources drop-down menu, then click on Administrative Resources
 

OR

2b. Click on Employee Resources and, in the new screen, click on More Info under Administrative Resources.

3. In the new screen, find the section titled Comptroller’s Annual Financial Report (AFR) There is a link in the 
third paragraph of that section.  It will open a step-by-step presentation on how to complete the AFR.

https://www.iswcdea.org/


Illinois Department of Ag - FMP
What is the IDOA Financial Management Packet (FMP)?

As a State Agency, the Illinois Department of Agriculture (IDOA) has a duty to 
maintain records of how they use tax-payer dollars they receive.  Since SWCD grant monies 
pass through IDOA, the Department also has the responsibility of keeping record of how 
SWCD grant monies are used.  Therefore, IDOA requires SWCDs to submit annual financial 
records to IDOA. 

Keep in mind, IDOA already knows how much grant monies each SWCD received each fiscal 
year.  So, IDOA really only needs to know how we spent the money.  While the FMP report 
does ask you to report ALL of your expenses in Column 1, the main purpose of the report is to 
show IDOA (Illinois government) how you spent the grant money the State of Illinois gave you 
(operations and cost-share) in Column 3.



Here is what a blank 
FMP looks like.
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Illinois Department of Ag - FMP
What you need to know…
• All SWCDs MUST FILE a Financial Management Packet (FMP) with the Illinois Department 

of Agriculture (IDOA) OR SUBMIT an Audit (completed by a CPA firm) following the end of 
every fiscal year.

• The FMP report is due November 1st following the end of the fiscal year (June 30th). If 
submitting an Audit, it is due as soon as the Audit is completed.

• To complete the FMP, you must first complete the Illinois Comptroller’s AFR.
• The FMP is a report of EXPENSES only. (Remember that IDOA already knows how much 

grant money you received, so they just need to know how you spent the grant money.) 



Illinois Department of Ag - FMP
Where to get help completing IDOA’s FMP…

The ISWCDEA website has a link to two PowerPoint presentations containing information 
about completing the IDOA FMP. You can also use the Regional Mentors list and contact the 
person listed under Comptroller AFR/IDOA FMP for your region for more help or questions.

1. Go to ISWCDEA home page - https://www.iswcdea.org

2a. Hover over Employee Resources drop-down menu, then click on Administrative Resources
 

OR

2b. Click on Employee Resources and, in the new screen, click on More Info under Administrative Resources.

3. In the new screen, find the section titled IDOA Financial Management Packet (FMP).  There are two links in 
the third paragraph of that section.  The first will open a step-by-step presentation on how to complete the FMP 
report.  The second link will open an FMP Guide created by IDOA. 

https://www.iswcdea.org/
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AC = Adm inis t ra t ive  Coord ina to r - SWCD adm in is t ra t ive  posiiton
AC = Adm inis t ra t ive  Coord ina to r - USDA-NRCS Area  adm in is t ra t ive  posiiton
AC/ RC = Adm inis t ra t ive  Coord ina to r/ Resource  Conserva t ion is t  - SWCD em ployee  serving  in  bo th  posiitons
ACEP = Agricultural Conservation Easem ent Program
ACS = Alterna t ive  Cropping  System
ADA = Am ericans  w ith  Disab ilit ies  Act
AFT = Am erican  Farm land  Trus t  - partner organizat ion
AIMA = Agricu ltu ra l Im pact  Mit iga t ion  Agreem ent  - IDOA agreem ent  w ith  Illino is  u t ility com panies
AISWCD = Associa t ion  o f Illino is  So il & Water Conserva t ion  Dis t rict s  -s ta te  m am bersh ip  o rgan iza t ion  fo r a ll Illino is  

SWCDs
AMA = Agricu ltu ra l Managem ent  Ass is tance  Program  - USDA
APHIS = Anim al Plan t  Health  Inspect ion  Service
APS = Area  Program  Specia lis t  - USDA-NRCS specia lis t  pos it ion
APW = Annual Plan  o f Work (a lso  know n as  the  APO - Annual Plan  o f Operat ions)
ARC = Area  Resource  Conserva t ion is t  - USDA-NRCS specia lis t  pos it ion
ARS = Agricu ltu ra l Research  Service  - departm ent  under USDA
ARSS = Area  Resource  So il Scien t is t  - USDA-NRCS specia lis t  pos it ion
ASAE = Am erican  Socie ty o f Agricu ltu ra l Engineers
ASTC = Ass is tan t  S ta te  Conserva t ion is t  - USDA-NRCS Area  leadersh ip  posit ion
AWEP = Agricu ltu ra l Water Enhancem ent  Program  - USDA-NRCS
BF = Beginn ing  Farm er - USDA term  referring  to  clien t  s tatus
BLM = Bureau  of Land  Managem ent  (federa l agency)
BLWR = Bureau  of Land  and  Water Resources  - Bureau  under Illino is  Departm ent  o f Agriculture
BMP = Bes t  Managem ent  Pract ices
C2000 = Conserva t ion  by 2000 (s ta te  in it ia t ive  to  m eet  certa in  leve ls  o f conserva t ion  by the  year 2000)
CAA = Clean  Air Act  (federal)
CAFO = Confined  Anim al Feed ing  Operat ions
CAP = Conserva t ion  Act ivity Plan  (w rit ten  p lan  requ ired  fo r certa in  NRCS program s)
CART = Conserva t ion  Assessm ent  Ranking  Tool - USDA-NRCS app lica t ion  ranking  softw are  program

4 0
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CCA = Cert ified  Crop  Advisor

CCC = Com m odity Cred it  Corpora t ion , part  o f USDA-FSA

CCE = Com m on Com put ing  Environm ent

CCI = Cooperat ive Conservation Init ia t ive

CCPI = Cooperat ive Conservation Partnership Init ia t ive

CCSI = Conserva t ion  Cropping  Sys tem s  Init ia t ive

CD = Conserva t ion  Desktop  - NRCS p lann ing  and  con t ract ing  softw are  program

CE = Civil Engineer, USDA-NRCS posit ion

CED = County Execu t ive  Directo r - USDA-FSA county o ffice  leadersh ip  posit ion

CES = Coopera t ive  Extens ion  Service  - Univers ity o f Illinois

CIG = Conservation Innovation Grant

CMA = Coopera t ive  Managem ent  Agreem ent  (sam e as  MOU)

CMS = Centra l Managem ent  Services  (s tate)

CNMP = Com prehens ive  Nutrien t  Managem ent  System

COB = Close  o f Business

COE = US Arm y Corps  o f Engineers  (a lso  USACE and  Corps)

CONS6 = Conserva t ion  Ass is tance  Notes  on  NRCS-CPA-6 form
COOP = Cont inu ity Of Opera t ions  Plan

CP = Conserva t ion  Planner - IDOA fie ld  s ta ff pos it ion

CPA = Conserva t ion  Prio rity Area

CPESC = Cert ified  Profess iona l in  Eros ion  and  Sed im ent  Control

CPP = Conserva t ion  Pract ices  Program  (fo rm er nam e of PFC cos t -share  program )
CREP = Conserva t ion  Reserve  Enhancem ent  Program  - USDA-FSA and  IDNR program

CRP = Conserva t ion  Reserve  Program  - USDA-FSA

CRR = Cultu ra l Resources  Review

CSP = Conserva t ion  Stew ardsh ip  Program  - USDA-NRCS (a lso  re ferred  to  as  CStP)

CTA = Conservation Technical Ass is tance
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CTIC = Conserva t ion  Technology Inform at ion  Center
CWA = Clean  Wate r Act  (federal)

CWA = Coopera t ive  Working  Agreem ent

CY = Crop  Year

DARTS = Data  Access , Record ing  & Tracking  Sys tem  - IDOA + SWCD (now  decom m iss ioned)

DC = Dis t rict  Conserva t ion is t  - USDA-NRCS Dis t rict  Grouping  leadersh ip  posit ion

DG = Dis t rict  Grouping  - NRCS grouping  of the ir Fie ld  Offices

DOH = Dis t rict  Opera t iona l Handbook (Se t  o f tw o handbooks  w rit ten  by IDOA as  gu ides  fo r SWCD offices)

DWG = Dra inage  Working  Group

DWM = Dra inage  Wate r Managem ent

EA = Environm ental Assessm ent

EAB = Em era ld  Ash  Borer

eAuth = e lect ron ic Authen t ica t ion  - USDA te rm  for be ing  au thorized  to  access  ce rta in  (e lect ron ic) com pute r program s

EC = Educa t ion  Coord ina tor - SWCD posit ion

EcoCAT = Ecolog ica l Com pliance  and  Assessm ent  - s ta te  com pute r p rogram  for endangered / th rea tened  species  review s

ECP = Em ergency Conserva t ion  Program  - USDA

ED = Execut ive  Director - SWCD lead  em ployee  and  AISWCD leadersh ip  posit ion

EE = Environm ental Evaluation

EEO = Equa l Em ploym ent  Opportunity

EI = Erodibility Index

EIS = Environm enta l Im pact  Sta tem ent

EMP = Environm ental Managem ent Plan

EO = Execut ive  Order (by US pres iden t  o r Illino is  Governor)

EQIP = Environm enta l Qua lity Incen t ive  Program  - USDA-NRCS

ESC = Eros ion  + Sed im ent  Cont ro l p rogram  (another fo rm er nam e  of PFC cos t -sha re  program )

EWG = Environm ental Working Group

EWP = Em ergency Wate rshed  Pro tect ion  Program  - USDA

EWRP = Em ergency Wet land  Rese rve  Program  - USDA

FA = Financia l Ass is tance  - USDA te rm  for p rovid ing  cos t -sha re  do lla rs  to  part icipants

FAC = Food and  Agricu ltu re  Council

FEMA = Federa l Em ergency Managem ent  Agency (federal)
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FIP = Fores t ry Incen t ive  Program  - USDA-NRCS

FMI = Fores t ry Managem ent  Incen t ive  - USDA-FSA part  o f CRP

FMMI = Federa l Managem ent  Modern iza t ion  Init ia t ive

FMP = Fores t  Managem ent  Plan

FO = Fie ld  Office  - USDA-NRCS county service  center

FOIA = Freedom  of In form at ion  Act  (s ta te  and  federal)

FOTG = Fie ld  Office  Technica l Guide  - a lso  eFOTG (e lect ron ic vers ion  o f FOTG)

FPAC = Farm  Product ion  and  Conserva t ion  Bus iness  - USDA

FPE = Floodpla in  Easem ent

FPPA = Farm land  Pro tect ion  Po licy Act

FRPP = Farm  + Ranch land  Pro tect ion  Program  - USDA-NRCS

FS = Fores t  Service  (federal)

FSA = Farm  Service  Agency - USDA agency (fo rm erly ASCS - Agricu ltu ra l S tab iliza t ion  and  Conserva t ion  Service)

FTE = Full-t im e Equivalent

FWP = Farm able  Wet lands  Program  - USDA-FSA as  part  o f CRP

FY = Fisca l Year

GIS = Geograph ic In form at ion  System

GLRI = Grea t  Lakes  Res to ra t ion  In it ia t ive  (federal)

GRP = Grass land  Reserve  Program  - USDA-FSA

HB = House  Bill (s ta te  and  federa l level)

HEL = Highly Erod ib le  Land  (fie ld  determ ination)

HELC = Highly Erod ib le  Land  Conserva t ion  (p rovis ions  tha t  app ly to  HEL fields)

HQ = Headquarters

HR = House  Reso lu t ion  (s ta te  and  federa l level)

HUC = Hydro log ic Unit  Code

HUS = His to rica lly Underserved  - USDA term  referring  to  clien t  s tatus
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IAAP = Inte rna t iona l Associa t ion  of Adm inis t ra t ive  Profess ionals
IAG = Illino is  At to rney General
IARC&D = Illino is  Associa t ion  of Resource  Conserva t ion  & Deve lopm ent  Areas
ICA = Inte ragency Coopera t ive  Agreem ent
IDENR Illino is  Departm ent  o f Energy & Natura l Resources
IDNR = Illino is  Departm ent  o f Na tura l Resources
IDNR-OWR = Illino is  Departm ent  o f Na tura l Resources -Office  o f Wate r Resources

IDOA = Illino is  Departm ent  o f Agriculture
IDOT = Illino is  Departm ent  o f Transporta t ion
IDP = Individua l Deve lopm ent  Plan  (federal)
IEMA = Illino is  Em ergency Managem ent  Agency
IEPA = Illinois  Environm ental Portect ion Agency
IFA = Illino is  Fores t ry Associa t ion
IFDA = Illino is  Fores t ry Deve lopm ent  Act  - IDNR
ILCS = Illino is  Com piled  S ta tu tes , (published  lis t ing  of S ta te  o f Illino is  law s)
ILICA = Illino is  Land  Im provem ent  Cont ractors  o f Am erica
INHS = Illino is  Na tura l His to ry Survey
IPAC = Inform at ion  fo r Plann ing  and  Consu lta t ion  - federa l com pute r p rogram  for endangered / th rea tened  review s

IPM = Integra ted  Pes t  Managem ent
ISGS = Illino is  S ta te  Geolog ica l Survey
ISWCDEA = Illino is  So il and  Wate r Conserva t ion  Dis t rict  Em ployee  Associa t ion  - m em bersh ip  organ iza t ion  fo r Illino is  SWCD em ployees

ISWS = Illino is  S ta te  Wate r Survey
ITS = Inform at ion  Technology Specia lis t  - OCIO-USDA (Com pute r Specia lis t)
IWPA = Inte ragency Wet land  Policy Act
LESA = Land  Eva lua t ion  and  S ite  Assessm ent  System
LISA = Low  Input  Sus tanab le  Agriculture
LRP = Long Range  Plan
LTA = Long Term  Agreem ent
LUC = Land  Use  Councils  (16 groupings  o f Illino is  SWCDs)
MLRA = Major Land  Resource  Area  (so il su rvey organ iza t iona l group)
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MOA = Mem orandum  of Agreem ent
MOU = Mem orandum  of Unders tanding
MRBI = Miss is s ipp i River Bas in  In it ia t ive  - USDA
NACD = Nat iona l Associa t ion  o f Conserva t ion  Dis t rict s  -na t iona l m em bersh ip  o rgan iza t ion  fo r a ll US SWCDs

NAD = Nat iona l Appeals  Divis ion
NASCA = Nat iona l Associa t ion  o f Sta te  Conserva t ion  Agencies
NASDA = Nat iona l Associa t ion  o f Sta te  Departm ents  o f Agriculture
NCADE = North  Cent ra l Associa t ion  o f Dis t rict  Em ployees  - reg iona l m em bersh ip  o rgan iza t ion  fo r SWCD em ployees

NCDEA = Nat iona l Conserva t ion  Dis t rict  Em ployee  Associa iton  - na t iona l m em bersh ip  o rgan iza t ion  fo r SWCD em ployees

NDS = Non-discrim iat ion Statem ent
NEPA = Nat iona l Environm enta l Po licy Act
NFIP = Nat iona l Flood  Insurance  Program
NGRREC = Nat iona l Grea t  Rivers  Research  and  Educat ion  Center - partner organizat ion
NHEL = Non-h igh ly Erod ib le  Land  (fie ld  determ ination)
NLRS = Nutrien t  Loss  Reduct ion  Strategy
NMP = Nutrien t  Managem ent  Plan
NPDES = Nat iona l Po llu tan t  Discharge  Elim ina t ion  System
NPS = Non-po in t  Source  (re ferring  to  a  source  o f pollut ion)
NRCS = Natura l Resources  Conserva t ion  Service  - USDA agency (fo rm erly SCS-Soil Conserva t ion  Service)

NRI = Natura l Resource  In form at ion  Report  (Illino is  SWCD Act  Sect ion  22.02a)
NRI = Nat iona l Resource  Inven tory (federal)
NTE = Not  to  Exceed
NW = Non-w et land  (fie ld  w et land  determ ination)
NWI = Nat iona l Wet lands  Inventory
OCIO = Office  Chief In form at ion  Officer (federal)
OMA = Open  Meet ings  Act  (s tate)
OMB = Office  o f Managem ent  and  Budget  (federal)
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OSHA = Occupa t iona l Sa fey and  Hea lth  Adm inis t ra t ion  (s ta te  and  federal)
OWR = Office  o f Wate r Resources  - d ivis ion  of IDNR (a lso  ca lled  IDNR-OWR)
PA = Privacy Act  (federal)
PC = Prior Converted  (fie ld  w e t land  determ ination)
PF = Pheasan ts  Forever - pa rtne r organizat ion
PFC = Partne rs  fo r Conserva t ion  Fund  Program  (s ta te  cos t -sha re  program )
PII = Personally Identifiable  Inform ation
PIP = Pract ice  Incen t ive  Paym ent  - USDA-FSA te rm  under CRP
PL = Public Law
PL-566 = Public Law  566 - US Sm all Wate rshed  Act  adm in is te red  by NRCS
PMC = Plan t  Mate ria ls  Center
PRMS = Perform ance  Review  Managem ent  Sys tem  - USDA-NRCS
PT = Program  Technician  - USDA-FSA fie ld  o ffice  posit ion
QAR = Quality Assurance  Review  (federal)
RAMP = Rura l Abandoned  Mine land  (reclam at ion) Program  (federal)
RC = Resource  Conserva t ion is t  - SWCD technica l posit ion
RC&D = Resource  Conserva t ion  and  Deve lopm ent  - USDA
RCPP = Regiona l Conserva t ion  Pract ices  Program  - USDA-NRCS
RCPP-AFA = Regional Conservation Pract ices  Program -Alternative  Funding Arrangem ent - USDA-NRCS
RCRA = Resources  Conserva t ion  and  Recovery Act  (s ta te)
RD = Rura l Deve lopm ent  - USDA agency (fo rm erly Fm HA-Farm ers  Hom e Adm inis tra t ion)
RMS = Resource  Managem ent  System
RR = Regiona l Represen ta t ive  - IDNR-BLWR reg iona l posit ion
RUSLE = Revised  Universa l So il Loss  Equation
SA = Survey Aide  - SWCD em ployee  pos it ion  h ired  th rough  an  NRCS grant
SA = Sustainable  Agriculture
SAFE = Sta te  Acres  For w ild life  Enhancem ent
SB = Sena te  Bill (s ta te  and  federa l level)
SC = Soil Conserva t ion is t  - USDA-NRCS fie ld  o ffice  posit ion
SCA = Soil Conserva t ion  Aid  - USDA-NRCS fie ld  o ffice  posit ion
SCT = Soil Conserva t ion  Technician  - USDA-NRCS fie ld  o ffice  posit ion
SD = Socia lly Disadvantaged  - USDA te rm  re fe rring  to  clien t  s ta tus
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SF = Standard  Form  (federal)

SHPO = Sta te  His to ric Preserva t ion  Offider

SIP = Sign-up  Incen t ive  Paym ent  - USDA-FSA te rm  under CRP

SIP = Stew ardship  Incentives  Program

SP = Specia l Pro jects  Program - IDOA

SR = Senate  Reso lu t ion  (s ta te  and  federa l level)

SS = Soil Scien t is t  - USDA-NRCS specia lis t  pos it ion  (a lso  ca lled  ARSS)

SSRP = Stream bank Stab iliza t ion  + Res to ra t ion  Program  - IDOA

STC = Sta te  Conserva t ion is t  - USDA-NRCS s ta te  leadersh ip  posit ion

SWCD = Soil and  Water Conserva t ion  Dis trict

SWCS = Soil and  Water Conserva t ion  Socie ty; (Profess iona l socie ty fo r so il and  w ater conserva t ion is ts  and  re la ted  profess ions)

SWPPP = Storm  Water Po llu t ion  Preven t ion  Plan

T = Tolerab le  so il los s  level

TA = Technica l Ass is tance  - USDA term  for p rovid ing  techn ica l in form at ion  to  clients

TDS = Tota l Disso lved  Solids

TMDL = Tota l Maxim um  Daily Load , (a  s tandard  se t  fo r w aterbod ies  ind ica t ing  accep tab le  am ounts  o f pollutants)

TN18 = Technica l Note  18 - USDA-NRCS form  for record ing  w ild life  hab ita t  cond it ions  (a lso  ca lled  TechNote18)

TNI = Tra in in ing  Needs  Inventory

TSP = Technica l Service  Provider

TSS = Tota l Suspended  Solids

USACE = United  Sta tes  Arm y Corps  o f Engineers  (see  a lso  COE)

USC = United  Sta tes  Code , a  pub lished  lis t ing  o f United  Sta tes  law s

USDA = United  Sta tes  Departm ent  o f Agriculture

USEPA = United  Sta tes  Environm enta l Pro tect ion  Agency

USFS = United  Sta tes  Fores t  Service
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USFWS = United  Sta te  Fish  and  Wild life  Service

USGS = United  Sta tes  Geolog ica l Service

USLE = Universa l So il Loss  Equat ion  (p recursor o f RUSLE)

VSS = Vola t ile  Suspended  Solids

W = Wetland

WAE = While  Actua lly Em ployed  (NRCS tem porary posit ion)

WASCOB = Water and  Sed im ent  Contro l Basin

WC = Wetland  Conserva t ion  (p rovis ions  tha t  app ly to  w etlands)

WDP = Well Decom m iss ioning Program

WHIP = Wild life  Habita t  Incen t ives  Program  - USDA-NRCS

WREP = Wetland  Reserve  Enhancem ent  Program  - USDA-NRCS

WRP = Wetland  Reserve  Program  - USDA-NRCS

WRPO = Wetland  Reserve  Plan  o f Operat ion



GLOS S ARY OF 
TERMS
Found on  iswcdea .org

 



Handout available:         
An outline of information 
found on the ISWCDEA 

website

If you haven’t checked 
out the ISWCDEA 

website, we encourage 
you to do so:

www.iswcdea.org
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Me lissa  Cauble  – m elissa .cauble@il.nacdne t.ne t

Rhonda  Koehne  – Rhonda .koehne@il.nacdne t.ne t

Karla  Sm ith  – karla .sm ith@il.nacdne t.ne t


	New�Employee�Forum
	topics
	Introduction
	networking
	Facebook	
	other
	The way to get started is to quit talking and begin doing.
	“Calendar”� �Monthly Activities
	Monthly activities
	Navigating to the “Calendar” on the ISWCDEA website
	Calendar – Monthly Activities lists
	Here is what the activity list looks like for the month of April.
	Basic District Policy
	Slide Number 14
	Slide Number 15
	GRANT Agreement
	INFORMATION FOUND IN DISTRICT OPERATIONAL HANDBOOKS
	Personnel
	Tax Time	
	FREEDOM OF INFORMATION ACT/�OPEN MEETINGS ACT
	WHAT ARE THEY?
	WHAT ARE THEY?
	ALL PUBLIC BODIES MUST ABIDE BY BOTH ACTS AND BOTH ACTS REQUIRE DESIGNATED Foia and oma officers
	FOIA FAQ’s
	FOIA FAQ’s
	FOIA FAQ’s
	Oma faq’s
	Oma faq’s
	Oma faq’s
	Oma faq’s
	RESOURCES
	Comptroller Annual Financial Report (AFR)� �IDOA Financial Management Packet (FMP)
	Illinois Comptroller - AFR
	Illinois Comptroller - AFR
	Illinois Comptroller - AFR
	Illinois Department of Ag - FMP
	Here is what a blank FMP looks like.
	Illinois Department of Ag - FMP
	Illinois Department of Ag - FMP
	Acronyms a swcd employee might encounter
	Slide Number 41
	Slide Number 42
	Slide Number 43
	Slide Number 44
	Slide Number 45
	Slide Number 46
	Slide Number 47
	Slide Number 48
	Glossary of terms
	Handout available:         An outline of information found on the ISWCDEA website
	Thank you

