COUNCIL/CPD SCHEDULE

(Submitted 5/1/01)
Also, I believe all council are to review the Affirmative Action plan each year. I have in my notes that this is September
COMMON TO EVERY AGENDA


1.
Approval of minutes


2.
Treasurer's report

3.
Regional Council Report (following regional council meetings)


4.
Adjournment 

MONTHLY REPORTS TO REGIONAL DIRECTOR

Council minutes

Council agenda

Staff reports to Council (if any)

RD Financial Report
JANUARY

1. Council meeting to focus on programs and/or staff evaluations. http://outreach.missouri.edu/cpd/council_programing.html 


2. Election committee:


a. Notify organizations having appointed council members of any vacancy or expired term to obtain name of their representative (Required pursuant to RSMo. 262.583)

b. Insure election is conducted with state law. (Required pursuant to RSMo. 262.567 – 262.583)

c. Count ballots and determines election results. (Required pursuant to RSMo. 262.583)

d. Notify candidates of the outcome and 

e. Publish results in newspaper


3. If not already established, a nominating committee for council officers is designated. (This varies by county; in some counties, the Election Committee serves as the nominating committee; in others the chair appoints a committee.)


4. CPD submits five (5) copies of the annual report to regional director by January 15 - (University requirement).  Copies are also presented to County Commission by February 1 - (Required pursuant to RSMo. 262.617).  


5. Budget committee:

a.
Meets with county commissions and presents budget. Reports on progress to council. (In all but first class counties)

b. Reports on budget received and any adjustments necessary. (First class counties.)

6. Report county appropriations to regional director.

7. Annual equipment inventory is conducted.

8. Quarterly Revenue and Expense form (UM UE 57) due regional director.

9. Planning for Extension Week activities.

FEBRUARY
1. New and outgoing council members attend the Annual Meeting.

2. Welcome new members and present council folders.

3. Nominating committee presents slate of officers.

4. Elect and swear in officers for coming year.

5. Elect regional council representatives.

6. Council selects meeting times, dates and locations for the year.

7. Council identifies committees and appoints members.  Committees may include: finance/budget, program (total or by category, i.e. ag committee, youth committee, business committee), personnel and election. (In some counties, this is done in March)

8. Plan new council member orientation: Extension philosophy and history, council role and responsibilities, understanding financial statement and budgets, county programs, etc. http://outreach.missouri.edu/cpd/council_orientation.htm (In some counties, this is done in March)

9. Plan council training for the year: program development, council roles and responsibilities, diversity, etc. http://outreach.missouri.edu/extcouncil/ 

10. Provide dates of annual MECCLC council training programs.

11. State Fair Family Committee appointed to recommend family at March or April Council meeting.  (Some councils delegate this to a standing committee or do it without a committee.)

12. See that Council books are reviewed or audited.

MARCH

1. Council planning meeting to focus on programs. 


2. March 1 - Annual Council Budget--(Due when completed but prior to March 1) 

a.
UM-UE 103A--County Budget Summary 

b. UM-UE 122--County General Operating

c. UM-UE 123--County Other Funds Budget 

3. March 1 - Council Membership Forms - (Due when completed but prior to March 1) http://outreach.missouri.edu/extcouncil/councilforms.htm 


a.
C204--Certification of Membership & Officers (A signed copy must be sent to regional director and to County Commission. - Required pursuant to RSMo. 262.603) 

b. C205--Dates of Regular Meetings

c. C201--List of Committees 

d. AA Form (form that breaks membership down by sex and race, and elected and appointed members.) 

4. If not already done, discuss final budget, make any changes necessary and approve operating budget for the year.


5. Orientation training for new members.

6. County clerical award nominations due April 1.

7. Planning for Extension Week activities (continued).


APRIL

1. Council meeting to focus on programs.

2. Final selection of State Fair Family. (Can be done in May)

3. Quarterly Revenue and Expense form (UM UE 57) due regional director.

4. Planning for Extension Week activities (continued).

MAY

1. Council meeting to focus on programs. 


2. Final selection of State Fair Family. (If not done in April).

3. Nominations for awards given at annual conference are due in June.

4. Extension Week

JUNE

1. Council planning meeting to focus on programs. 

JULY

1. Council meeting to focus on programs.
2. Budget committee begins work for next year’s budget. (First Class Counties only.)

3. Quarterly Revenue and Expense form (UM UE 57) due regional director.

AUGUST

1. Council meeting to focus on programs.
2. Budget committee final recommendation to council. Council approves for next year’s budget request. (First Class counties only.)

SEPTEMBER

1. Council meeting to focus on programs.


2. Budget committee begins work for next year’s budget. (Counties other than first class counties)

3. Budget submitted to County Auditor. (First class counties only.)

4. Affirmative Action review

OCTOBER

1. Council meeting to focus on programs.

2. Review and adjust current budget categories if needed.

3. Budget committee reports next year’s recommended budget to council. (Counties other than first class counties)

4. Election committee begins work on upcoming election. Potential candidates identified and arrangements made for council members to contact them.

5. Leaders Honor Roll Nominees selected by staff. (Varies from county-to-county.)

6. Quarterly Revenue and Expense form (UM UE 57) due regional director.

NOVEMBER

1. Council meeting to focus on programs.

2. 
Budget committee final recommendation to council. Council approves for next year’s budget request. (Counties other than first class counties)

3. Election committee submits names of candidates to Council.

4. Election committee reviews time line and determines when to prepare ballots for mailing (may be done at the December meeting or at a special meeting).

DECEMBER 
1. Council meeting to focus on programs. 


2. Election Committee:


a. Reports of election progress,

b. Arranges for publishing of required legal notice for council election, and 

c. Arranges for the preparation of ballots for mailing.


10. Budget committee meeting with county commission-present budgets to commissioners. (Varies from county-to-county.)


11. Land Grant Lay-Leaders Seminar Nominations.


12. CPD receives program impact information from specialists working in the county and begins preparation of annual report.

13. Staff evaluation (Varies from county-to-county.)

14. Council Chair or Secretary prepares letter for inclusion in annual report. Varies from county-to-county.)
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