
SECRETARY-TREASURER TRAINING
SEPTEMBER 30, 2025



INTRODUCTION

MELISSA HINKEMEYER

DIRECTOR, SECRETARY OF THE
CASS COUNTY WATER RESOURCE DISTRICTS



AGENDA • Administrative Checklist
• Annual
• Quarterly
• Monthly
• Weekly
• Daily

• Best Practices
• Agendas
• Minutes
• Record-keeping
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HOUSEKEEPING
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Ask questions at any time!

There may be some items in this training that do not apply to you, feel free to 
disregard these. 



ADMINISTRATIVE CHECKLIST



ANNUALLY

KEY MONTHS:

JANUARY

• Reorganization of  Boards

• Approve depositories of  public funds

• Approve Pledge of  Assets list

• Tax-related items (if  this applies to you)

FEBRUARY/MARCH

• Audit (timing depends on your auditors)

• 1099s filed with the IRS

MAY/JUNE

• Prepare next year’s budget
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ANNUALLY

KEY MONTHS CONTINUED:

JULY

• Approve Pledge of  Assets list

• Budget hearing(s) – timing depends on your County

AUGUST

• Most new laws in effect 8/1

DECEMBER

• Set regular meeting dates, times and location(s) for the next 
year and send the schedule to the County Auditor’s office

• Year-end accounting items:
• Balance the budget
• Close out the year / rollover to next year
• Financial statements / prep for audit
• Update assets list
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AUDITS AND BUDGETS

Audits

• Under the ND Auditor’s Office purview as 
of this legislative session

• Joint board audits

• Audits may not be needed for all boards – 
check with ND Auditor’s Office

• Board approves the audit when complete

• If you have a bond – 

• Financial statements uploaded to EMMA

Budgets

• WRD Fiscal year: January 1 – December 31

• Budgets developed by October 1 each year 
(usually much earlier based on County 
guidelines) and sent to County

• General budget + maintenance levies + 
special assessments (construction levies)

• Financial report for preceding calendar year 
filed with County
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OTHER ANNUAL TASKS

Insurance coverage

• For your board(s)

• For WRD employee(s) – 2 year coverage 
through NDIRF (NDCC 61-16.1-05)

• Review additional insured parties

• Joint boards

• North Dakota State Water Commission 
(for cost-share)

• Others

• Review policies

• SAM Renewal – for federal funding

 www.sam.gov 

Biannually:

• NDDWR Water Development Plan
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https://url.avanan.click/v2/r01/___http://www.sam.gov/___.YXAzOmNsZWFyd2F0ZXJjb21tdW5pY2F0aW9uczphOm86YTNkZjIzZDk3ODM1MjBkMDg4YTlhMDkzNTg1ZjJjZjE6Nzo4ZGFhOjYzOGIyMjNjY2MwMjg0ZGUyYWNiMWIzNjllZDVhZDcwNzYxOTQwOWM0ZjUyYjk4YTIzZDFjZDJiYThlNTBmYzI6cDpUOkY


QUARTERLY

Quarterly items are generally payroll related. 

This information will not apply to all water resource 
districts.

• Federal 941 forms

• Job Service ND – unemployment report

• WSI – worker’s compensation report

• State tax quarterly report and potential payment
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MONTHLY • Board meetings

• Send in cost-share payment requests

• Benefits such as NDPERS contributions (if  this applies to you)

• Payroll and per diem taxes (if  this applies to you)

• Bank reconciliations
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BOARD MEETINGS

• Meeting preparation:

• Agenda

• Send out draft minutes for review

• Attendance list

• Minutes template

• Prepare financial reports

• Print documents and checks for 
signature(s)

• Meeting packet

• During the meeting:

• Roll call method

• Post-meeting:

• Process documents, permits, etc.

• Pay bills

• Including payroll and per diem tax 
withholdings

• Write and post minutes (within 10 days)
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WEEKLY
• Weekly meeting schedule

• Update website

• Update check registers

• Excel spreadsheet for tracking 
revenues, expenses and bank account 
balances

• Balanced with our accounting software 
and bank statements at the end of 
every month
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DAILY • Emails, phone calls and voicemails

• Standard business

• Check bank accounts
• Create alerts
• Positive Pay system
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TIPS AND
BEST PRACTICES



AGENDAS

• Use consistent wording and naming of  projects

• Standard items:
• Approval of  agenda
• Approval of  Minutes
• Financial Report / Bills
• Public Comment

• Group like items together
• Drain items
• Permits
• Notifications / receive and file items
• Items to comment on (planning, etc.)

• Special Meetings

• Must post a copy at the meeting location and principal 
office location

• Post a copy of  the agenda on your website
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EXAMPLE



MINUTES
• Use a template

• Transparency

• Consider your audience – word choice

• Availability – post on website

• Must keep hard copies of  minutes forever at the 
principal office.
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EXAMPLE



RECORD-KEEPING

• Use a record-keeping software
• Examples: Laserfiche, Microsoft Sharepoint site

• Make templates for commonly used documents
• Letters, Letterhead, Spreadsheets, Forms

• Organize by Board, drain/facility/topic, project

• Consistency in naming
• Dates
• Abbreviations (example: “-C” for closed file)

• Indicate whether or not you have a hard copy or where the 
hard copy is located

• Keep important documents in a fire-safe cabinet or area – 
such as minutes, important historical documents, recorded 
documents, financial documents, sensitive documents

• NDIT has records management information on their website
• www.ndit.nd.gov 
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https://url.avanan.click/v2/r01/___http://www.ndit.nd.gov/___.YXAzOmNsZWFyd2F0ZXJjb21tdW5pY2F0aW9uczphOm86YTNkZjIzZDk3ODM1MjBkMDg4YTlhMDkzNTg1ZjJjZjE6NzpjNDg0OjBkNjFiNDE5MjkwMzI4ZmVlNTcwZTQwOGViNWRiNWIwYzE4YTc4NTQ3N2M3YjRkZTI3OWVjZDQ1NjQ1MDQ4Zjk6cDpUOkY
https://url.avanan.click/v2/r01/___http://www.ndit.nd.gov/___.YXAzOmNsZWFyd2F0ZXJjb21tdW5pY2F0aW9uczphOm86YTNkZjIzZDk3ODM1MjBkMDg4YTlhMDkzNTg1ZjJjZjE6NzpjNDg0OjBkNjFiNDE5MjkwMzI4ZmVlNTcwZTQwOGViNWRiNWIwYzE4YTc4NTQ3N2M3YjRkZTI3OWVjZDQ1NjQ1MDQ4Zjk6cDpUOkY


OPEN RECORDS
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•Recommend a research, copy and printing policy for open records requests
• NDCC 44-04-18 – Access to public records
• First hour of research is free, may charge up to $25/hour per request for locating and redacting 
records, including electronic records

• May charge up to 25 cents per paper copy
• Can estimate request and receive payment prior to fulfilling request
• You do not need to create or compile a record that does not exist



DOWNLOAD THE CHECKLIST
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Link to download the checklist:

https://tinyurl.com/wrdchecklist 

* The checklist is editable in Microsoft Word so you can tailor it to your WRD!

https://url.avanan.click/v2/r01/___https://tinyurl.com/wrdchecklist___.YXAzOmNsZWFyd2F0ZXJjb21tdW5pY2F0aW9uczphOm86YTNkZjIzZDk3ODM1MjBkMDg4YTlhMDkzNTg1ZjJjZjE6Nzo2MWU4OjkzMTA3MzM1MDdkNzZkMzJiMGVmMTZlYmFjMmVjYmRiYzg3Nzc3MDRlMjMyYTlmMTAyYWY5MTA0NDM5ZGRiM2Y6cDpUOkY


THANK YOU

Melissa Hinkemeyer

701-298-2384

hinkemeyerm@casscountynd.gov
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