
PREFACE 
 
 
This handbook is intentionally incomplete.  It is designed so that each district will add its own 
specific information.  
 
You may view nearly all the information in the handbook as optional.  The Filing Directive may 
be the exception to ‘optional’.  District files were set up to establish continuity among districts.  
Your district’s filing system should closely resemble it.     
 
A separate Conservation District Accounting Manual covers district accounting procedures as 
approved by the State Conservation Commission and should be used in conjunction with the 
SDACDE Handbook. 
 
In the course of revising the handbook we sought to make it more useful in dealing with the day 
to day workload of employees while still giving a pretty wide overview of conservation district 
activities.   We have tried to incorporate examples of forms, letters, etc., so that you have a 
starting point when asked to do a specific activity.  For example, suppose one of your 
supervisors has been selected as your conservation district’s area Endowment Fund Honoree.  
Your instructions are to send letters soliciting contributions to people, organizations, & other 
districts.  We’ve included an example of how you might begin the task.     
 
The handbook does not attempt to cover every activity or situation.   We hope that we have 
provided a pretty good overview of those that are common to all districts.   If we’ve missed any 
please pardon us and let us know what we’ve missed so that an update can be completed in a 
timely fashion.    If your district has a ‘special’ situation or activity that is not covered we hope 
that you will be able to use this handbook to find someone to assist you.  
 
The handbook is ever changing.  If you find errors in information or typos let us know.  If you 
have a better example or an example that we don’t currently have, send it to us as we would be 
happy to include it.  
 
Our goal is to help and we hope that we’ve accomplished that.  If you would like to volunteer to 
be on the handbook committee please contact any one of us.  We would be glad to have you on 
board. 
 
Sincerely, 
 
The SDACDE Employee Handbook Committee 
 
 
 
Deborah Hadrick Linda McLain 
Administrative Secretary Administrative Secretary 
Faulk County Conservation District Spink County Conservation District 
SDACDE President SDACDE Vice-President 
 
 
 
 
Susan Worth 
Administrative Secretary 
Potter County Conservation District  
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