ORIENTATION CHECKLIST

Beginning a new job can be stressful to say the least.  The following checklist will help you become more familiar with all aspects of your job.  This checklist is only a general guide.  Districts are encouraged to add or delete items according to their specific needs.

OFFICE EQUIPMENT: Know where the instruction manuals for the office equipment are located and who is primarily responsible for maintaining/repairing the equipment.  

______ District Computer
______ Typewriter

______ NRCS Computer
______ Photocopier

______ FAX Machine
______ Calculator


______ Camera
______ Postage Meter 




______ Digital Camera
______ Phones

______ Scanner
______ __________________

______ ___________________
______ __________________

______ ___________________
______ __________________
OFFICE SUPPLIES: Find out where supplies are stored and purchased.  Ask about procurement procedures.  Know who is financially responsible for purchasing supplies.

______ Paper, Computer & Photocopier (all sizes & colors)

______ District Envelopes
______ Scissors


______ NRCS Envelopes
______ Hole Punches

______ District Checks
______ File Folders

______ District Invoices
______ File & Address Labels

______ District Vouchers
______ Stapler/Staples

______ District Ledgers
______ Rubber Bands

______ Pencils/Pens
______ 3 Ring Binders

______ Notepads
______ Paper Clips

______ Stamps
______ Backup Tapes/Disks

______ Film
______ Program Disks/Tapes

______ ___________________
______ __________________

______ ___________________
______ __________________
______ ___________________
______ __________________
FIELD EQUIPMENT: Know where the equipment is stored, who is responsible for servicing it, and review the maintenance schedules.

______ Tractor(s)
______ Pickup(s)

______ Truck(s)
______ Tree Planter(s)

______ Grass Drill(s)
______ No-Till Drill(s)

______ Fabric Applicator(s)
______ Tree Cultivation Equipment

______ Spray Equipment
______ __________________

______ ___________________
______ __________________
______ ___________________
______ __________________
FILING SYSTEMS:  

______ District Files: Take the time to go through all of the district files.  This will give you a good indication of the kinds of activities within your district.  See the File Directive under the District Operations section of this handbook.  

______ NRCS & SD Forms: Know where these files are located.  Note that the form number is usually printed in the upper left or right hand corner of the form.

______ NRCS Correspondence Files:  Know where these files are located.  NRCS personnel will assist you with filing correspondence.

______ District Manuals: Keep the employees handbook and the district accounting manual in a designated and easily accessible place.  

______ NRCS Manuals & Handbooks: NRCS personnel are responsible for training you on the use and filing procedures for manuals/handbooks.

______ Maps, Survey Books, and Soil Interpretations: Know where soil, topography, and aerial maps are located.   Request training from NRCS personnel on map use.  

______ Wetland & HEL Maps: Know where these maps are located.  Learn guidelines for dissemination of wetland maps.  NRCS personnel are responsible for training you according to the needs of your particular office. 

______ Producer Files: Know the current system for your office.  Procedures for maintaining producer files vary greatly from one office to another.  File drawers should be adequately labeled for ease in locating files for CRP, WHIP, EQIP, LTA’s, Wetland, HEL, WRP, etc.

FILING SYSTEMS (continued):  

______ ________________________________________________________

______ ________________________________________________________

______ ________________________________________________________

GENERAL OFFICE PROCEDURES:

______ Mail: Discuss the procedure for handling incoming and outgoing mail with co-workers.  

______ E-Mail: Determine procedure for dissemination of messages.  Learn to check for messages at least once daily and reply in as timely a manner as possible.

______ Phone: Learn the various functions of your phone system…such as how to answer all phones from your desk, placing callers on hold, transferring calls between offices, listening to voice mail messages, etc.

______ Messages: Determine the office policy for interrupting co-workers, leaving messages, etc.  Record pertinent information clearly & accurately.  

______ Greeting Walk-Ins: How you greet people is important.  Be courteous and helpful.  Know how your co-workers want you to handle walk-ins that want to see them.

______ Scheduling Appointments: Find out what the appointment is for so you can set aside the correct amount of time.  Make sure you know the schedules of your co-workers so they are in at the appointment time.  Let your co-workers know when you have scheduled an appointment for them.  Provide as much information as possible…i.e. who, what, when, where, and why (when appropriate).

______ District Finances: Become familiar with past procedures regarding financial transactions.  Sign signature cards for the district’s bank accounts. Know where savings certificates, keys for safety deposit box, sales tax exempt certificate, etc. are filed/located.  Know where your district may charge supplies, repairs, gas, etc.

______ ________________________________________________________

______ ________________________________________________________

______ ________________________________________________________

AVAILABLE HELP RESOURCES:

______ SD Conservation District Directory: Lists all conservation district supervisors, staff, and NRCS staff from each district.  Provides office and home addresses, phone and fax numbers, and email addresses.

______ NRCS Directory: Lists all NRCS personnel by field office and includes field support office and state office staff.  Includes addresses, phone & fax numbers, voice-mail boxes, and email addresses.

______ SDACD Web Site:  Provides a wealth of information with links to other governmental and private organizations.  Check it out at www.sd.nacdnet.org.

______ SD NRCS Web Site: Provides a wealth of information about NRCS programs with links to other government agencies and organizations.  Check it out at www.sd.nrcs.usda.gov.

______ SDACD Executive Secretary: Listed within the SD Conservation District Directory.  Provides assistance upon request on just about anything having to do with district activities/programs.  Excellent source of information on a variety of topics and always willing to assist you. 

______ Division of Resource Conservation & Forestry: Provides information regarding grants, district accounting procedures, various programs, etc.  Excellent source of information on a variety of topics and always willing to assist you.

______ NRCS Area Administrative Coordinator:  Listed in the NRCS Directory.  Excellent source of information regarding NRCS files, forms, supplies, programs, handbooks/manuals, etc.  Very willing to answer questions and will come to your office upon request.

______ SDACDE Officers & Directors: Listed in the SD Conservation District Directory.  Always willing to lend a hand or lead you to someone who can help you.

______ Other District Employees: You will find that all district employees help each other from time to time.  Many new employees find that they are most comfortable calling another employee and we hope that tradition continues.

______ ________________________________________________________

______ ________________________________________________________
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