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Vision: Productive Soil and Water for the benefit and enjoyment of the people.  
Mission: To conserve, protect, and enhance the quality of our region’s soil and water. 

10:00  CALL TO ORDER         

  INTRODUCTION OF GUESTS 

10:15 1.   APPROVE MINUTES OF THE PREVIOUS MONTHS MEETING(S)

10:20 2.   CHAIR REPORT – Joan Comanor

10:25 3.   TREASURER & FINANCE REPORT - Stephanie Shillingburg, Board Treasurer
- Monthly Motion to Accept and File the Treasurer’s Report/Documents for Audit

10:35 4.    SECRETARY REPORT – Sarah Fleming; Administrative Manager

10:40 5.    LORD FAIRFAX SWCD REPORTS (Additions to written reports)

Staff:  
    Conservation Programs Manager – Dana Gochenour 

 Senior Conservation Specialist –   Nick Livesay 
    Senior Conservation Specialist – Madison Coffey 
    Conservation Specialist – Ben Loyd 
    Conservation Specialist – Brett Ramer       
    Conservation Specialist – Olivia Donachie 
    Program Support Specialist – Lisa Parks 
    Education & Conservation Specialist – Allyson Ponn 

 Committees: 
  Conservation Technical – Mary Gessner 
 Dam Safety & Conservation Easements - Jim Fagan 

  Education & Information – Joan Comanor        
  Legislative – Paul Burkholder 

    Personnel – Joan Comanor 
 Operations – Justin Mackay-Smith 

Local Agency Updates: 
  Northern Shenandoah Valley Regional Commission – Mary Gessner 
 Shenandoah County Water Resources Advisory Committee – Joan Comanor 
 Shenandoah Pure Water Forum – Jack Owens 

11:10     6.    COOPERATING AGENCY REPORTS (Additions to written report) 
 NRCS, Natural Resource Conservation - Brent Barriteau 
 DCR, Conservation District Coordinator - Debbie Cross         
 VA. Cooperative Extension Representative – Bobby Clark 
  VA. Department of Forestry Representative - Matt Wolanski 

    Chesapeake Bay Foundation - Matt Kowalski       
 VA. Dept. of Environmental Quality Representative – Sara Jordan 

7. OTHER BUSINESS

8. ADJOURN

Lord Fairfax Soil and Water Conservation District 
Meeting Agenda 

February 12, 2026 
To join meeting contact 540-465-2424, ext. 5 
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FY26 GRANT DELIVERABLES 

FIOA & Record Retention Officers should be re-appointed each year during officer elections in DEC/JAN 

FOIA; Designated Officer: __Sarah Fleming_ 12/11/2025 (re-appoint at election of Officers) 

Records Retention; Designated Officer: __Sarah Fleming_12/11/2025 (re-appoint at election of Officers) 

FY 25 (2024-25) Annual Report:  
Date Presented: ___9/2/2025___________ 

OPERATIONS COMMITTEE RESPONSIBILITIES 

Annual Plan of Work (2025-2026): 
Board approval: _5/8/2025______  
One review is required by the Operations Committee & recorded in the Board of Director Meeting minutes. 
Review Date: ________________ 

Strategic Plan (July 1, 2022- June 30, 2026).  Reviewed annually during a Board of Directors Meeting & recorded in the 
meeting minutes. 
Approved: ____June 6, 2022__________ 
Reviewed (FY 26): _______________ 

FINANCE COMMITTEE RESPONSIBILITIES 

FY26 (2025-2026) Annual District Budget: Date Approved: ___June 12, 2025__________ 

Dedicated Reserves:  
Board Approval Date: __9/11/2025_________________ 

SWCD Desktop Procedures for District Fiscal Operations: to be reviewed by the Finance Committee & recorded in the 
minutes annually. 
Review/Recording Date: __1/8/2026______ 

Purchasing Policy: to be reviewed annually by the Finance Committee and submitted to the Board. 
Review/Approval Date: __1/8/2026____ 

Att D: (submitted every 2 years, next due: July 15, 2027)  
Date Submitted: __7/3/2025______________________ 

PERSONNEL COMMITTEE RESPONSIBILITIES 

Semi-Annual and End of Year Staff Evaluations: To be conducted by the Personnel Committee; actions are to be 
recorded in the Board meeting minutes. 
Date of reviews (mid-year): ____1/14/2026   _______           Date of reviews (annual): __________________ 

Review/Update Personnel Policy:  _____7/10/2025__________ 

Review/Update Position Descriptions:  Date Approved/Reviewed: ___1/14/2026___________ 

CONSERVATION TECHNICAL COMMITTEE RESPONSIBILITIES 

Secondary Considerations Approved:       
DCR: submitted; 6/25/2025;  approved by Sara Bottenfield 7/2/2025____    SWCD Board: __5/8/2025___ 

Average Cost List:      
Submitted to DCR: _6/25/2025______     SWCD Board Approved:  __6/12/2025___________ 

EDUCATION & INFORMATION COMMITTEE RESPONSIBILITIES 

Host an Agricultural Community Outreach Event: (At least 1 event must be held in accordance with the conditions as 
outlined in Attachment F of the Grant deliverables)      
Date(s) of Event(s): ___11/5/2025__________________ 

COMPLETE 
INCOMPLETE 
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LORD FAIRFAX SOIL & WATER CONSERVATION DISTRICT 
COMMITTEE & COOPERATING AGENCY REPORTS 

February 12, 2026 
Agenda 

LFSWCD Chair Report 
Joan Comanor 
Is it spring yet????  I keep hoping the snowcrete that is still covering the landscape will slowly melt and relieve some of our groundwater 
deficit!  Our final baby is on board and the rest of the staff is forging ahead.  Congrats to Ben for receiving EJAA - well done!   I 
completed my FOIA training on February 4, and learned (or re-learned) a couple of provisions.   In the meantime, a date to look forward 
to, according to Kendall, is February 22 when the House of Delegates and the State Senate will issue their proposed budget for next fiscal 
year.  In a telecon update last Friday on General Assembly actions to date, Kendall said a number of members have submitted budget 
amendments to restore and increase VCAP funding; there is strong support for VACS; and a number of other bills regarding data centers 
are under consideration, along with continued interest in managing utility scale solar installations.  There are also several bills of interest 
regarding controlling invasive species.  It is too early to tell what the eventual outcomes will be.  I sent emails to Del. Pence and Oates 
and Sen. French in support of VCAP on behalf of the District.  The Area I Spring Meeting is scheduled for Lexington, VA on March 
24. It is important that our District be well-represented and registration deadline is mid-March.

Treasurer / Finance Report 
Stephanie Shillingburg 

• I have reviewed the January 2026 Bank Statements, Reconciliations and Monthly Reports, all of these appear to be correct
and accurate.

• Looking ahead; Committee Chairs please be thinking of any Budget Requests you may have for FY27 and send them to
Sarah by April 15.

• Please review the Finance Committee meeting minutes from 1/11/2026, included in the Board packet for Board
acceptance.

• Please review the monthly Financial Reports provided in the Board Packet to be filed for audit.
• MOTION is needed “that the Treasurer’s report/documents be filed for audit”.

Board Secretary / Assistant Treasurer / Administrative Manager 
Sarah Fleming 

• Included in the Board packet is a renewal/upgrade lease for our office printer.  The lease proposal is for a Xerox printer to
replace our current Konica machine. This change comes at no extra expense and will offer better scan to file/email features
which is much used by staff. This Lease will need to be approved by Board Motion.

Request for a Motion: to approve the Lease Agreement with Virginia Business Systems for a Xerox 8235 Copier as presented in the 
2/12/2026 Board Packet 

Monthly Happenings: 
• 1/6 Processed Quarter 2 Attachment E
• Audit preparation for 1/14/2026

o Our Bi-Annual Audit took place January 14, 2026. Overall, it went very well. Report is included 
o Per Auditor (and Debbie’s) suggestion I have been working on a more streamlined filing system for the BMP files.

• 1/14 Personnel Committee meeting / Mid-year Staff Reviews
o Personnel Review Prep for 1/14/2026 (Update Staff Documents)
o Associate Director Policy & Position Description update / rewrite for 1/14/2026
o Process suggested edits into the Personnel Policy for review at meeting

• 1/13-1/15 ABM Tax Forms and Tax Credit prep. Packets went in the mail on January 15, 2026
• 1/21 1099’s were processed electronically on January 21, 2026.
• 1/21 Processed reimbursement for Basin Award winner expenses.
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• 1/23 Our last Funding Request for FY27 has been submitted (City of Winchester) and Budget Hearing presentations are on the
calendars.

o Shenandoah Co 1/23, Clarke Co. 2/19, Warren Co. 2/23
• 1/29 VASWCD Directory updates to Shannon Mitchum
• Schedule Committee/Board meeting space.
• Meeting postings.
• Monthly Board Meeting Prep (Minutes, Agenda Reports & Packet, Scheduling), Attendance & Follow-up.
• Accounts Payable / Cost Share.
• Monthly Assistant Treasurer Responsibilities / Reconciliation, Monthly Reports.
• Add meeting minutes, board packets and calendar items to the Website.

Trainings/Education/Participation: 
• 1/8 Finance Committee Meeting 
• 1/8  Monthly Board Meeting 
• 1/12  SHRM Webinar
• 1/14 Mid-Year Review
• 1/14 Audit
• 1/15 SHRM Webinar
• 1/20 SHRM Webinar
• 1/22 SHRM Webinar
• 1/22 PACE Webinar
• 1/27 SHRM Webinar x 2

Office closings: 
• Martin Luther King Jr Day 1/19/2026
• The office was closed due to weather on 1/26 & 1/27/2026
• UPCOMING Closing

o 2/16/2026 President’s Day

Conservation Programs Manager 
Dana Gochenour 
- On Leave
Training

• Tall Fescue Agent Training webinar- 1 DCR Planner CEU
• VFGC Winter Forage Conference webinar- 4 DCR Planner CEU, 2.5 Nutrient Mgmt Planner CEU

Promoting BMPs 
• Email communications with a Frederick Co. landowner, following up from our initial visit to her property
• Phone conversations with M. Shirkey regarding their existing SL-6 contract and potential pond changes (Smith Creek,

Shenandoah Co.)
• Completed plan map and cost estimate for Franklin SL-6W/SL-7 (Wrights Run, Clarke Co.)
• Phone and email communication with C. Fansler regarding SL-7 (Mill Creek, Shenandoah Co.)
• Met with J. Mongold to collect invoices and NMP for SL-1. Calculated reimbursement and turned folder over to Madison for

completion in February (Frederick Co.)
• Updated plan map and cost estimate for Marker SL-6W
• Phone conversation with C. Harbison (DOF) regarding Fansler and Green FR-1 plantings
• Communication with local ag lender regarding approved and potential projects for a Shenandoah Co. participant

Staff Relations 
• 1/8- Conservation Technical Committee meeting
• 1/8- Board of Directors meeting
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• 1/14- Personnel Reviews
• 1/14- Participated in audit and answered auditor questions as needed
• Continued updating spreadsheet of active and potential projects
• Briefed staff on division of my tasks during upcoming leave
• Turned over cost-share folders to other staff as needed
• Communication regarding Lake Culpeper dam at NOVA 4-H Center
• Prepped other staff for upcoming county budget hearings
• Communication with Millbrook High ag teacher and other staff regarding a potential student job shadow

Also this month:  Office closed for snow- 1/26 and 1/27 

Senior Conservation Specialist 
Nick Livesay 
Training 

• Annual Forage and Grasslands Council – Weyers Cave, VA with staff

Promoting BMPs 
• Visit with potential SL-6W (spring) in Frederick County
• Chambers (SL-6W: Swover Creek, Shen. Co.) check delivery and file completion
• Visit with potential SL-6W (Trib. to Jordan Run) in Shenandoah County
• Peace of Heaven Farm (SL-6W: Frederick County) mid-con check with Brian
• Romero (SL-6W: Mulberry Run, Shen. Co.) fence stake with Madison, Olivia, and Brett
• Cover Crop Checks with staff, multiple days in the field
• Correspondence with potential WP-2A (NFSR)
• Westbrook (FR-3: Spring drainage, Clarke Co.) visit with PEC for riparian planting
• Correspondence with possible SL-1 EAN failure
• Sine (SL-6N: Narrow Passage, Shen. Co.) stream crossing survey with Madison and Olivia
• Developed Conservation Plan for conservation easement for landowner in Clarke Co.
• Correspondence with potential SL-6W (Roseville Run, Clarke Co.)
• Visit with potential SL-6W (ponds) in Frederick County with Ben
• Correspondence with potential SL-6W (Meadow Brook) in Frederick County
• Correspondence with potential SL-6W (Cedar Creek) in Frederick County
• Correspondence with Phil Davis, DEQ Ag. Loan
• Correspondence with contractors
• Various CAS updates, map creations, cost estimates, ranking spreadsheets, Cons Plans

VCAP 
• Visit for CL-3 responsibility transfer in Warren County with Lisa
• Participated in VCAP TAC zoom call
• Visit with Town of Woodstock to look at potential projects

Other Relations 
• Assisted with Financial Audit
• Personnel Review
• CTC / Board Meeting (1/8/2026)

Conservation Specialist 
Madison Coffey 
Training: 

• VFGC Winter Conference – 1/30/2026
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Promoting BMPs: 
• General administrative tasks (entering data into tracking, completing ranking spreadsheets, resource concerns, etc.)
• Site visit on 1/5/2026 with Olivia, DOF, and PEC for a potential FR-1 in Clarke County.
• P3 signature and SL-1 inspection on 1/7/2026 for multiple projects for Polk (Shenandoah).
• Cover crop checks on 1/7/2026 in Mt. Jackson with Olivia.
• Fence staking on 1/8/2026 with Nick, Brett, and Olivia for Romero (Shen: SL-6W).
• Planting inspection on 1/9/2026 with CBF and DOF for Good (Shen: FR-3).
• Cover crop checks on 1/9/2026 with Brett in Edinburg and Woodstock.
• Cover crop checks on 1/12/2026 in Woodstock. Uploaded photos to the P-drive.
• In-office follow-up visit on 1/12/2026 with Brett for a potential WP-2W project in Warren County. Updated plan map and cost

estimates and provided to the landowner.
• Cover crop checks on 1/13/2026 in New Market, Quicksburg, and Mt. Jackson. Uploaded photos to the P-drive.
• Initial site visit on 1/13/2026 with Ben for a potential SL-6W in Shenandoah County.
• P3 signature and check delivery on 1/14/2026 for Good (Shen: FR-3).
• Mid-construction inspection with Brett and Olivia on 1/15/2026 for Bowman (Shen: SL-6W).
• Site visit on 1/20/2026 with Ben and DOF for a potential project in Frederick County.
• Stream crossing survey on 1/21/2026 with Brett and Nick for Sine (Shen: SL-6N).
• Initial site visit on 1/21/2026 with Olivia and DOF for a potential FR-1 in Frederick County. Worked with Olivia to enter the

contract information into CAS and complete the Conservation Plan.

Other Activities: 
• CTC Agenda Prep – 1/6/2026
• CTC Meeting – 1/8/2026
• Board Meeting– 1/8/2026
• Personnel Reviews – 1/14/2026
• Conservation Planner Recertification – 1/15/2026

Conservation Specialist 
Ben Loyd 
Training: 

• 1/30/2026 – Virginia Forage and Grassland Council Winter Forage Conference
Promoting BMPs: 

• Several days of cover crop checks with different staff all over the district
• Grazing Plan creation for SL-7 – Clarke County
• Check drop off for completed SL-6W and discussion about possible future projects – Shenandoah County
• Initial visit with Madison for possible SL-6W – Shenandaoh County
• Mid-Construction check with Madison for approved SL-6W/SL-7 – Clarke County
• Initial visit with Madison for possible FR-1, FR-3 and SL-6W – Frederick County
• Reimbursement breakdown for completed WP-4LL – Shenandoah County
• Animal waste sizing with Nick for possible WP-4LL – Shenandoah County
• As-Built with DCR engineering Technical for completed WP-4LL – Shenandoah County
• Follow up visit for possible SL-6W – Clarke County
• Initial visit with Nick for possible SL-6W – Frederick County

Other Activities: 

• 1/8/2026 – CTC Meeting
• 1/8/2026 – Board Meeting
• 1/14/2026 – Personnel Reviews
• 1/21/2026 – Took Dodge to fix tire
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Conservation Specialist 
Brett Ramer 

Training 
o Conservation Plan Process training w/Madison and Olivia
o Virginia Agriculture BMP and Cost Share Program Webinar – Virtual – 1/29/2026
o VFGC Winter Forage Conference – 1/30/2026

Promoting BMP’s 
o Prepare driving route for cover crop checks
o Cover crop checks in Clarke County with Ben
o Fence stake-out w/Nick, Madison, and Olivia
o FR-3 Inspection w/Madison in Shenandoah County
o Shenandoah County Cover Crop Checks
o Meeting with Bruce Colton & Madison (SL-6W)
o Construction check at Bowman's w/Madison and Olivia
o Stream Crossing Survey w/Nick, Madison

Other Activities 
o CTC and Board Meeting - 1/8/2026
o Personnel Review with District Board – 1/14/2026
o Set up ArcGIS Pro on computer
o Correspondence with the Virginia Chapter of the Soil and Water Conservation Society (SWCS)
o Coursework for SWCS Emerging Leaders Program
o Verifying Cover Crop NMP's

Conservation Specialist 
Olivia Donachie 
Training: 

• Conservation Planner Certification Trainings:
o DCR Nutrient Management Soil Science, Soil Fertility and Crop Production School
o Virginia Agricultural BMP and Cost Share Program

• Tall Fescue Agent Training – Alliance for Grassland Renewal
• Winter Forage Conference – VFGC
• Still no access to AgLearn

Promoting BMPs: 
• Cover crop checks, entering into Tracking and checking on NMP status’s
• Site visit for an FR-1 in Clarke County 1/5
• Fence staking for SL-6W in Shenandoah County 1/8
• Initial site visit for a FR-1 in Frederick County 1/21
• Got acquainted with Arc Pro and started making maps for projects
• Entered contracts and conservation plans into Tracking for FR-1’s

Other Activities: 
• CTC/Board Meeting 1/8
• Personnel Reviews 1/14
• Sat in on Madison’s Conservation Planner Recertification with Vanessa at DCR 1/15
• Got Arc License for map making! 1/16
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Program Support Specialist 
Lisa Parks 
Promoting BMPs 

• Processed the 13 new BMPs approved at the January board meeting and mailed Part IIs to participants for signature.
• Visited multiple producers' cover crop fields, took pictures, and filed as proof of verification.
• Processed environmental site resource concerns for 4 BMPs that are in-progress.

VCAP 
• Reviewed design portion of application package for rainwater harvesting project in Frederick County.
• Initial site visit for impermeable pavement removal project in Winchester City - 1/6/2026
• Visited Warren County active VCAP contract site and transferred ownership to new property owner - 1/20/2026
• Submitted VCAP Application packet for a Frederick County conservation landscaping participant to State Steering Committee,

made the state team's suggested updates, and the project was approved for funding by the state on 1/30/2026.

Other Activities: 
• Setup demo of web based (software as a service) AutoCAD Editor and Viewer for conservation specialists and distributed login

instructions for testing - 1/2/2026
• Attended Virginia Forage and Grassland Council Annual Conference Training Session - 1/30/2026
• Attended LFSWCD Technical Meeting - 1/8/2026
• Attended LFSWCD Board Meeting - 1/8/2026

Education & Conservation Specialist 
Allyson Ponn 

• On Leave
Upcoming Events: 

• 3/25  LFSWCD Envirothon @ Museum of Shenandoah Valley

Conservation Technical Committee 
Mary Gessner 

• The CTC will meet prior to the Board meeting on 2/12/202 @ 9:00am in the Community Center Room.
• CTC Motions will be presented/reviewed during the Board meeting.

Motions: will be made for necessary items. 

Dam Safety & Conservation Easements 
Jim Fagan 

• No new items.

Education & Information 
Joan Comanor 

• The notices are released for YCC Camp applications and for the VASWCD scholarships.  Our District typically funds 1 camper
and up to 2 scholarships depending on interest and quality of applications.  I can't wait for Allyson's return!

Legislative Committee 
Paul Burkholder 

• Attended the Virginia Soil Health Coalition Quarterly Meeting January 30th, 2026.  The agenda is included in the Board packet. 
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Personnel 
Joan Comanor 

• We met on January 14 (see attached minutes) and had a very productive day.  We reviewed the Personnel Policy and are
recommending Board approval of the attached tweaks (mostly updating job titles and a clarification of leave payout if a staff
member resigns).  Staff midyear progress is right on track and we totally appreciate the level of staff support and backup during
our extended baby leave period.

Operations 
Justin Mackay-Smith 

• No new items.

Northern Shenandoah Valley Regional Commission 
Mary Gessner 

• No new activity to report.

Shenandoah County Water Resources Advisory Committee 
Joan Comanor 

• Nothing to report.

Shenandoah Pure Water Forum 
Jack Owens 

• No written report. 

Natural Resources Conservation Service (NRCS) 
Brent Barriteau 

• No written report submitted.

Department of Conservation & Recreation (DCR) 
Debbie Cross 
ADMINISTRATIVE AND OPERATIONAL ITEMS: 
• Next date for Disbursement letters: Pull obligations 2/1, letters transmitted to SWCDs 2/12.
• Update Associate Director Job Description and review/create Associate Director Guidelines Please put this on your “To Do” list

for FY26 3rd quarter and provide a copy to me upon board approval.
Grant Agreement Reminders:

 Review of the Desktop Procedures for District Fiscal Operations must be annually reviewed by the District Board, or their
Finance Committee and the review documented in official minutes.

 Host at least one agricultural community outreach event during the year that met the following
o Was marketed through at least one venue that was directed towards producers with small farms or producers considered

socially disadvantaged
o Included an introduction of District, programs, staff and directors; and
o Included a discussion featuring local agricultural producers that utilized the VACS Program
o Provided notice to partners, including the Virginia State University Small Farm Outreach Program, of the event and

provided an opportunity to partners to participate in the agenda.
 Complete Board & Committee Meeting Minutes: Per the FY26 Administrative and Operational Grant Agreement,

Deliverable #7, DCR-DSWC CDCs are required to maintain copies of the complete meeting minutes (regular, special-called, and
committee). Please make sure to email me approved, signed minutes each month, as they become available or include them in
the following month’s board meeting packet.

AG & COST SHARE ITEMS: 
• Mid-Year Reviews of Conservation Plans- DCR’s Conservation Planning staff conducted mid-year reviews of a sampling of

conservation plans in the CAS planning module.  Mid-year review recommendations were emailed to staff to help with improving
performance before the next Assessment in July.   If you have questions about these reviews or conservation planning in general 
contact Vanessa Lewis at vanessa.lewis@dcr.virginia.gov or Carl Thiel-Goin at carl.thiel-goin@dcr.virginia.gov  
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Please review the blue i (info) bubbles in the CAS CP module on the details page of Conservation Plans 
related to Objectives, Description of Operation, and Assessment Summary sections for details on what 

should be included in those sections. 
• Conservation Planning Grant Deliverables Help Session February 12th 9am-11am, Conservation Planning Grant Deliverables

Help Session | Meeting-Join | Microsoft Teams, for the purpose of reviewing the conservation planning grant deliverable
requirements and answering your questions related to the process and improvements highlighted in your mid-year reviews.  If you
have any questions related to the midyear reviews, the process, or related needs you can share them with Carl and Vanessa by
February 10th to kick off the conversation.  If you have a plan you would like to screen share, let Vaness know and they can work
through it on the 12th.

• Follow-up to Random and End of Lifespan Verifications: Please continue to work with participants who have BMPs with
maintenance needs or repayment needs.  Remember to update the Verification Module as repairs are completed or repayments are
received. The expectation is that these issues are to be resolved within 180 days of the initial inspection when the issue is discovered.

VACS Practices Requiring Nutrient Management Plan (NMP) Before Cost-Share Payment/Tax Credit Issued: This is the annual 
reminder that many VACS Program Best Management Practices (BMPs), such as cover crop and animal waste, require that a NMP be 
prepared and signed by a certified nutrient management planner before such BMPs can be certified as complete and paid. Refer to the 
BMP Table Pages 1-4 of the PY26 VACS Program Manual for a complete practice list. Cost-share payments or tax credits cannot be 
issued until a current NMP is on file with the SWCD. Please assist participants in need of NMPs to contact a planner well in advance of 
practice completion to ensure that payments are not delayed. DCR nutrient management specialists are available and willing to write 
plans but cannot always fulfill last-minute requests. Another option is to refer producers to DCR’s Direct Pay Program that pays private 
plan writers to provide plans. DCR created an NMP Information Sheet for districts to use.  It can be downloaded from DCR’s 
website:https://www.dcr.virginia.gov/soil-and-water/document/VACS-NutMgnt-FILLABLE-flyer.pdf 
New DEQ Ag Loan Program Contact replaces Lars Bolton.   Megan K. O’Gorek, AgBMP Project Officer/Project Manager, Clean 
Water Financing and Assistance Program, Virginia Department of Environmental Quality, 4411 Early Road, Harrisonburg, VA 22801 
Phone: (540) 217-7155  Megan.OGorek@deq.virginia.gov.  If Phil Davis was your contact before, he remains your district’s contact. 

DCR and SNR Appointments 
• Nikki Rovner, DCR Director. Ms. Rovner previously worked as associate state director for The Nature Conservancy.
• Sarah Spota, DCR Deputy Director
• Adrienne Kotula, Deputy Secretary of Natural and Historic Resources. Adriene was Chesapeake Bay Commission Virginia

Director for the past 8 years and early in her career was a DCR Principal Planner.

DIRECTOR REMINDERS: Check with SWCD Admin staff to see when you took these courses last. 
• COIA Training for Directors: The Code of VA requires once every two years locally elected officials must take COIA training.

The training can be accessed at https://ethicswebinar.dls.virginia.gov   Each module is specific to your role so select “Local
elected officials or EDAs/IDAs” to complete the correct training. Please remember there is no completion certificate for this
training, so my suggestion is to take a screenshot of your completion message. Let both your SWCD administrative staff and your
local jurisdiction’s clerk know your completion date.

• NEW Freedom of Information Act (FOIA) Training for Directors: The Code of VA requires locally elected officials to take the
FOIA training once every two years based on the date of completion of the last training session. VA FOIA Council Training link:
https://foiacouncil.dls.virginia.gov/training.htm Local Officials Course - This course is designed for local officials (including SWCD
Directors) Local Officials Webinar Training at 10:00 am  on  February 4; March 4; April 8; and May 13 Please use this link to
register for the Local Elected Officials Training Course. https://event.webinarjam.com/r416v/register/oxo64aw0

UPCOMING DATES TO REMEMBER: 
Feb 12: Conservation Planning Grant Deliverables Help Session 9am-11am, Conservation Planning Grant Deliverables Help Session | 
Meeting-Join | Microsoft Teams 
Feb 16: State Offices closed President’s Day 
Feb 18: VA No-Till Alliance (VANTAGE) Winter Conference, Rockingham County Fairgrounds, Harrisonburg  
https://www.virginianotill.com/winter-conference Preregistration required   DCR credits TBD 
Feb 18: VA General Assembly Crossover  
Mar 14: VA General Assembly Adjourns 
Mar 24: Area I Spring Meeting, VA Horse Center, Lexington, Natural Bridge SWCD hosting 
March: VA Soil & Water Conservation Board Meeting (TBD) 
April 15: Area II Spring Meeting, Oatlands, Leesburg, Loudoun SWCD hosting 
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Apr 15: FY26 3rd Quarterly Reports, Att E & related Financial reports due to DCR 
April 22: Veto Session of the VA General Assembly 
April 23: Area II Envirothon, Graves Mountain Lodge, Culpeper & Thomas Jefferson SWCDs co-hosting 
April 28: Area I Envirothon at Grand Caverns. 
April 30: BMP approvals must be in CAS by COB for disbursement in May 
April: VA Soil & Water Conservation Board Meeting (TBD) 
May: VA Soil & Water Conservation Board Meeting (TBD) 
May 15: Deadline to request approval from DCR’s Sara Bottenfield for carryovers into a 4th program year. 
May 30: BMP approvals must be in CAS by COB for disbursement in June 
June 15: Deadline for obligating PY26 cost share funds 

Mark your calendars!  DCR Conservation Planner Conservation Planner Certification 2026 In-person training dates for initial 
conservation planner certification courses.   
**April 1-2 Conservation Selling Skills - Central Virginia Community College, Lynchburg, VA 
**May 20 Stream ID Course – Charlottesville, VA  8am-4:30pm 
**Nutrient Management courses Summer/Winter 
**October 7-8 VA Resource Training – Online Webinars 
**RUSLE 2 Part A, B, C - TBD 
**October 14-16 DCR Conservation Planner Course – In Person Buckingham County 

CDC Report sent to districts 1/28/2026. 

VA Cooperative Extension 
• No written report submitted.

VA Department of Forestry (DOF) 
Matt Wolanski 

• No written report submitted.

Chesapeake Bay Foundation (CBF) 
Matt Kowalski 

• No written report submitted.

VA. Department of Environmental Quality (DEQ) 

VRO Ag Program Updates: 

1. We continue to do as many farm inspections as we can schedule right now.  Strict biosecurity is followed with no more than one on
the farm visit in a 72-hour period from December 1st through April of 2026.  All other scheduled inspections will be focused on
record review.
2. The Valley Regional Office continues to be the administrative office for the DEQ Northern Regional Office AFO permits.  We did
all on-site inspections last fiscal inspection year and plan to do the same this year.
3. Due to the severe weather our area has experienced, many farm structures have either totally collapsed or had a partial collapse. At
last count, there have been at least 20 farm structures impacted due to the snow/ice weight on the roofs with many of them being
poultry houses. DEQ is responding to all farmers that have contacted us to help navigate the disposal of all the waste.
4. Cargill is reported to be selling its Valley turkey operation to Pittman Family Farm based in California. Many details have yet to be
released such as the sale closure date and possible changes to the current structure of the valley facilities.

MISC. 
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MINUTES 

The January 8, 2026, LFSWCD Board of Director’s Meeting was held, in person, at the Strasburg Community Center, 726 East Queen 
Street, Strasburg, VA 22657. 

Those attending were: 

LFSWCD Directors  
Joan Comanor 
Mary Gessner 
James Fagan 
Justin Mackay-Smith 
Randy Buckley 
Robert “Bobby” Clark 
Paul Burkholder 
Reid Hoak 
Jack Owens 

Associate Directors  
Stephanie Shillingburg 

Cooperating Agency Representatives & Guests in Attendance: 
Debbie Cross, CDC/DCR 
Brent Barriteau, NRCS 

   __________________________________________________________________________________________            

LFSWCD Board Chair Joan Comanor called the meeting to order at 10:00 am. 

     _________________________________________________________________________________________ 

LFSWCD Staff Members 
Ben Loyd 
Nick Livesay 
Sarah Fleming 
Dana Gochenour 
Madison Coffey 
Lisa Parks 
Brett Ramer 
Olivia Donachie 

Absent Directors or Staff: 
Kermit Gaither 
Emma Bricker 
Mark Huddleston 
Ed Pendelton 
Jason Bushong 
Allyson Ponn 
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• Welcome to the New Year.
• Staff /Baby updates.

MOTION: Board approval of the December11, 2025, Board of Director meeting minutes as presented in the Board Packet. Motion 
made by Paul Burkholder, seconded by Reid Hoak. Motion Passed. Voting Ballot is as follows. *Kermit Gaither, Emma Bricker, and 
Mark Huddleston were absent at the time of vote. 
Name Yes No Abstain Name Yes No Abstain 

Joan Comanor X Randy Buckley X 
Mary Gessner X Justin Mackay-Smith X 
James Fagan X Paul Burkholder X 
*Emma Bricker Reid Hoak X 
*Mark Huddleston *Kermit Gaither
Robert Clark X Jack Owens X 

Chairwoman’s Report: Joan Comanor 
• Reviewed written report.
• New Shenandoah County Board of Supervisor Chair is Timothy Taylor, Vice-Chair is Dennis Morris.
• State Budget Highlights

o $25 million in funds were cut from Dam rehab.
o VCAP funding has been removed

 As a district we need to educate and inform of the importance of the VCAP program to legislators.
o Debbie added that the Association will seek a representative from the House or Senate to present an amendment to

the bill for these items.
• Jim Fagan has been asked if he would be interested in serving on a County Committee. He has made an inquiry with the

Ethics Committee to see if there are any issues should he move forward.

Treasurer & Finance Report: Stephanie Shillingburg 
• The Finance Committee met today 1/8/2026 at 9:30am prior to the Board of Directors meeting.

o They reviewed the Qtr. 2 Att E, Purchasing Policy, Credit Card Policy and the Desktop Procedures.

MOTION: to Accept and file for audit the Treasurer’s Report/Documents for December 2025 (as presented in the Board Packet). 
Motion made by Randy Buckley, seconded by Mary Gessner. Motion Passed. Voting Ballot is as follows. *Kermit Gaither, Emma 
Bricker, and Mark Huddleston were absent at the time of vote. 
Name Yes No Abstain Name Yes No Abstain 

Joan Comanor X Randy Buckley X 
Mary Gessner X Justin Mackay-Smith X 
James Fagan X Paul Burkholder X 
*Emma Bricker Reid Hoak X 
*Mark Huddleston *Kermit Gaither
Robert Clark X Jack Owens X 

Board Secretary/Administrative Specialist: Sarah Fleming 
• Reviewed her written report.
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Technical Staff Reports: 

Supervising Conservation Specialist, Dana Gochenour: 
• Reviewed written report.
• Touched base on processes for while she is on maternity leave.

Senior Conservation Specialist, Nick Livesay: 
• Reviewed written report.
• Highlighted that he has given multiple Soil’s lesson to area schools.
• He and Madison explained what the Manning’s Equation pertains to in relation to our BMP’s.

Conservation Specialist, Madison Coffey:  
• Reviewed written report.
• Has initiated gaining I&E Design / EJAA for stream crossings.

Conservation Specialist, Ben Loyd 
• Reviewed written report.
• Obtained EJAA / Water System Design approval increase (2” /5000’).

- Discussion had on design software.  Specifically, if adding CAD software would be beneficial to Technical Staff.  We currently
make do with / use Adobe.

- the Board requested staff research software options.

Conservation Specialist – Brett Ramer 
• Reviewed written report.
• Annual Conference participation update.

Conservation Specialist – Olivia Donachie 
• Reviewed written report.
• Annual Conference participation update.

Program Support Specialist, Lisa Parks: 
• Reviewed written report.

Education and Conservation Specialist, Allyson Ponn: 
• In Allyson’s absence Nick reminded those in attendance of the Local Envirothon to be held March 25, 2025 at the Museum

of the Shenandoah Valley.

Committee Updates: 

Conservation Technical - Mary Gessner 
• Mary reviewed the CTC Report. Motions are as follows:
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Motion made by Mary Gessner, seconded by Randy Buckley. Motion Passed. Voting Ballot is as follows. *Kermit Gaither, Emma 
Bricker, and Mark Huddleston were absent at the time of vote. 
Name Yes No Abstain Name Yes No Abstain 

Joan Comanor X Randy Buckley X 
Mary Gessner X Justin Mackay-Smith X 
James Fagan X Paul Burkholder X 
*Emma Bricker Reid Hoak X 
*Mark Huddleston *Kermit Gaither
Robert Clark X Jack Owens X 

Motion made by Mary Gessner, seconded by Randy Buckley. Motion Passed. Voting Ballot is as follows. *Kermit Gaither, Emma 
Bricker, and Mark Huddleston were absent at the time of vote. 
Name Yes No Abstain Name Yes No Abstain 

Joan Comanor X Randy Buckley X 
Mary Gessner X Justin Mackay-Smith X 
James Fagan X Paul Burkholder X 
*Emma Bricker Reid Hoak X 
*Mark Huddleston *Kermit Gaither
Robert Clark X Jack Owens X 

Motion made by Mary Gessner, seconded by Robert Clark. Motion Passed. Voting Ballot is as follows. *Kermit Gaither, Emma 
Bricker, and Mark Huddleston were absent at the time of vote. 
Name Yes No Abstain Name Yes No Abstain 

Joan Comanor X Randy Buckley X 
Mary Gessner X Justin Mackay-Smith X 
James Fagan X Paul Burkholder X 
*Emma Bricker Reid Hoak X 
*Mark Huddleston *Kermit Gaither
Robert Clark X Jack Owens X 
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Motion made by Mary Gessner, seconded by Robert Clark. Motion Passed. Voting Ballot is as follows. *Kermit Gaither, Emma 
Bricker, and Mark Huddleston were absent at the time of vote. 
Name Yes No Abstain Name Yes No Abstain 

Joan Comanor X Randy Buckley X 
Mary Gessner X Justin Mackay-Smith X 
James Fagan X Paul Burkholder X 
*Emma Bricker Reid Hoak X 
*Mark Huddleston *Kermit Gaither
Robert Clark X Jack Owens X 

Motion made by Mary Gessner, seconded by Paul Burkholder. Motion Passed. Voting Ballot is as follows. *Kermit Gaither, Emma 
Bricker, and Mark Huddleston were absent at the time of vote. 
Name Yes No Abstain Name Yes No Abstain 

Joan Comanor X Randy Buckley X 
Mary Gessner X Justin Mackay-Smith X 
James Fagan X Paul Burkholder X 
*Emma Bricker Reid Hoak X 
*Mark Huddleston *Kermit Gaither
Robert Clark X Jack Owens X 

Motion made by Mary Gessner, seconded by Paul Burkholder. Motion Passed. Voting Ballot is as follows. *Kermit Gaither, Emma 
Bricker, and Mark Huddleston were absent at the time of vote. 
Name Yes No Abstain Name Yes No Abstain 

Joan Comanor X Randy Buckley X 
Mary Gessner X Justin Mackay-Smith X 
James Fagan X Paul Burkholder X 
*Emma Bricker Reid Hoak X 
*Mark Huddleston *Kermit Gaither
Robert Clark X Jack Owens X 
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Motion made by Mary Gessner, seconded by Jack Owens. Motion Passed. Voting Ballot is as follows. *Kermit Gaither, Emma 
Bricker, and Mark Huddleston were absent at the time of vote. 
Name Yes No Abstain Name Yes No Abstain 

Joan Comanor X Randy Buckley X 
Mary Gessner X Justin Mackay-Smith X 
James Fagan X Paul Burkholder X 
*Emma Bricker Reid Hoak X 
*Mark Huddleston *Kermit Gaither
Robert Clark X Jack Owens X 

Motion made by Mary Gessner, seconded by Robert Clark. Motion Passed. Voting Ballot is as follows. *Kermit Gaither, Emma 
Bricker, and Mark Huddleston were absent at the time of vote. 
Name Yes No Abstain Name Yes No Abstain 

Joan Comanor X Randy Buckley X 
Mary Gessner X Justin Mackay-Smith X 
James Fagan X Paul Burkholder X 
*Emma Bricker Reid Hoak X 
*Mark Huddleston *Kermit Gaither
Robert Clark X Jack Owens X 

Dam Safety & Conservation Easements   - Jim Fagan 
• There will be a Desktop Exercise in April 2026 w/ the Town of Woodstock regarding to the Woodstock Dam – Emergency Action

Plan.
o If you are interested in being included on the informational emails contact Jill Jefferson at the Town of Woodstock.

• Dana received and update from Shen Valley Conservancy (SVC) on the inspections of our co-held easements.  There were no issues
found.

Education & Information – Joan Comanor 
• No new items.

Legislative – Paul Burkholder 
• Has spoken with all of our representing State Delegates and Senator French to wish them well in the upcoming assembly and to

answer any questions they may have for/about the District and its programs.

Personnel – Joan Comanor 
• Staff reviews will be held on January 14, 2025.

 Operations – Justin Mackay-Smith 
• Committee Chairs be looking ahead to the review of the Annual Plan of Work and Strategic Plan which will take place in the

upcoming months.
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Local Agency Updates: 

Northern Shenandoah Valley Regional Commission – Mary Gessner 
• Highlighted the newly launched Septic Pump-Out Program

Shenandoah County Water Resources Advisory Committee – Joan Comanor 
• No new items to report. – There are no meetings taking place currently.

Shenandoah Pure Water Forum – Jack Owens 
• No new items to report.

Cooperating Agency Reports: 

Natural Resources Conservation Service:  Brent Barriteau 
• Brent gave an update on NRCS happenings.

Virginia Department of Conservation & Recreation: Debbie Cross 
• Debbie reviewed her written report, highlighting items of varied importance
• State mileage rate increased to $0.725 as of 1/1/2026

Virginia Cooperative Extension: Robert “Bobby” Clark 
• Bobby gave an update on related items.

Virginia Department of Forestry: Matt Wolanski 
• Not in attendance.

Chesapeake Bay Foundation: Matt Kowalski 
• Not in attendance.

Department of Environmental Quality: Sara Jordan 
• Not in attendance.

Other: 
• Group discussion on drought.
• Group discussion on possible or happening effects to Cover Crops due to drought conditions.

Adjournment: 
MOTION: to Adjourn. Motion made by Robert Clark, seconded by Justin Mackay-Smith. Motion Passed. Voting Ballot is as follows. *Kermit 
Gaither, Emma Bricker, and Mark Huddleston were absent at the time of vote. 
Name Yes No Abstain Name Yes No Abstain 

Joan Comanor X Randy Buckley X 
Mary Gessner X Justin Mackay-Smith X 
James Fagan X Paul Burkholder X 
*Emma Bricker Reid Hoak X 
*Mark Huddleston *Kermit Gaither
Robert Clark X Jack Owens X 
The meeting adjourned at approximately 11:40am. 

Respectfully submitted,  
Sarah R. Fleming, 

 Board Secretary 

Approved by the Board through motion on: 
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January 8, 2026 

LFSWCD Finance Committee Meeting Minutes 

Attending: Stephanie Shillingburg, Joan Comanor, Jack Owens, Sarah Fleming 

Absent: Madison Coffey, attending CTC meeting 

 

Meeting was called to order at 9:00am. 

Stephanie presented salary information to the committee. Salary budget and reserves were 
discussed; in the event the personnel committee has any questions with the upcoming 
reviews. This conversation was held without Sarah being present. 

 

Attachment E was reviewed and an explanation of the reserves was given by Sarah and 
Stephanie. 

Jack asked a question with regard to the Grants we have listed on Attachment E.  When 
looking at the two listed, Sarah will check with Debbie to see if there is a way to determine 
where these funds can be used as they have been sitting in the account for a while. 

 

The Credit Card policy was presented with the addition of the new card, Joan made motion 
to approve, seconded by Jack and approved by all. 

 

The purchasing policy had been emailed out to review; there were no noted changes to be 
made.  Joan motioned approval, seconded by Jack, approved by all present. 

 

The Desktop Procedures was also emailed out prior to the meeting for review, no 
discussion regarding any concerns.  Joan made a motion to approve review, Jack 
seconded, passed by all present. 

 

Joan asked if audit information was ready to which Sarah commented 90% and that she 
would be available on the 14th when the auditor was on site. 
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There was a general discussion held with regards to the local requests for funds and what 
information is available to share with each respective area.  

 

With no further business the meeting was adjourned at 9:40. 

 

Attachments: 

Attachment E 

Purchasing Policy 

Credit Card Policy 

Link to Desktop Policy  
https://lfswcd.sharepoint.com/sites/LordFairfaxSoilWaterConservationDistrict/Shared%20
Documents/Public/Desktop%20Procedures%20for%20District%20Fiscal%20Operations/F
INAL%20Desktop%20Procedures%20Guide%202024.pdf 

 

Respectfully Submitted, 

Stephanie Shillingburg 

 

Stephanie Shillingburg 

Finance Committee Chair 
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2nd Quarter

SWCD: Agreement Number:

Contact: Phone Number:

Address:

Reporting Quarter Dates: 10/1/2025 thru 12/31/2025
(beginning) (closing)

Beginning 
Balance *

Transfers In/Out         
(Must = 0)

Adjusted 
Beginning 
Balance     
(1) +/- (2)

Receipts 
(During the 

report period)

Expenditures 
(During the 

report period)
Ending 
Balance

(1) (2) (3) (4) (5) (6)

$344,934.25 $344,934.25 $185,268.94 $530,203.19 
$267,543.84 $267,543.84 ($141,881.14) $125,662.70 

$0.00 $0.00 $0.00 
$7,177.50 $7,177.50 $7,177.50 

$1,398,614.24 $1,398,614.24 $1,513,412.46 ($105,746.50) $2,806,280.20 
$5,019,749.43 $5,019,749.43 ($1,154,850.37) $3,864,899.06 
$2,189,552.51 $2,189,552.51 ($138,019.23) $2,051,533.28 

$71,382.23 $71,382.23 $71,382.23 
$406,260.00 $406,260.00 ($96,395.36) $309,864.64 
$164,749.88 $164,749.88 $164,749.88 

$0.00 $0.00 $0.00 
$10,803.10 $10,803.10 $10,803.10 

$559,843.48 $559,843.48 ($40,906.75) $518,936.73 
$42,418.42 $42,418.42 $11,000.00 $53,418.42 

$0.00 $0.00 $0.00 
$1,530,000.00 $1,530,000.00 $1,530,000.00 

$0.00 $0.00 $0.00 
$1,872.00 $1,872.00 $1,872.00 

$0.00 $0.00 $0.00 
$0.00 $0.00 $0.00 

$12,014,900.88 $0.00 $12,014,900.88 $1,709,681.40 ($1,677,799.35) $12,046,782.93 

(1) (2) (3) (4) (5) (6)

$0.00 $0.00 $0.00 
$0.00 $0.00 $0.00 
$0.00 $0.00 $0.00 
$0.00 $0.00 $0.00 
$0.00 $0.00 $0.00 
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 

(1) (2) (3) (4) (5) (6)

$75,000.00 $75,000.00 $75,000.00 
$355,000.00 $355,000.00 $355,000.00 

$0.00 $0.00 $0.00 
$400.00 $400.00 $400.00 

$1,604.15 $1,604.15 $1,604.15 
$4,833.02 $4,833.02 ($42.10) $4,790.92 
$2,063.70 $2,063.70 $2,063.70 
$3,408.26 $3,408.26 $400.00 $3,808.26 

$81,601.07 $81,601.07 $30,443.47 $112,044.54 
$116,324.02 $116,324.02 $15,420.75 ($23,487.74) $108,257.03 

$1,358.94 $1,358.94 $1,358.94 
$0.00 $0.00 $0.00 
$0.00 $0.00 $5,283.00 ($5,283.00) $0.00 

$1,200.00 $1,200.00 $1,200.00 $2,400.00 
$0.00 $0.00 $0.00 

$642,793.16 $0.00 $642,793.16 $52,747.22 ($28,812.84) $666,727.54 

$12,657,694.04 $0.00 $12,657,694.04 $1,762,428.62 ($1,706,612.19) $12,713,510.47 

Prepared by:

**Approved by:

Completed reports should be directed to the district's assigned DCR Conservation District Coordinator by the 
deadlines established in this agreement.

7/1/2025

NOTE:  Only the Yellow fields are unprotected and capable of having data entered into them.

Attachment E
*****OFFICIAL FISCAL YEAR 2026 FORM*****

Department of Conservation and Recreation
Virginia Nonpoint Source Management Program

Project Financial Report

LORD FAIRFAX SWCD 503OPS-26-21-GF

Sarah R. Fleming, Administrative Manager 540-465-2424 ext. 101

722-B Eat Queen Street
Strasburg, VA 22657
 

2023 CB VACS

Please remember to enter a negative sign (-) when you enter Exenditures or Transfers Out.  Thanks!

State Sources
FY 26 VNRCF TA
FY 25 VNRCF TA

0
2026 CB VACS Trans.(24)
2026 CB VACS
2025 CB VACS
2024 CB VACS
2023 CB VACS Trans.(22)

Total State Sources

2022 CB VACS
0

Dam Safety
DCR Operating Funds
EOL Verification Earnings

0
Dedicated Reserves

0
CB RMP TA

0
0

Envirothon Receipts

Federal Sources
0
0
0
0
0

Total Federal Sources

Local/Other Sources
Dedicated Reserves: Dam
Dedicated Reserves: Other

0

Total Local/Other Sources

Envirothon Grant
Community Garden/Harvest Festival
Sales/Service
Other Income
Interest
Local Gov't Funds
Grants

0
VCAP
VCAP TA

0

TOTAL (All Sources)

* - The beginning balance is the amount of funds on hand at the start of the report period.  The ending balance from the previous report period will 
become the beginning balance for the new report period.  This figure will automatically carry forward to the next report period.

** Must be signed by the District Treasurer or a Director/Associate Director with check signing authority. Two different signatures are 
required on the Attachment E submittal.

Sarah R. Fleming 1/6/2026

Print Name Signature Date 

Print Name Signature Date 
Stephanie Shillingburg 1/8/2026
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Lord Fairfax Standard Operating Procedures                                                                                                                            

December 2012, Amended 12/11/2014, Amended 1/7/ 2021 Page 1 
 

        

LORD FAIRFAX SOIL & WATER CONSERVATION DISTRICT 
 

PURCHASING POLICY January 7, 2021 
 
These guidelines set forth the District’s policy for competitive procurement, based upon the dollar 
amount of the anticipated purchase.  Ordinarily the lowest cost quotation will be accepted.  If other 
considerations result in the acceptance of a bid or price that is not the lowest, the reason for that 
acceptance shall be memorialized and maintained with the procurement documents. Notwithstanding 
the following guidelines, the District Board may approve any procurement permitted by Section 2.2-
4303 of the Virginia Code. 
 
BUDGET AUTHORITY:    
 
Before any purchase of goods or services is initiated, the item being procured must have been 
contemplated and included in the District’s annual budget.  Additionally, sufficient funds must remain in 
the particular budget category to make this purchase.  If either of these criteria is not met, the Board 
must first amend its annual budget and authorize the purchase.   Staff requesting purchases shall advise 
the Treasurer of the budget line to be debited and the funds available in that budget line. 
 
INVENTORY:   
 
Any item with a useful life greater than one year or with a value of greater than $500 will be carried and 
annually accounted for on District inventory. 
 
PURCHASING AUTHORITY  
 
Purchases less than $500 – District officers* authorize procurement of goods and services using sound 
business practices and will endeavor to obtain the best product available for the lowest cost.  While no 
formal bid or quotation process is required, quotations may be obtained if District officers deem it to be 
in the District’s best interest.  
*District officers includes staff and Board members of LFSWCD  
 
Purchases from $500 to $1,000 – quotations should be obtained where practicable, from at least three 
vendors.  These quotations may either be in writing, by telephone, or by printout of dollar amounts from 
online sources.  In either case, all quotations shall be memorialized and maintained on file for 
subsequent review and inspection.   Prior to purchase the Finance Committee shall authorize such 
purchases.  
 
Purchases greater than $1,000 and less than $30,000 – written quotations, sealed bids, or printout 
from online sources shall be obtained for these purchases. These quotations or bids shall be reviewed by 
the board or a committee of the board.  The decision to purchase shall be made by resolution of the 
board of directors 
 
Purchases of less than $30,000 made without competitive bidding -- these purchases may be made by 
the board of directors, but only upon a finding set forth in the resolution approving the purchase. ,   The 
finding shall state the reasons that competitive bidding was not used and the circumstances that justify 
this method of procurement.  
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Lord Fairfax Standard Operating Procedures                                                                                                                            

December 2012, Amended 12/11/2014, Amended 1/7/ 2021 Page 2 
 

Purchases of $30,000 or more -- these purchases may only be approved by the board, and must be in 
full compliance with section 2.2 4303 G of the Virginia Code.  
 

Disposal of District property   District property carried in inventory may be removed from inventory only 
by recorded motion declaring the item lost, worn out, or surplus.   Surplus items shall be disposed of as 
follows:  
 
• Trade-in on a replacement. 
• Advertisement for sale (observing the dollar categories for purchasing). 
• Advertised public auction.  
• Donation to a non-profit organization. 
• Any other method specified by the Board. 

 
VEHICLE CREDIT CARD POLICY AND PROCEDURES 

 

 The vehicle credit card shall be for District vehicle related expenses only.  Those expenses may 

include, but not be limited to: gas, cleaning, repairs, and maintenance. 

 Credit card shall be kept with the key to the district vehicle, and both shall be returned to their place 

after using the vehicle. 

 The district credit card reserved for vehicle use shall not be used for any personal expenses on the 

part of the employees, directors, or associate directors (with or without the intention of reimbursing 

the district).  Any violation shall be referred to the personnel committee and an appropriate action 

taken. 

 All receipts must be given to the district Administrative Specialist in a timely manner with the 

odometer reading and initials of employee, director, or associate director written on the receipt.  

Failure to do so may result in employee or director being responsible for disputed charges. 
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Lord Fairfax Soil and Water Conservation District 
Credit Card Policy 

The Lord Fairfax Soil and Water Conservation District (LFSWCD) has obtained three (5) credit 
cards through First Bank, Strasburg, VA – payable to CARD SERVICES, Kansas City, MO.  
The purpose of these cards is for authorized LFSWCD users to make necessary purchases 
associated with carrying out LFSWCD programs and office operations. The purpose of this 
amendment to the LFSWCD Credit Card Policy is to ensure that all authorized users understand 
the procedures and responsibilities associated with the assigned credit card. 

Policies and Procedures 
Use of the credit card must be controlled and limited to business use only.  The credit card shall 
not be used for any personal expenses on the part of employees, directors, or associate directors, 
with or without the intention of reimbursing the LFSWCD.  Any violation shall be referred to the 
LFSWCD Personnel Committee and/or the LFSWCD Finance Committee for appropriate action. 

• The maximum limit for the five credit cards is cumulative and will not exceed
$10,000.00.

• It is not the intent of this policy that the credit card displaces the normal procurement
process.

• All purchases shall be consistent with LFSWCD’s current Purchasing Policy and with the
approved fiscal year LFSWCD Budget.

• Debit use of the card is not allowed.
• Cash advances are not allowed on credit cards.
• Individual employees will be issued a business credit card on an “as needed” basis and

will be responsible for said credit card.
• The following purchases may be made with the credit card, taking into consideration the

current Purchasing Policy and approved LFSWCD Budget:
o Educational Program Supplies
o Gas and Routine Vehicle Maintenance
o General Operating Expenses
o Lodging
o Meals (excluding alcohol)
o Office Equipment and Repairs
o Transportation
o Postage

Other purchases must be approved by the LFSWCD Treasurer or a voting member of the Board 
of Directors. 

Employee Initials: _______ Date: _______ 
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• It is the responsibility of the individual user to obtain transaction receipts each time the
card is used.  All receipts must be submitted to the Administrative Assistant in a timely
manner.  Either the signature or initials of the employee must be written on the receipt.
Failure to do so may result in the employee being responsible for disputed charges.

• Should a receipt be lost, the individual making the purchase should immediately attempt
to acquire a second receipt from the merchant.  If a second receipt is not available, the
individual must provide a signed affidavit indicating the date and approximate time of
purchase, name of merchant, and the amount of the charge.  The Treasurer and/or
Finance Committee must determine if the individual is personally responsible for the
associated charges, or if LFSWCD will authorize payment.

• When using the credit card for Internet purchases, individual users should ensure that the
site utilizes industry recognized encryption transmission tools.

• When the credit card statement is received, the Administrative Assistant shall check each
charge against the receipt and code each purchase according to the QuickBooks Chart of
Accounts.  The Treasurer or a LFSWCD Director shall also review and initial each credit
card statement, with receipts attached.  Payment of the balance of the credit card shall be
made by the due date, in order to avoid unnecessary finance charges or late payment fees.
A copy of the statement shall be included with the monthly Treasurer’s Report submitted
to the Board of Directors.

• The cardholder (LFSWCD) shall sign the card(s) immediately upon receipt.  If a card is
lost, damaged, stolen, or misplaced, the employee assigned the card and the cardholder
shall notify the credit card company immediately.  The Administrative Assistant and the
Treasurer shall be notified immediately of the situation.

Credit Card Violations 
Credit card violations include, but are not limited to: 

• Purchase of items for personal use.
• Failure to submit receipts or other back-up documentation to the LFSWCD

Administrative Assistant in a timely manner for the purpose of establishing accountable
reconciliation procedures.

• Failure to return the card when an employee is reassigned, terminated, or upon request.
Unauthorized use of the credit card is a violation of the LFSWCD Personnel Policy and may 
result in either one or more of the following actions: written warning; revocation of credit card 
privileges; cancellation of purchasing authority; disciplinary action; and termination and/or 
criminal prosecution.  Human error and extraordinary circumstances may be taken into 
consideration when investigating any violation.  The Personnel Committee and/or Finance 
Committee will be responsible for investigating unauthorized use of the credit card. 

Employee Initials: _______ Date: _______ 
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Authorized credit card users must sign an agreement indicating acceptance of all the conditions 
of use of the credit card, as stated in this document, including possible penalties for unauthorized 
use. 

Authorized User and Title: 

Employee/Title 

Credit Card Authorized User Agreement 

I, ________________________________________, have read, understand, and accept all terms 
and conditions of use of the LFSWCD credit card as stated in the LFSWCD Credit Card Policy. 

__________________________________________________     _________________________ 
Signature        Date     
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LFSWCD PERSONNEL COMMITTEE MEETING MINUTES 
January 14, 2026 at Office 

Members Present:  Joan Comanor, Mary Gessner, Stephanie Shillingburg 
Absent:  Mark Huddleston 
Staff Advisor:  DanaGochenour 

The meeting convened at 8:30 am with the purpose being to reviewing proposed updates to the 
Associate Director Policy and the Personnel Policy for submission to the Board for approval.   
The draft Associate Director Policy and implementing documents and the Personnel Policy 
updates were recommended for approval by the Board at the next board meeting (motion by 
Stephanie, seconded by Mary, unanimous).   Sarah had the lead on drafting the Associate 
Director Policy updates and the Committee complimented her on the thorough work she had 
done.               

Following that discussion, the Committee conducted mid year performance reviews of each of the 
District staff.  For the purpose of the personnel reviews, the Committee entered close session 
(motion made by Stephanie, seconded by Mary, approved unanimously) for the Personnel 
Committee members, including the staff advisor, to enter closed session in accordance with the 
Virginia Freedom of Information Act code section 2.2-3711(1) to conduct the midyear 
performance reviews with staff.   The closed session began at 8:45 am.    Once the interviews and 
related discussion were completed at 2:15 pm, motion was made by Mary, seconded by Stephanie, 
approved unanimously, pursuant to the Code of Virginia section 2.2-3712(D) to certify that only 
matters lawfully exempted and as identified in the motion by which the closed meeting was 
convened were discussed by the Personnel Committee during the closed meeting. 

In sum, the Committee found that all staff are making good progress on their individual 
development plans, are working well together and helping the 3 relatively new staff get up to 
speed.  Staff are also helping as 3 of the staff are on maternity or baby bonding leave.  We did 
find the need to update all position descriptions to include the physical work conditions for each 
job.  Sarah will take the lead on developing that information and have the updates completed by 
June.  Minor updates are needed for Ben and Madison position descriptions to reflect the job title 
change for their supervisor.  Madison will also look into applying for the Shenandoah County C 
of C Leadership Institute which will start a new cohort this spring.  Ally is considering a major 
update of her position description to better reflect all her current duties.  We also agreed that she 
would do only 2 newsletters each year and analyze the distribution list to make sure we are 
reaching our target audiences.   Dana updated the Committee on provisions she has made to 
backstop her when she goes on maternity leave at the end of January, particularly staff support 
for local budget hearings, and alternate contact point lead in her absence.  Nick will oversee 
timesheets and manage leave schedules.    

The meeting adjourned at 2:25 pm (motion by Stephanie, seconded by Mary, passed 
unanimously). 

Respectfully submitted, 

Joan M Comanor, 
Committee Chairwoman 
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BOD Meeting Attendance 
FY 2026 (JUL 2025 - JUN 2026)

Name: JUL AUG SEPT OCT NOV DEC JAN FEB MAR APR MAY JUNE
Board of Directors
Joan Comanor, Vice Chair x x x x x x x x
Mary Gessner x x x x x A x x
James Fagan x x x x A x x x
Kermit Gaither A x x x A x A A
Jack Owens x x x x x x A x
Paul Burkholder x A A A x A x x
Reid Hoak x x A A x A A x
Justin MacKay-Smith x x x x x x x x
Randy Buckley x x x x x x x x
Robert Clark x x x x A A x x
Emma Bricker  x A x x A x x A
Mark Huddleston x A x x A x x A
Associate Board of Directors
Stephanie Shillingburg, Treasurer x A A A x x x x
Jason Bushong A A A A A A A x
Ed Pendleton x A x A x x A A

Staff
Madison Coffey x x x x x x x x
Sarah Fleming x x x x x x x x
Dana Gochenour x x x x x x x x
Nick Livesay x x x x x x x x
Allyson Ponn A x x x x x A A
Lisa Parks x x x x x x x x
Ben Loyd x x x x x A x x
Brett Ramer  x x x
Olivia Donachie x x x
Guests
Debbie Cross, DCR x x x x x x x
Brent Baritteau, NRCS x x x x
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FY26 (Jul '25-June '26)            Committee Meeting Log It is requested that Committees meet at least twice per fiscal year

Conservation Technical (CTC)
Dam Safety and Easements
Education & Information
Finance

8/7/2025 9/11/2025 10/9/2025 11/5/2025 12/11/2025 1/8/2026 2/12/2026 3/5/2026 4/2/2026 5/7/2026 6/4/2025 *6/26/2025

9/11/2025

9/11/2025 1/8/2026

Legislative 12/11/2025

Personnel 9/16/2025 closed session for interviews 1/14/2025 closed session for Personnel Reviews

Operations

* tentative dates 
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Updated July 12, 2025

Conservation 
Technical 

(Urban BMP / 
*Technical Resource)

Dam Safety & 
Easements 

Education/ 
Information 

Finance Legislative Personnel Operations 

Gessner, M. 
Chair 

Fagan, J. 
Chairman 

Comanor, J. 
Chairwoman 

Shillingburg, S. (Treas.) 
Chair 

Burkholder, P. 
Chairman 

Comanor, J. 
Chair 

Mackay-Smith, J. 
Chairman 

Mackay-Smith, J. 
Vice Chair 

Bricker, E. Bricker, E. Comanor, J. Fagan, J. Gessner, M. Burkholder, Paul 

Buckley, R. Burkholder, P. 

**Fleming, S.

**Fleming, S.

Gaither, K. 

**Gochenour, D. **Fleming, S.Bushong, J. 

Comanor, J. Gaither, K. 

Owens, J. 

Gessner, M. 

Huddleston, M. Gaither, K. 

**Coffey, M.

Gessner, M. 

Gessner, M. 

**Coffey, M. Owens, J. 

Shillingburg, S. (Treas.) **Ponn, A.

**Gochenour, D.

**Gochenour, D.

**Gochenour, D. Hoak, R. 

Huddleston, M. 

Hoak, R. 

**Ponn, A.

**Livesay, N.

Owens, J. 

**Loyd, B.

**Ponn, A.

**Parks, Lisa

Pendleton, E. 

**Ponn, A

Clark, R. 

No. Shenandoah 
Valley Regional 

Commission 

Shenandoah Co. 
Water Resources 

Advisory Committee 

Pure Water 
Forum Representative 

Gessner, M. Comanor, J. Owens, J. 

* When necessary, there will be a separate Technical Resource Committee meeting held following the monthly Conservation Technical Committee meeting.

** Staff who sit on committees are there in an advisory/informational capacity only, have no voting authority, and do not count toward quorum. 

LORD FAIRFAX SWCD COMMITTEE APPOINTMENTS 

District Chair ex officio Member of Each Committee 
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Jul '25 - Jan 26 Budget % of Budget

Ordinary Income/Expense
Income

Income Designated Receipts
Dam Maintenance 9,000.00 9,000.00 100.0%
Envirothon Grant 0.00 0.00 0.0%
FY 25 VNRCF TA (Base+Add) 76,780.90 0.00 100.0%
FY 26 VNRCF TA (Base+Add) 530,203.19 560,000.00 94.7%

Total Income Designated Receipts 615,984.09 569,000.00 108.3%

Undesignated Receipts
County/City Contributions

Clarke 11,450.00 11,450.00 100.0%
Frederick 6,641.50 13,283.00 50.0%
Shenandoah 20,000.00 20,000.00 100.0%
Warren 13,400.00 13,400.00 100.0%
Winchester 12,100.00 0.00 100.0%

Total County/City Contributions 63,591.50 58,133.00 109.4%

DCR Annual Operations Funds 206,591.50 413,183.00 50.0%
EOL Varification Earnings 11,000.00
Interest Income 69,503.44 12,000.00 579.2%
Other Income

Donations 400.00 400.00 100.0%

Total Other Income 400.00 400.00 100.0%

VCAP
VCAP Cost Share 12,283.00
VCAP TA 2,400.00

Total VCAP 14,683.00

Total Undesignated Receipts 365,769.44 483,716.00 75.6%

Total Income 981,753.53 1,052,716.00 93.3%

Gross Profit 981,753.53 1,052,716.00 93.3%

Expense
Awards Banquet 3,126.72 3,000.00 104.2%
Community Garden/Harvest Fest. 42.10 1,000.00 4.2%
Dam Maintenance (Expenses) 0.00 6,000.00 0.0%

District Regular Expenses
Board Expenses 4,183.02 15,000.00 27.9%
Dues

Nat. Assoc. of Cons. Districts 775.00
VACDE 25.00
VASWCD 3,592.00
Dues - Other 0.00 5,000.00 0.0%

Total Dues 4,392.00 5,000.00 87.8%

Ed & Info / Public Outreach
Display/Ed Material/Brochures 0.00 500.00 0.0%
Ed Staff Training/Conferences 0.00 300.00 0.0%
Envirothon 0.00 1,000.00 0.0%

Outreach Event(s) 59.32 1,000.00 5.9%
Scholarships

District Scholarship 0.00 1,500.00 0.0%
Youth Conservation Camp 0.00 500.00 0.0%

Total Scholarships 0.00 2,000.00 0.0%

Total Ed & Info / Public Outreach 59.32 4,800.00 1.2%

Insurance 1,308.00 2,000.00 65.4%

9:50 AM Lord Fairfax Soil and Water Conservation District

02/02/26 Budget vs. Actual - Operating
Cash Basis July 2025 through January 2026

Page 1
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Jul '25 - Jan 26 Budget % of Budget

Office Expenses
Bank Fees/Serv Charge 36.00
IT Services & Support / Web 3,584.74 10,000.00 35.8%
Office Equipment 7,423.30 10,000.00 74.2%
Office Space Rent 0.00 14,000.00 0.0%
Office Storage Rent 2,448.00 5,000.00 49.0%
Office Supplies 2,600.76 5,500.00 47.3%
Postage 707.48 1,250.00 56.6%
Telephone/Internet 2,967.69 6,500.00 45.7%
Vacancy Ads 0.00 500.00 0.0%

Total Office Expenses 19,767.97 52,750.00 37.5%

Personnel/Staff Expenses
Contractor Expenses 0.00 0.00 0.0%
Internship 0.00 3,600.00 0.0%
Staff Boot/Clothing 1,909.70 2,400.00 79.6%
Staff Mileage/Training 4,460.56 7,500.00 59.5%
Staff Salaries & Benefits 362,422.35 790,350.00 45.9%

Total Personnel/Staff Expenses 368,792.61 803,850.00 45.9%

Vehicle Gas & Service 2,209.83 7,000.00 31.6%

Total District Regular Expenses 400,712.75 890,400.00 45.0%

VCAP Expenditures
VCAP Cost Share disbursements 12,283.00

Total VCAP Expenditures 12,283.00

Total Expense 416,164.57 900,400.00 46.2%

Net Ordinary Income 565,588.96 152,316.00 371.3%

Net Income 565,588.96 152,316.00 371.3%

9:50 AM Lord Fairfax Soil and Water Conservation District

02/02/26 Budget vs. Actual - Operating
Cash Basis July 2025 through January 2026

Page 2
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Jan 31, 26

Dedicated Reserves
Unemployment Oblig (State) 25,000.00
Accrued Lv. Oblig (State) 50,000.00
Computer Replacement Reserve 55,000.00
Salary Inflation Res.(State) 55,000.00
Office/Utility Reserve 180,000.00
Tech Staff Salary Res. (State) 1,075,000.00
Dam Safety Reserve 75,000.00
Admin. Secretary Salary Reserve 180,000.00
Education Salary Reserve 180,000.00
Vehicle Reserve (State) 85,000.00

Total Dedicated Reserves 1,960,000.00

Operations
DCR Operating Funds 492,785.75
EOL Varification Earnings 53,418.42
Other Income

Refunds 1,808.26
Donations 2,000.00

Total Other Income 3,808.26

Envirothon Receipts 400.00
Envirothon Grant 1,604.15
RMP Operational Support 1,872.00
Dam Safety 10,803.10
Special Projects

Community Garden/Harvest Fest.
Harvest Festival 233.86
Community Garden 4,557.06

Total Community Garden/Harvest Fest. 4,790.92

Total Special Projects 4,790.92

Sales/Services 2,063.70
Interest 121,759.46
Local Gov't Funds 96,869.29

Total Operations 790,175.05

Restricted Funds
VNRCF TA

FY 26 VNRCF TA 499,672.53

Total VNRCF TA 499,672.53

VCAP TA 2,400.00
Cost Share Funds

CREP
CREP Interest 451.06
CREP Program -451.06

Total CREP 0.00

WQIA
2026 CB VACS Transfer (24) 7,177.50
2026 CB VACS 2,834,648.40
2025 CB VACS 3,856,579.06
2024 CB VACS 2,051,533.28
2023 CB VACS Transfer (22) 71,382.23
2023 CB VACS 309,864.64
2022 CB VACS 164,749.88

Total WQIA 9,295,934.99

Total Cost Share Funds 9,295,934.99

Other restricted funds

Lord Fairfax Soil and Water Conservation District

02/02/26 Fund Balances
Cash Basis As of January 31, 2026

Page 1
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ASSOCIATE DIRECTOR POLICY & JOB DESCRIPTION 
 In accordance with guidance from the Office of the Attorney General (OAG) and DCR, this document serves as 
the official Job Description for Associate Directors. Its purpose is to define clear parameters of authority and to 
explicitly distinguish the role of an Associate Director from that of a statutory, voting Director. 
 
I. Purpose and Legal Authority 
The Lord Fairfax SWCD Board of Directors (BOD) authorizes the appointment of Associate Directors (ADs) to 
assist the District in accomplishing its strategic conservation goals. 
 
II. Authorized Roles and Voting Rights 
To ensure clear governance and prevent unauthorized exercise of Board powers, the following parameters apply: 

• Committee Participation: ADs may serve as members of any committee established by the Board. Within 
these committees, ADs have full voting rights. 

• Committee Leadership: ADs may be appointed as Chairs of committees. 
• Board Meetings: ADs are encouraged to participate in discussions at all regular or special-called Board 

meetings. 
• Limitations on Board Authority: * Voting: ADs do not have voting rights at regular or special-called 

Board meetings. 
o Motions: An AD may not make a stand-alone motion nor second a motion at a Board meeting. 
o Reporting: An AD serving as a Committee Chair may present committee reports and 

recommendations to the Board for consideration, but they may not vote on the final adoption of 
those recommendations by the Board. 

• Closed Sessions: At the discretion of the Board, ADs may be invited to participate in closed meetings 
where their expertise or input may be required. 
 

III. Administrative Roles & Officers 
• Officers: ADs may be elected by the Board to serve as Secretary or Treasurer. They are ineligible to 

serve as Chair or Vice-Chair. 
• Expenses: ADs are entitled to reimbursement for mileage and documented business expenses to the same 

extent as Directors. 
 
IV. Appointment Process & Terms 

• Eligibility: The District may seek individuals with specialized expertise or a demonstrated interest in 
conservation. Candidates are encouraged to attend several board meetings prior to appointment. 

• Selection: Directors shall suggest candidates to the Personnel Committee, which will review the 
candidates and provide recommendations to the BOD for official appointment. 

• Term Cycle: AD appointments follow a one-year cycle. To maintain consistency, all current terms expire 
on December 31st and are to be re-appointed each year, regardless of the date of initial appointment. 

• Succession: Retiring Directors are invited to transition to an AD role. ADs in good standing shall be 
considered primary candidates for any mid-term Board vacancies. 

 
V. Resignation 

• Notification: should an AD become unavailable to perform their duties during their term and wish to 
resign, it is requested that they provide a written statement containing their last day of service and present it 
to the Board Chair and Board Secretary at least 30 days prior (if able) to resignation.  

 
 
Accepted into policy by Board motion on: ____/____/______ 
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Date: January 21, 2026  •  Price Valid for 30 days or Based on Inventory Availability 

 

Lord Fairfax Soil and Water 
Conservation District 
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Confidential: Property of Virginia Business Systems •  1/21/2026 (Valid for 30 days) 

Information, data and drawings embodied in this proposal are strictly confidential and are supplied on the understanding 

 that they will be held confidentially and not disclosed to third parties without the prior written consent of EBS or VBS 
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January 21, 2026  

 

Lord Fairfax Soil and Water Conservation District 
722-B East Queen St 
Strasburg, VA, 22657 

 

Dear Sarah Flemming, 

Thank you for considering Virginia Business Systems, a SWaM certified company, for 
your document technology solutions.  

Included in this proposal is a Xerox C8235 Copier. This unit comes standard with 4 
paper trays, color printing and scanning.  

After looking at your average monthly usage for mono and color printing, I made a 
small change to the maintenance portion of the agreement. Currently, you pay for 
10,000 mono prints per month but are only averaging around 700. To eliminate any 
chance of leaving unused prints on the table, under this new agreement, you will 
only be charged for the exact number of mono and color prints you make. 

The maintenance agreement still includes all toner, parts and service.  

Thank you for the opportunity to present this quote and we look forward to our 
continued partnership. 

Regards, 

CJ Morton 

Account Manager 
Virginia Business Systems 
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Information, data and drawings embodied in this proposal are strictly confidential and are supplied on the understanding 

 that they will be held confidentially and not disclosed to third parties without the prior written consent of EBS or VBS 
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Implementation Schedule 

 

____      Authorize paperwork and order equipment 

____      Delivery and setup of new equipment 

____      Conduct training 

____      Follow-up training as needed 

____      Finalize implementation with delivery & acceptance 

____      45-day onboarding review 
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