
Compliance  Calendar 
Note to GRC people!   This is based on the Compliance Calendar of Redwood Community Radio (RCR), parent of KMUD.  It lists the deadlines of many government agencies (including state of California) plus internal RCR items.  Your input is welcome, as we continually improve this document.  – Jama Chaplin (jama@asis.com)
The Board’s role:  make sure Management reports the completion of each item in a timely way.   Improve the Calendar whenever possible. 

The Executive Committee's role:  Check for items when planning Board's agenda.  

Management’s role:  in the monthly report to the Board, report on items completed, and share the list of next month’s items so that the Board knows they are on the Station Manager’s radar.  Discuss with the Board any questions, assistance needed, or proposed corrections or additions to this Calendar.  

Monthly: 
15th:  Payroll tax deposits  (also listed under each month)



7 days before board meets: agenda posted – website, bulletin board



6 days before board meeting:  CSAR shares open meeting info:




time & place of board meeting, how to access board agenda

and committee meeting schedule



January: 
10th:    Quarterly Issues Program Report to Public File 



15th:  Payroll tax deposits 



15th:    Quarterly Worker’s Comp. report/payment  



Board schedules retreat for February, to evaluate its own work



31st:    Quarterly Sales Tax payment; Sales & Payroll Tax returns  



31st:    W-2s and 1099s to employees and contractors  

February: 
15th:    CPB Station Activity Survey due



15th:    Property tax exemption statement due (Hum. County)  



15th:    Mail prior year W-2s and 1099/1096 to IRS & EDD



15th:  Payroll tax deposits 




Financial submissions to auditor, and initiate work on Restricted




Funds Report and coding of all CPB expenditures



Board reviews amount in Reserve Fund, and increases it if possible



Insurance Renewals:  Property, Gen. Liability, Special Events Endorse-

ments (Non-Profit Insurance Alliance of California) 



PRAC/Free Speech Radio News annual payment



Plan Silent Drive letter, which might provide legal Notice of Annual

Membership Meeting.  (Meeting notice is req’d by CA to be

mailed < 90 days before the late June mtg; Silent Drive

mailing goal is 5-7 weeks before Drive.)

March:

Special Board meeting with Management Evaluation Committee



15th:  Payroll tax deposits 

Board appoints Elections Committee

April: 

Board appoints election ‘referee’



If Block Party is in July, road closure permit process is initiated.



Check in with auditor on progress (avoid CPB extensions), and



        Finance Com. approves draft audit when it arrives



Circulate auditor’s draft IRS Form 990 to board members for



         review (an IRS rule). 



2021:  Create a calendar for all License Renewal deadlines.



7th:     Business Property Tax Stmt Due (delinquent May 7)



10th:  Quarterly Issues Program Report to Public File



15th:  Quarterly Worker’s Comp. report/payment



15th:  Payroll tax deposits 



30th:  Quarterly Sales Tax and Payroll Tax returns, Sales Tax payment

May:
 
15th:  IRS 990 and CA financial report (prepared by auditor) due, 

unless an ext. is filed.  (990’s must be made available to public upon request.)  15th:  RRF-1 (Registration Renewal Fee Report) due to CA Atty. General at same time 990 is filed. 



15th:  Payroll tax deposits 



31st:   CPB Annual Financial Report due to CPB (from auditor, on ISIS), 



   
including Schedules A-F (which auditor can’t do).   

(Extensions are possible.) 

June 1, 2021: License renewal [CA]:  on-air announcements begin, for 3 frequencies.

Every 8 years:  2021 = Next Renewal Year, then 2029, 2037…

June: 

Annual Membership Meeting precedes June Board meeting 

Executive Committee should determine whether 50% of the Board
has changed, or may change soon, since our last Form 316 was
filed (see Public File for this form).  If so, a new Form 316 (an application to FCC
for permission for the ‘change in ownership') will or might be 
needed soon after the August seating of new board members. 
(This issue could come up at other times as well.)



15th:  Payroll tax deposits 

July: 

10th:  Quarterly Issues Program Report to Public File



15th:  Quarterly Worker’s Comp. report/payment



15th:  Payroll tax deposits 



31st:  Quarterly Sales Tax and Payroll Tax returns, Sales Tax payment



Plan Fall Silent Drive Letter



At Board meeting, open nominations for Board-elected Board

 member.  Nominations close 6 days before Aug. meeting.

August 1, 2021:  License Renewal [CA] Application Due, for three frequencies

August: 
1st:  In odd numbered years:  FCC Ownership Report, Form 323-E, 



          to FCC and to Public File.  [www.fcc.gov] 


 
1st:  Annual EEO report due, to our website and Public File – IF we 



         get back up to 5 full-time (32 hours/week, we think) employees



15th:  Payroll tax deposits 



Board meeting:  seat elected members, appoint member(s) and 

        Parliamentarian.  Schedule Board Orientation before next 

        Meeting.  (Does Credit Union need revised forms listing board



        members, or signatures of any new signers?)



File FCC Form 316 if needed (see June item)



Prepare for Sept. 1 and Oct. 1 submissions to CA Attorney General



         about our raffles. 

September:
Report from Auditor to Board



15th:  Payroll tax deposits 

October: 
Draft budget due to Board in packet



Management recommends auditor candidate(s) to Board, unless we 



        are in the midst of a multi-year contract.



10th:   Quarterly Issues Program Report to Public File 



15th:  Payroll tax deposits 



15th:   Quarterly Worker’s Comp. report/payment



Pacifica Foundation annual payment



Directors & Officers Liability Renewal (NIAC, as under February)



NFCB Participant Member Dues



31st: Quarterly Sales Tax and Payroll Tax returns, Sales Tax payment

November: 
Board completes appointment of Management Evaluation Committee



        and any needed changes in the Procedure.



15th:  Payroll tax deposits 

December: 
15th:  Payroll tax deposits 

 Items with no particular deadline, and questions: 

--  EEO:   let’s do more research – what rules apply to us now?  What rules apply if we again reach 5 full-time employees (over 30 hours/week, we heard)?   (Major outreach efforts, some on-air announcements, etc. have been required in the past.)

--  Correspondence with FCC regarding any inspections – copies go in Public File. 

