Township and Road District Checklist

2024 Township Calendar

Checklist dates are now available on the Events Calendar at toi.org

01/30/24

Assessors Budget*

01/31/24

1099, W-2 and W-3 forms deadline

02/01/24

Economic Interest Statement Names to

County Clerk

On or before Feb. 1, the supervisor or designee must certify
to the county clerk an alphabetical list of names/addresses of
people who must file Economic Interest Statements.

03/01/24

Last day to Request
Agenda Item

60 ILCS 1/30-10

Last day for any 15 or more registered voters in the township to
request an agenda item for consideration by the electors at the
annual meeting by giving written notice of a specific request to
the township clerk.

03/25/24

Annual Town
Meeting Agenda

60 ILCS 1/30-10

Not less than 15 days before the annual meeting, the township
board shall adopt an agenda for the annual meeting. Agenda
must include any elector items properly submitted by March
Ist prior to the annual meeting. Agenda must be included in
the meeting notice that is approved by the township board.

03/25/24

Annual Township
Meeting Notice

60 ILCS 1/30-10

Clerk must post notice of annual town meeting in 3 most
public places at least 15 days before meeting. If an English
language newspaper is published in township, then notice
must also be published in the newspaper. Notice must include
agenda approved by the township board. Meeting must be after
6:00 p.m.

03/31/24

Fiscal Year Ends*

50 ILCS 330/3

Last day of fiscal year for most townships, road districts,
and multi-township assessment districts. However, board of
trustees may change fiscal year.

04/01/24

Fiscal Year Starts*

50 ILCS 330/3

First day of fiscal year for most townships, road districts, and
MTADs. However, board can change the fiscal year.

04/01/24

Notice of Meetings
(Open Meetings Act)

5ILCS 120/2.02

Board must post public notice of its schedule of regular
meetings at the beginning of the fiscal year or calendar year.
The notice shall state the regular dates, times, and places. Make
schedule available to any news outlet that has filed an annual
request for such notice.

04/01/24

Monthly Report to
County Engineer

605 IL CS 5/6-201.13

Within 30 thirty days after issuing warrants the highway
commissioner reports to the county engineer a list of such
warrants showing where money is spent, for what purpose, and
the amount expended. Use DCEO Form #39 or design own
form. Report is due each month.

04/07/24

Financial Statement

60 ILCS 1/70-15

Clerk posts a copy of the Supervisor’s Annual Financial
Statement at the meeting room two days before annual town
meeting. The clerk no longer has to read the statement aloud as
long as copies are made available.

04/08/24

Financial Statement

60 ILCS 1/70-15

Supervisor files Annual Financial Statement with the clerk.
Although the law states that the statement shall be prepared
within 30 days before the annual town meeting, it must be
completed to enable the clerk to post it 2 days before the
annual town meeting. Use DCEO Form #6 or your own form.
Statement is not required to be published in a newspaper.
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04/08/24

Highway
Commissioners
Report

605 ILCS 5/6-201.15

Highway commissioner in single township road district must
prepare an annual report to the board of trustees within 30
days before the annual town meeting. Use DCEO Form #38

or your own form. Report is not required to be published in a
newspaper.

04/08/24

Annual Accounting

60 ILCS 1/70-30

Supervisor accounts to board for all money received and
disbursed during fiscal year. Accounting must be within 30
days before the annual town meeting.

04/09/24

Annual Town
Meeting

60 ILCS 1/30-5

The Annual Town Meeting shall be held on the second Tuesday
of April. Meeting must be after 6:00 p.m. Whenever this date
conflicts with the celebration of Passover or Ramadan, the
township board may postpone the annual town meeting to the
first Tuesday following the last day of Passover or Ramadan.

04/30/24

District Treasurer’s
Report*

605 ILCS 5/6-205

Last day for road district treasurer to submit an itemized
statement of receipts and disbursements to highway
commissioner. Statement must be submitted within 30 days
from end of the fiscal year. Use DCEO Form #37 or your own
form. Statement is not required to be published in a newspaper.

05/01/24

Statement of
Economic Interest

5ILCS 420/4A-101
5ILCS 420/4A-105

Elected and certain appointed officials must file a Statement of
Economic Interest with county clerk by May 1st of each year.
Persons appointed to fill vacancies must also file statements at
time of appointment.

05/30/24

Budget Notice*

50 ILCS 330/3

60 ILCS 1/80-60

Last day to publish a notice announcing budget hearings and
that the tentative budgets are available for inspection. Separate
township and road district notices must be published at least 30
days before hearings in a newspaper published in the township.
If there is no township newspaper, post in five of the most
public places in township.

05/30/24

Budget Inspection*

50 ILCS 330/3

60 ILCS 1/80-60

Last day for clerk to make tentative budgets available for public
inspection. Tentative budgets must be prepared and made
available for inspection at least 30 days before hearings. It is the
duty of clerk to arrange for the public hearings.

06/30/24

Budget Hearing &
Adoption*

50 ILCS 330/3

605 ILCS 5/6-501

Last day to conduct budget hearings and adopt township and
road district budgets. Budgets may be adopted before or during
the first quarter of the fiscal year. (Do not adopt at the annual
town meeting.) The township budget may be adopted at the
public hearing. The road district budget shall be adopted at the
public hearing.

07/30/24

Budget Filing*

35 ILCS 200/18-50

Last day to file certify budget and revenue sources with county
clerk if budget is adopted at end of June. Must be filed with
county clerk within 30 days of adoption. Therefore, filing
deadline varies with the date of adoption. Clerk certifies the
budget and supervisor certifies the revenue sources.

09/27/24

Fiscal Responsibility
Report Card*

35 ILCS 200/30-30

Last day to file Fiscal Responsibility Report Card; shall submit
within 180 days of the conclusion of the fiscal year. The Annual
Financial Report meets this requirement. See reference above.

09/27/24

Comptroller’s
Report*

50 ILCS 310/3

50 ILCS 310/6

Last day to file Annual Financial Report with state
comptroller’s office and county clerk. Must be filed within 6
months from end of fiscal year. The report also serves as the
Fiscal Responsibility Report Card.
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09/30/24

Annual Treasurer’s
Report Completed*

30 ILCS 15/1

Last day for the supervisor to prepare combined Annual
Treasurer’s Report for township and road district. Report must
be completed within 6 months from end of fiscal year, sworn to
and filed with county clerk.

09/30/24

Annual Treasurer’s
Report Published*

30 ILCS 15/2
60 ILCS 1/70-30

Last day to publish Annual Treasurer’s Report in an English
language newspaper. Must be published within 6 months from
end of fiscal year and filed with county clerK’s office. Supervisor
must provide each board member with copy of report as

soon as possible after filing. However, such publication
requirement shall not apply to any county funds or county
offices or funds or offices of other units of local government
when an audit of such funds or offices has been made by a
certified public accountant and a report of such audit has
been filed with the appropriate county board or county
clerk and a notice of the availability of the audit report has
been published one time in an English language newspaper
published in the town, district, or municipality in which
that public officer holds his or her office, or, if no newspaper
is published in such town, district, or municipality, then

in a newspaper printed in the English language published

in the county in which that public officer holds his or her
office. The notice of availability shall include, at a minimum,
the time period covered by the audit, the name of the firm
conducting the audit, and the address and business hours
of the location where the audit report may be publicly
inspected.

09/30/24

Audit

50 ILCS 310/6

60 ILCS 1/80-20

Last day for townships to file CPA audit with state comptroller’s
office and county clerk. Townships receiving revenues of
$850,000 or more for a fiscal year, exclusive of road district
funds, must have CPA audit within 6 months from end of
fiscal year. Townships receiving revenues of less than $850,000
for a fiscal year, exclusive of road district funds, may have a
3-member independent audit committee instead of CPA audit.
Committee audit must be filed with county clerk within 6
months from end of fiscal year. CPA audit required at end

of supervisor’s term or if vacancy occurs anytime in the
position of supervisor.

09/30/24

Audit

50 ILCS 310/6

Last day for road districts to file CPA audit with state
comptroller’s office and county clerk. Road districts receiving
revenues of $850,000 or more for a fiscal year must have a CPA
audit within 6 months from end of fiscal year.

11/02/24

Multi-Township
Assessing District
Salaries

60 ILCS 1/65-5

Last day for multi-township assessing districts to set the
salaries for multi-township assessors and MTAD board
members. Must be set at least 150 days before the election.

11/03/24

Notifying Township
Central Committee
of Reporting Caucus
Time/Location

60 ILCS 1/45-10

Last day the township clerk shall notify the chairman or
membership of each township central committee by first class
mail of the chairman’s or membership’s obligation to report the
time and location of the political party’s caucus.

11/04/24

Notifying Multi-
Township Central
Committee of
Reporting Caucus
Time/Location

60 ILCS 1/45-25

Last day the multi-township clerk shall notify the chairman

or membership of each multi-township central committee by
first-class mail of the chairman’s or membership’s obligation to
report the time and location of their political party’s caucus.
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11/13/24 | Notifying Township | 60 ILCS 1/45-10 Last day each chairman of the township central committee
Clerk of Caucus shall notify the township clerk by first-class mail of the time
Time/Location and location of their political party’s caucus.

11/14/24 | Notifying Multi- 60 ILCS 1/45-25 Last day each chairman of the multi-township central
Township Clerk committee shall notify the multi-township clerk by first-class
of Caucus Time/ mail of the time and location of their political party’s caucus.
Location

11/20/24 | Township Official 50 ILCS 145/2 Last day for township boards to set salaries for all township
Salaries officials for the new term of office. Must be set at least 180 days

before the new term of office begins.

11/23/24 | Publishing Caucus 60 ILCS 1/45-10 At least 10 days before the caucus, the township board must
Notice publish notice of the time/location for each party caucus. The

township publication deadline is Saturday, Nov. 23, 2024. The
notice must be published in a newspaper of general circulation
in the township.

11/23/24 | Publishing Multi- 60 ILCS 1/45-25 At least 10 days before the caucus, the multi-township central
Township Caucus committee must publish notice of the time/location for each
Notice multi-township caucus. The multi-township publication

deadline is Sunday, Nov. 24, 2024. The notice must be
published in a newspaper of general circulation in the multi-
township district.

12/03/24 | Township Caucus 60 ILCS 1/45-10 Must be after 6:00 p.m.

12/04/24 | Multi-Township 60 ILCS 1/45-25 Must be after 6:00 p.m.

Assessing District
Caucus

12/11/24 | Last Day to 35 ILCS 200/18-60 Last day for board of trustees to determine (estimate) property
Determine Tax Levy tax levy to comply with Truth in Taxation law. Highway
for Truth in Taxation | 3> ILCS 200/18-70 commissioner determines levy for road district. Must

determine levies at least 20 days before adoption. Basis for 5%
computation and whether notices and hearings are necessary.

12/24/24 | Last Day for Truth in | 35 ILCS 200/18-80 Last day notice of Truth in Taxation hearing can appear in
Taxation Notice newspaper. Notice must be in newspaper not more than 14

days or less than seven days prior to date of hearings.

12/31/24 | Last Day to Hold 35 ILCS 200/18-90 Last day to hold Truth in Taxation hearing, adopt and file
Truth in Taxation township and road district certificates of levy, tax levies and
Hearing, Adopt & Certificate of Compliance for Truth in Taxation law with
File Tax Levies county clerk.

*Assumes fiscal year begins April 1

All dates re: Public Hearings for BUDGET and APPROPRIATION ORDINANCES are dates

often used by many townships and road districts. Many townships and road districts adopt

their budgets in February or March before their fiscal year begins. You do, however, have until

the end of the first quarter of the fiscal year to hold your hearings and adopt the budget.
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