
2026 OHIO FAIR MANAGERS CONVENTION

BEST PRACTICES FOR FAIR ADMINSTRATION

SECRETARY TREASURER MANAGER/CEO OFFICE/OTHER ACCOUNTANT ADDITIONAL NOTES

TASKS TO BE MAINTAINED/COMPLETED YEARLY/ONGOING

GENERAL:

MAINTAIN SOCIETY RECORDS AND DOCUMENTATION

MANAGE CORRESPONDENCE (EMAIL, MAIL, OFFICIAL NOTICES)

FILE REPORTS AND MAINTAIN ARCHIVES

ENSURE COMPLIANCE WITH BYLAWS AND REGULATIONS

SCHEDULE AND ORGANIZE MEETINGS

PREPARE AND DISTRIBUTE AGENDAS

RECORD ACCURATE MINUTES AND TRACK FOLLOW UP ACTIONS

NOTIFY MEMBERS OF UPCOMING MEETINGS AND DEADLINES

MAINTAIN OFFICIAL MEMBERSHIP LISTS

SELL MEMBERSHIPS

MAINTAIN MEMBERSHIP RECORD

COMMUNICATE UPDATES AND NOTICES TO MEMBERS

PETITION/BALLOT COORDINATION FOR ELECTIONS

SERVE AS MAIN CONTACT FOR THE SOCIETYCOMMUNICATE DECISIONS AND UPDATES TO MEMBERS AND 

STAKEHOLDERSCOORDINATE ANNOUNCEMENTS, MEDIA RELEASES, AND PUBLIC 

NOTICES

SUPPORT PROMOTION OF EVENTS, FAIRS, AND PROGRAMS

FILE REQUIRED DOCUMENTS (ODA, OFMA, HINKLE, TAXES)

TRACK DEADLINES FOR ANNUAL REPORTS AND FILINGS

ENSURE MINUTES AND RESOLUTIONS ARE STORED PROPERLY

MAINTAIN HISTORICAL RECORDS FOR CONTINUITY

PUBLIC RECORD REQUESTS, RESPOND AND TRACK FOR AUDIT

ASSIST IN ORGANIZING FAIR LOGISTICS AND REGISTRATIONS

COORDINATE PAPERWORK AND SCHEDULES

MANAGE ENTRY RECORDS AND AWARD DOCUMENTATION

SUPPORT EVENT-DAY ADMINISTRATIVE OPERATIONSWORK CLOSELY WITH TREASURER/ACCOUNTANT ON ADMINISTRATIVE 

ASPECTS

DISTRIBUTE FINANCIAL REPORTS TO MEMBERS

FILE GRANTS OR FUNDING PAPERWORK AS REQUIRED

ENSURE TRANSPARENCY AND DOCUMENTATION FOR AUDITS

HELP MAINTAIN AND UPDATE BYLAWS AND POLICIES

ENSURE BOARD DECISIONS ARE DOCUMENTED AND IMPLEMENTED

TRACK MOTIONS, RESOLUNTIONS, AND ACTION ITEMS

SUNSHINE LAW TRAININGUSE DIGITAL TOOLS FOR RECORD MANAGEMENT (SEEK TIME SAVING 

OPTIONS)

MAINTAIN ORGANIZED FILING SYSTEMSDEVELOP TEMPLATES FOR AGENDAS, MINUTES, AND 

CORRESPONDENCE

ENCOURAGE COMMUNICATION CONSISTENCY

ADDITIONAL ITEMS TO NOTE

ELECTION POLL BOOK TURNED IN 10 DAYS AFTER ELECTION

ANNUAL FINANCIAL REPORT
BY DEADLINE DATE DURING 

OFMA CONVENTION

ODA FAIR FUND REQUEST FORM Oct 31

ODA FAIR DATE REQUEST FORM Oct 31

HINKLE REPORT DUEBIANNUAL STATE AUDIT - IF CLEAN AUDIT, IT IS POSSIBLE TO HAVE AN 

AUP (AGREED UPON PROCEDURE, WHICH TAKES A SMALLER SAMPLING AUDITS INCLUDE NOT ONLY FINANCIAL INFO, BUT CONTRACTS, 

HUMAN RESOURCES (EMPLOYEE FILES & TIME SHEETS), MINUTES, 

CONVENTION:

RESERVE ROOMS

BED TAX/ STATE TAX FORMS COMPLETED

COMPLETE REGISTRATION ONLINE

OFMA COMMUNICATION AWARDS October 20

ODA OUTSTANDING FAIR SUPPORTER Nov 1

OFMA HALL OF FAME NOMINATION Oct 20

OHIO FAIR QUEENS' CONTEST REGISTRATION

CONFIRM EXCURSION/EXTRAS RESERVATIONS (IF NEEDED)



CONFIRM MEAL RESERVATIONS (IF NEEDED) Dec 15

DELEGATE FORM RETURNED

FAIR RELATED SPECIFICS:

ODA FAIR DATE REQUEST ONLINE FORM TYPICALLY NOV 1

ODA APPROVED FAIR VETERINARIAN FORM 20 DAYS PRIOR TO FAIR

ODA OPTIONAL RULE NOTIFICATION OPT OUT FORM 30 DAYS PRIOR TO FAIR

ODA C&D REPORT KEEP ON HAND

ODA DESIGNATED RECORDS OFFICIAL FORM 20 DAYS PRIOR

WEIGHMASTER LICENSE 30 DAYS PRIOR TO FAIR

SET UP ONLINE TICKETING/CONTRACTS

MAKE CHANGES TO THE PREMIUM BOOK

PREPARE RIBBONS FOR OPEN CLASS DEPARTMENTS

OFFICE SCHEDULES (SET & POST)

JUDGES - CONFIRM CONTRACTS & PREFAIR CONTACT

PREPARE JUDGES BOOKS OR TABLETS FOR JUDGING

DISPERSE JUDGES BOOKS/TABLETS/RIBBONS/AWARDS/PREMIUMSPREPARE SHIFT OF SECOND OFFICE FOR TICKET SALES ALONG WITH 

FAIR OFFICE

VENDOR CONTRACTS COMPLETED

RENTAL OF TENTS/PORTABLE TOILETS/EQUIPMENT

SUBMIT BORROWED EQUIPMENT INFORMATION TO INSURANCE

WORK ON SOCIAL MEDIA ADVERTISING/SCHEDULE OF EVENTS

COI RECEIVED (VENDORS/ CONCESSIONS)

RESERVED PARKING (OTHER PERMIT)

RAIN INSURANCE PURCHASED

GRANDSTAND EVENTS - PASSES/ BANDS, ETC.

COMMERCIAL/ CONCESSION LAYOUTS

SPONSORSHIP AGREEMENTS COMPLETED BY ALL

SPONSOR PASSES EMAILED

OFFICE INFO PREPPED (MAPS, SCHEDULE, ETC)CONFIRM CASH NEEDED (PAYOUTS, STARTUP, TRANSMITTAL SHEETS, 

ETC)

RECORD MINUTES FROM NOON MEETINGSWORK WITH OSU EXTENSION ON PAYOUT OF JR. 

FAIR/FFA/FCCLA/FCS/CAREER CENTER MONEY

INPUT JUDGING RESULTS THAT WERE NOT DONE

CUT OPEN CLASS PREMIUM CHECKS AND DISBURSED

PREPARE BILLS TO BE PAID/DONATIONS FOR THE BOARD MEETINGMAKE SURE ALL CONTRACTS ARE PAID THAT NEED TO BEFORE FAIR 

ENDSSUBMIT RESULTS OF EVENTS TO LOCAL OUTLETS/SOCIAL MEDIA/FAIR 

WEBSITE

HARNESS RACING - PAPERWORK, PERMITS, INSURANCE, REPORTS

OTHER

PAIR INVOICES/RECEIPTS WITH PURCHASE ORDERS

WEBSITE UPKEEP

SIGNAGE 

PROJECT LIST

SITE MAPS INCLUDING UTILITIES

BUILDING MAPS AND LAYOUTS FOR DIFFERENT EVENTSINVENTORY OF ITEMS ON GROUNDS, RESTROOM, CLEANING, FAIR USE, 

ETC

2026 OHIO FAIR MANAGERS CONVENTIONBEST PRACTICES FOR FAIR ADMINSTRATION - AVAILABLE FOR 

QUESTIONS

Tara Sheldon - Secretary / Director, Holmes County

holmescountyfair@gmail.com

Amy Fleshman - Fair Manager, Franklin County

amyfcfair@gmail.com

Amanda Shenberger - Chief Administrative Officer, Medina County

secretary@medina-fair.com
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