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This guide is to help you manage and understand your contract with the State Conservation Board in the District Conservation Technician Program (DCT). During the application process, you will have already identified the workload of the technician for your District and the potential sources of your matching contribution. This booklet goes a step further in helping you prepare for the management of your contract now that it is in place. There are various pieces of information you might want to know about, templates that may be useful and information on what to expect for reporting requirements. This booklet only covers your CSCB contract requirements – not other applicable obligations such as employment law. Please look at the “Employer Handbook” for help and information on hiring and managing an employee.  The Employer Handbook is available on our website: www.colorado.gov/ag/cscb  click on “Conservation District Reference Manual” on the left-side navigation bar, then scroll down to Section 9 “Employer/Board Relations”.  For an online version of these DCT Contract Guidelines, go to our website and click on “District Conservation Technician Program”, then “Operational Materials”.
If you have any questions about your contract with the State Conservation Board, or would like electronic versions of templates provided in this guide, please call or e-mail the CSCB Grant Administrator at our Main office:
tammra.straub@state.co.us
303-869-9040
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[image: image12.wmf]NRCS/CSCB  ~  DCT Program
Administered by the Colorado State Conservation Board Grant Administrator
Please familiarize yourself with your contract and take the time to look over the entire contents of the District Conservation Technician Guidelines. It will help you understand contract expectations and provide useful suggestions and tools to enable you to meet those expectations. 
Important Due Dates:

Quarterly reports (submitted electronically to CSCB Grant Administrator):


1st QTR (Jan-Mar)


April 15th

2nd QTR (Apr-Jun)


July 15th

3rd QTR (Jul-Sep)


October 15th

4th QTR (Oct-Dec)


January 15th (the following year)

Final Reimbursement Request

January 15th (the following year)

W-2 forms



January 31st (the following year) (submitted electronically to CSCB Grant Administrator)

The purpose of this grant is to provide technical assistance to landowners. A minimum of 80% of the technician’s time must be spent on Farm Bill practice implementation, the NRCS 9-step planning process, and/or on general conservation technical assistance (CTA) to NRCS standards and specifications. This work must be appropriately reported through the NRCS workload database on at least a monthly basis.

Provided your office NRCS field office goals for conservation planning and practice implementation are being reasonably addressed, the technician may spend a maximum of 20% of their time on other TECHNICAL duties for the district.

The technician position is not for non-technical duties such as NRCS administration work, program management, event organization, district manager business/administrative duties, designated front-desk/phone person, grant solicitation (although may write technical pieces of grant)

Job authority is given to the technicians through the NRCS and they can work on or sign-off according to their experience on conservation practices listed as approved by the NRCS while working on NRCS projects. If the technician is working on a non-NRCS project, the district shoulders the liability risk.

DCT work activity should be recorded in an NRCS workload database at least monthly – failure to do so is considered a serious breach of contract. In addition, other technical work not related to Farm Bill programs or NRCS CTA-01 conservation planning /practice implementation must be reported in the quarterly reports (as part of the “20% other technical”) to the CSCB Grant Administrator. It is critical that your technician be registered in the NRCS workload database systems as an “affiliate” and the reportable activity they perform is entered under their name in the database.

Districts must use an open-competitive hiring process for technician positions and notify CSCB Grant Administrator within one week of new hires or terminations. DCTs in this program cannot simultaneously be a District Manager.

The technician is an ambassador for your district and should conduct her or himself in a respectful and professional manner at all times. DCT ethical conduct expectations are a part of the statement of work.

The technician should also understand what the district does and must attend at least half of your board meetings, preferably attending throughout the year. The DCT’s attendance at Board meetings should be documented in the Board minutes.

Bonuses paid to your technician must be based on a performance evaluation and are a claimable expense (bonuses must be identified on the corresponding reimbursement request in the salary ($) & in the Notes section (note the performance evaluation date that goes with the bonus)).  The CSCB recommends annual performance evaluations as a good business practice. Any bonus paid must go through your official payroll processes and be included on the individual’s W-2 as income.  Any holiday bonus granted the technician is the sole responsibility of the District and is not claimable from the grant award.

The District must produce at least two publicity efforts that highlight the technician as a district employee accomplishing on-the-ground conservation planning and practices in your community.
Grant administration costs cannot be deducted from your award, but may be used as match at the rate specified in the solicitation materials.  If your district has more than one DCT, additional Administrative Match is allowed. Contact the Grant Administrator for details of the additional allowable Administrative Match.
Check the reimbursement form at the bottom right of the page for the minimum match expected for each request.  Be sure to document the Administrative Time on the reimbursement form if you are claiming Admin expense match.  Reimbursements must be requested monthly or quarterly and must include only expenses incurred during the same period as the request.  Exceptions are liability, vehicle, or Workers’ Comp insurance that may be paid only once during the year. Reimbursement Requests can take up to 3 weeks from submission to receipt of funds, so plan accordingly.

If a district becomes certain that they cannot spend all of the funds committed in their DCT contract, they must contact the CSCB Grant Administrator as soon as possible.
General liability insurance for the district is not reimbursable or usable as match. Workers’ Compensation Insurance costs are claimable from the award and can be used as match, but only that portion attributable to the DCT position.
If the district needs the technician to use their own personal vehicle the district must confirm that the technician has an insurance policy that allows them to use their personal vehicle for work purposes and keep a copy of the up-to-date insurance policy in the staff’s personnel file.

Annual updates to www.sam.gov are required.  Districts must keep all records pertaining to the DCT program for at least 7 years.

The most current version of forms to use for this program are on our webpage:  www.colorado.gov/pacific/agconservation/district-conservation-technician-program    scroll down the page to “Operational Materials”.

Questions?   Contact the DCT Grant Administrator:  Tammra Straub, 303-869-9040 or at Tammra.Straub@state.co.us
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Grant Administration Costs

Grant administration costs cannot be deducted from the award you received. However, they may be used as cash match at the flat rate indicated in the grant solicitation. The flat rate is based on a verifiable source for an Occupational Profile for bookkeeping and accounting and provides a “cost allocation” which federal grants require in order to allow administrative costs to be applied to this type of grant.
Districts choosing to claim administrative match must record the time they spend on DCT administrative duties toward the bottom of the Reimbursement Request form.
The flat administration rate as match may be claimed pro-rata as part of regular reimbursement matching costs or claimed in a lump sum with the final reimbursement request.
Note that administration costs are direct labor costs incurred to meet CSCB administration requirements which include:

· Time to complete quarterly reports and Reimbursement Requests for the CSCB

· Time to manage technician payroll

· Time to produce TWO publicity items that highlight the technician as a district employee contributing technical assistance for on-the-ground conservation in your community (not for publicity materials)
· Time to develop job description and hiring/termination paperwork

Administration costs do not include time taken to apply for the award or training in skills to perform administrative duties, such as payroll management.  Although we encourage districts to maximize publicity opportunities from employing a district technician, only two such efforts are actually required and so only the time to produce two may be used as administrative match.
If the district chooses to subcontract services, such as payroll administration, they may use the payment they make from their own funds for such services as cash match and should retain documentation to verify this. 
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Accounting For Fund Expenditure – Bookkeeping
Your contract requires the District to provide for separate accounting for the expenditure of these grant funds. While you may deposit the funds in a general account, you must keep accurate and separate records of the activity of these funds. 

It is up to the District which method they choose to do the accounting for the funds. Bear in mind that your records should be detailed enough that they can explain and prove in the future any transaction that took place.

You need to:

· Account separately for the funds

· Keep accurate, up-to-date records of account activity

· Keep sufficient detail of transactions to explain them

· Keep supporting documentation for account activity

· Keep all these records for seven years

Ask yourself “If someone walks into the District office and asks for an explanation of something in the bookkeeping that happened five years ago, can we fully explain and show documentation for that occurrence?”

The answer should be “Yes, of course – no problem. Give me five minutes!!”
Many of the payroll transactions will be self-explanatory and generate their own documentation. You might consider keeping copies of checks, etc. where appropriate. For unusual transactions, or for expenses, you will need to make sufficiently detailed entries to explain and document them. For example:

“Travel”:  identify technician by name, date and purpose of travel. Document with receipts, mileage record, reimbursement claims and payments, etc.
Do not use “Other or Miscellaneous” as a description.
If you need to make adjustments to the figures in the accounting, because of an error for example, be sure to fully explain what has been changed and why. The authorized person making the changes should also sign or initial the changes.
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Accounting For Fund Expenditure – Technician Labor Hours
As well as being required to account separately for the grant funds, the District is also expected to account for the labor hours these funds pay for – the service purchased with the grant. This is of particular importance where the technician has a split position and has other duties that are paid for out of a different pot of money – such as WAE. 

You will routinely submit a summary of the hours in your reimbursement requests and quarterly reports to the CSCB Grant Administrator. However, should the District be audited, the responsibility is on the District to show that they can account for the labor hours paid out of these funds and return of funds will be requested if such records are inadequate.
The Fair Labor Standards Act (FLSA) requires employers to keep a record of hours worked for non-exempt employees (such as technicians) and this can be the basis for showing the technician hours. A suggested time sheet that could be used to track labor hours is on page 10 – especially important for employees working irregular or split hours. The employee and their supervisor should sign any timesheet you use. The amount of detail and how often the timesheet is updated may depend on the variability of the technician’s hours. If you are not familiar with FLSA rules for employers, there is further information in the Employers Handbook. The Employer Handbook is available on our website: www.colorado.gov/ag/cscb  click on “Conservation District Reference Manual” under the “Resources” heading, then scroll down to Section 9 “Employer/Board Relations”.
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Overtime Pay and Bonuses
Districts may pay their technician a salary according to the expertise being provided and what the local job market dictates in order to attract and retain the kind of person they need.
Overtime and bonuses may be paid in accordance with Fair Labor Standards Act (FLSA) rules, good managerial practice, and a guideline in the federal OMB circulars under which funding is received for this program.
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Overtime
Payment for overtime is permissible in this program provided that it is not on a regular basis and is in response to a critical, unusual workload demand that cannot be met within a 40-hour week – or because it is actually cost efficient (e.g. by saving travel expenses/time).
The payment of overtime is subject to FLSA rules, which basically say that overtime must be paid for more than 40 hours worked in a week for non-exempt employees at a rate no less than 1.5 times the regular salary rate. This is the rate the program expects to be used – 1.5 times salary – less is illegal and more is not prudent use of public funds. The “Employer’s Handbook” on our web site provides more information about FLSA. 

Bonuses

Bonuses are permissible in this program provided they are used as an incentive to reward performance. They should be tied to a tangible achievement – exceeding an expectation rather than simply meeting an expectation or because the individual has been in a position for a lengthy period. Typically this is through a performance review where expectations are set out in advance and performance assessed as to whether satisfactory, unsatisfactory or better than satisfactory. Bonuses may be awarded for a general above satisfactory performance or for an outstanding one-off effort but in either case the performance must be documented and the bonus justified to reward better than expected performance. The bonus awarded must also be documented in the District Board meeting minutes. The “Employment Handbook” on our web site provides guidance and template examples for conducting performance reviews. Bonuses must be declared on claim forms with their justification explained in the notes and processed through normal payroll operations. 
The CSCB reserves the right to deny reimbursement of bonuses that appear unwarranted or excessive.  
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	Signing this sheet certifies that the hours and minutes above are a complete & accurate record of the time worked each day of the reporting period.  All leave taken and/or overtime earned or taken in compensatory time was approved and is reported.
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Recording Technician Work Activity
Since funds are appropriated annually for this program, there is need to demonstrate delivery of expected conservation technical services to maintain funding.
The program was created by NRCS using technical service provider (TSP) funds authorized for technical assistance to plan and implement conservation practices to NRCS standards and specifications – particularly for Farm Bill programs. The NRCS have live databases that track technical assistance provided by their own staff and also for “affiliates” (such as district employees/DCTs) providing the same services. Activity is reported into software such as Toolkit and Pro-Tracts. The activity reported and recorded is the “measurable outcomes” used by the NRCS to validate the success of this program at any point in time. Not every activity necessary to Farm Bill or CTA-01 technical assistance is reportable through these databases, but they provide an ongoing measurement for the conservation results of the technician’s efforts.  That is why the DCT program requires DCT work activity to be recorded in an NRCS workload database at least monthly – failure to do so is considered a serious breach of contract. In addition, other technical work not related to Farm Bill programs or NRCS CTA-01 conservation planning /practice implementation must be reported in the quarterly reports (as part of the “20% other technical”) to the CSCB Grant Administrator. This would include activities such as preparing and giving presentations, giving advice for tree planting for district tree programs, etc.
It is therefore critical that your technician be registered in the NRCS workload database system as an “affiliate” and the reportable activity they perform is entered under their name in the database. Your NRCS district conservationist should be familiar with how to register your technician as an affiliate, what the reportable activities are, and how affiliate workload is entered in the database. As an outline, the information entered should include:

· Planning Activity –either as certifying person or assisting with the planning 

· Practices certified by the technician

· Tech Notes – ensure the technician is recorded (by themselves or in by another person for joint activities) as participating in any technical activity that is not covered by the above (such as when they assist with applying a practice but do not certify it, or when they made field visits)

· Brief Contacts

If your technician or NRCS district conservationist is unsure about whether the technician is registered by name as an affiliate in SCIMS, or how to enter the data to ensure that the technician workload is being properly recorded, please work with your District Conservationist to contact the Resource Conservationist for Technology in your field office area for assistance. 
If your technician is also a WAE: Since these individuals have status as a WAE and Affiliate, please contact Randy Randall at NRCS about recording workload if your technician is also a WAE: Tel: 720-544-2824.
Checking The Workload 

The District Manager or equivalent is still responsible for verifying with the District Conservationist (or equivalent) that the DCT data input in an NRCS workload database system is up-to-date as required to be reported on the Quarterly Report to the CSCB Grant Administrator.
DCT and Use of NRCS Vehicles
The NRCS allows for district conservation technicians to use NRCS vehicles for conservation business at the discretion of the NRCS district conservationist (DC). 
Important Caveats:

· Districts must provide third-party personal/property injury insurance for technicians driving NRCS vehicles and workers compensation insurance for the technician
· NRCS risk management covers damage to the vehicle except if deliberate, wanton or willful
· District must sign the NRCS agreement for use of NRCS vehicles

· Your District Conservationist must be notified immediately if an accident occurs[image: image18.wmf]
Insurance

Accidental damage to the vehicle (other than deliberate, wanton or willful) is covered by NRCS risk management protection and is not the districts’ responsibility. Wanton or willful is different from negligent (which could be a mistake or oversight) and implies deliberateness. Workers’ Compensation insurance provided by the district covers injury to the technician and the district must ensure their Workers’ Compensation insurance is sufficient if high-risk vehicles are being used – such as ATVs. Districts also must provide personal injury liability coverage for damage to any third-party person or property when the technician is driving an NRCS vehicle. This type of insurance is typically called “Non-owned/Hired” vehicle insurance. The level of such insurance must be at least to the limits specified for liability in the Governmental Immunity Act (GIA) - $150,000 per person and $600,000 per occurrence. Districts must furnish the CSCB Grant Administrator with proof of this insurance if a DCT is driving an NRCS vehicle, including updated copies when insurance expires. Insurance providers are usually prepared to send copies straight to the CSCB if requested. If districts do not own their own vehicles and so do not have a vehicle insurance policy, they will likely need a non-owned hired auto rider added to a general liability policy in order to provide coverage for NRCS vehicles. In 2011, the cost of this rider was typically around $200 per year and may be used as matching funds for the award (not a claimable expense). Insurance policies vary in their coverage and language interpretation and insurance providers vary in their understanding of insuring districts for use of federal vehicles. If the district has difficulty obtaining insurance for the NRCS vehicles, then contact the CSCB Grant Administrator for suggestions of providers. The Colorado Special Districts Association (SDA) is one such provider through McGriff, Seibels and Williams Insurance Company in Oregon (Joe DePaepe; Tel: 1-800-318-8870 ext. 5 or 503-943-6628; email: jdepaepe@mcgriff.com; website www.csdpool.com). Following are some suggested points that districts should clarify with their insurance provider in order to help ascertain that suitable coverage is offered.
1) The district status is a Special District and a political sub-division of the state not covered by state risk management except for board member errors and omissions.
2) Damage to the NRCS vehicle is covered by the vehicle owner (NRCS- federal agency that is self-insured) unless wanton or willful 

3) Medical expenses for the employee are covered by district Workers’ 
    Compensation insurance
4)
If the vehicle is being used for work purposes only - not personal use - and the vehicle rarely if ever is taken home by the employee 

5)
Coverage that is required is third party bodily and property injury while driving a non- owned vehicle 

6)
How often the district employee uses the vehicle (is it regular use) and who else uses the vehicle (e.g., NRCS staff) 

NRCS Agreement For Vehicle Use

The NRCS has an agreement that Districts must sign for use of NRCS vehicles – ensure this has been done (check with your DC if necessary) before the technician uses the vehicle. The agreement states lower insurance level minimum requirements but districts must adhere to the GIA limits stated above to be in compliance with their state DCT contract. The DC has the authority to allow or deny NRCS vehicle usage depending on vehicle availability and use. NRCS vehicles can only be used for conservation purposes and the DC should be asked if there is any doubt as to whether the work duty falls under this caveat. 
Other Considerations

District Conservation Technicians driving NRCS vehicles must have a valid driver’s license and adhere to NRCS driving rules. If they are other than short-term temporary employees, it is strongly suggested that they obtain a Colorado driver’s license.

It should be noted that in terms of passengers, only federal employees may ride in NRCS vehicles unless the person(s) is covered by an agreement. District employees can ride in NRCS vehicles while on NRCS business.

District Conservation Technicians and Use of Personal Vehicles: 
Since NRCS generally provide vehicles it would not be anticipated that the District Conservation Technician would routinely use their personal vehicle. Occasionally however, it may be that an NRCS vehicle is unavailable. If the district wishes the technician to use their own personal vehicle the district must confirm that the technician has an insurance policy that allows them to use their personal vehicle for work purposes and keep a copy of the up-to-date insurance policy in the staff’s personnel file.
District Employee General Liability Insurance
General liability covers all district operations and is a general cost of doing business not directly attributable to technician activity.  As such it is not reimbursable or usable as match.  It covers third party liabilities, including should a district employee make a poor decision or cause a non-vehicular accident. 
When working on an NRCS project the technician is covered for liability for both decisions and actions under USDA –NRCS Tort claims. If a claim is made, the NRCS supervisor would be required to provide a written statement validating that the technician was working within their scope of work when the incident occurred. 
When undertaking duties outside an NRCS project the technician liability for decisions and actions is shouldered by the district. It is therefore critical that if the technician works on non-NRCS activities, the district ensures it is carrying sufficient general liability insurance.
[image: image19.wmf]General liability insurance can be obtained from a local insurance agency. The Special Districts Association (SDA) also offers this service to conservation districts and can be reached at 303-863-1733. (The SDA also offers Workers’ Compensation and unemployment insurance services). In 2011, districts typically reported around $500 for general liability insurance for their technician – but some paid more or less than this. 
Job Approval Authority

While working on NRCS projects, the District Conservation Technician works under the job approval authority of the NRCS state engineer and falls within the local government exemption for registration with the Colorado Board of Registration for Professional Engineers and Land Surveyors under the exemption clause in the Colorado Revised Statutes 12-25-103 (1) (g). The exemption means that District Conservation Technicians may be delegated job approval authority by the NRCS Area Engineer at a level appropriate for their demonstrated knowledge, skills and abilities. Having this delegated authority will allow district technicians to approve the design and construction of conservation engineering practices in the same manner as NRCS technicians. Operating within the NRCS policy for such work will assure the level of oversight expected by the State Board of Registration for Professional Engineers and Land Surveyors. 

Within this authority, technicians may carry out NRCS approved practices and some practices that are not NRCS conservation practices but have been approved by the NRCS as being sufficiently similar in nature as to be able to be carried out by the technicians. In particular, this covers some of the forestry practices the technician may carry out. Certain forestry practices, such as assessing forest for thinning, are not practices the technician is authorized to carry out because of severe legal implications. For questions about job approval authority for forestry practices contact Jonas Feinstein at NRCS: Tel: 720-544-2839.
Note that if your technician is undertaking duties outside of NRCS projects this job authority does not apply and the district is responsible for any liability issues and job authority requirements.
[image: image20.wmf][image: image21.wmf]

Ethical Work Practices

The district conservation technicians are bound by the ethical conduct expectations of the NRCS for implementing Farm Bill or other NRCS programs. Some issues are general and obvious – such as proper use of time and resources, honesty and gift exchanges. However, others, such as conflict of interest, are complex and the NRCS provides specific guidelines on the interpretation about implementing programs. The conflict of interest and impartiality requirements are particularly important when a technician is working in a District where they, or a close relative, have an agricultural interest.

Note that:

Acting with conflict of interest is a criminal act.
Acting with actual or apparent loss of impartiality is not criminal, but must be subject to disciplinary action.

What are the responsibilities?

The technician is responsible for understanding and notifying any ethical conflicts to their supervisor and co-workers working on the same matter. The District Board of Supervisors (as employer) must ensure the technician is aware of this responsibility and support them in adhering to it.

The technician must “disqualify” himself or herself from any activity in a matter in which they could have a conflict of interest or the actual or appearance of loss of impartiality. They should do this in writing to their supervisor. The supervisor must not discourage technicians from disqualifying themselves and also adjust the technicians’ work assignments accordingly. However, the supervisor may request a waiver for disqualification through the NRCS Colorado State Conservationist (see contacts at the end of this section). This submission should describe the justification for the waiver and be accompanied by appropriate supporting documentation. It should be submitted to the State Conservationist and a copy sent to the State Ethics Advisor (see contacts at the end of this section) - a further copy being retained in the District personnel files

What could be a “conflict of interest”?

· A technician who is applying for NRCS program assistance themselves

· A technician who owns or manages land within the same NRCS service area they are working in

· A technician working on NRCS programs for their:

· Family or household members 

· Relatives with a close relationship 

· Business or financial interest partners

· Employer or prospective employer

· Employer of family member

· Organizations for which they hold, or have recently held, office or of which they are a committee member 
What could be  “loss of impartiality”?
The technician takes official action in a matter that involves the interests of someone with whom the technician has a “covered relationship”. A covered relationship is one involving for example;

· Current or sought after business, contractual or other financial relationship

· Household member or close relative

· Current or prospective employer of spouse, parent or dependent child

· Recent non-federal employer 

· Non-federal organization in which the technician is involved

· Organizations in which household or close family members are involved

The District Board of Supervisors should make the employee aware of the responsibilities they have for disqualification. The interpretation of conflict of interest or impartiality can be very complex depending on the relationships and the matter in-hand, so technicians should be encouraged to declare any situation in which they think it may apply. The technician can also contact the state ethics advisor for advice on how to proceed with any specific situation (see contacts at the end of this section). 

Prohibited Representation

This prohibits “favoritism” - the technician representing another party to the government (NRCS) or giving behind-the-scenes assistance to someone. The technician must also not misuse their position by using it to imply endorsement of anyone’s personal activities, product, service or business. – or by sharing or using non-public information for financial gain for themselves or others.

Outside Employment

Outside employment by the technician must not create conflict or impartiality issues or prevent primary attention being focused on the requirements of the technician position. These requirements can be established from the job description and employment agreement. The District should be aware of any outside employment by the technician – although again, it is the technician who has the responsibility to report any possible ethical conflicts to their supervisor.

Post Employment

This is mainly to prevent an ex-technician representing the District in a capacity during later employment in a way that might be construed as an attempt to influence federal (NRCS) parties. It relates to specific parties (e.g. senior executives, trade negotiators, procurement officials) with regard to matters that the ex-technician had personal and substantial involvement with during the time they carried out federal duties.

Ethics Training

This document by no means covers all the ethical issues surrounding the Farm Bill technician positions. Consider providing ethics training (through the NRCS) to help the technician identify ethical issues and responsibilities. NRCS Training is available face-to-face, through written materials and on-line at www.usda-ethics.net. Contact your DC for further information.

The NRCS also has an ethics web site: www.nrcs.usda.gov/Intranet/ethics/

Contacts

Colorado State Ethics Advisor: Randy Randall


720-544-2824







USDA-NRCS








Denver Federal Center








Building 56, Room 2604








PO Box 25426








Denver, CO 80225-0426








Randy.Randall@co.usda.gov
Colorado State Conservationist:  Clint Evans







720-544-2810

USDA-NRCS









Denver Federal Center







Building 56, Room 2604








PO Box 25426








Denver, CO 80225-0426







Clinton.Evans@co.usda.gov
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TECHNICAL ASSISTANCE MATRIX FOR ETHICAL PROGRAM DELIVERY
	PROGRAM FUNCTIONS
	EMPLOYEE PERFORM WORK ON OWN PARTICIPATING OPERATION(S)
	EMPLOYEE PERFORM WORK WITHIN OWN SERVICE AREA(S)
	Required Disqualification

If an employee must not perform an NRCS function on the employee’s own property, then the employee also must not perform that function on property of the employee’s;

· Spouse or child

· Relative with whom the employee has a close relationship

· Member of the employee’s household

· Business partner

· Employer or prospective employer; and

· Spouse’s, parent’s or minor child’s employer

Or on property of an organization in which the employee;

· Has served within the last year as an employee, officer, trustee, general partner, contractor, director or agent; or

· Is a committee or subcommittee chairperson

Example

Jones, an NRCS employee applies for Jones’ farm to participate in EQIP in Carrol County

· Jones must not perform program NRCS functions for I) or ii) or iii) to vii) for Jones’ farm or any other farms that are competing during the same EQIP sign-up in Carrol County

· After a decision is made to approve or disapprove a contract on Jones’ farm, Jones may be permitted to perform NRCS duties for functions viii) to xiii) on other properties. Jones may never perform substantive NRCS duties on Jones’ own property



	i) National Program Development
	Do not perform if will participate
	

	ii) State Program Development
	
	

	iii)   Application

iv)   Eligibility Determination

v)    Ranking

vi)   Fund Obligation

vii)  Contract Approval
	Not Allowed to Perform NRCS Duties
	Not Allowed to Perform NRCS Duties in Competing Area
	

	AFTER A CONTRACT IS APPROVED
	

	viii)  CNMP Plan
	Not Allowed to Perform NRCS Duties
	Perform Work
	

	ix)  Practice Design
	Not Allowed to Perform NRCS Duties
	Perform Work
	

	x)  Practice Installation
	Not Allowed to Perform NRCS Duties
	Perform Work
	

	xi) Practice Certification

    (including payment approval)
	Not Allowed to Perform NRCS Duties
	Perform Work
	

	xii) Self-Certification
	Not Allowed to Perform NRCS Duties
	
	

	xiii) Status Reviews
	Not Allowed to Perform NRCS Duties
	Perform Work
	


Training The Technician

The NRCS will deliver training for the district conservation technician(s) and such associated costs may be claimed from the award or used as match. We suggest that each district talk with their District Conservationist (DC) to establish what is needed in each individual case and put together an ongoing training plan. The Employers Handbook on the CSCB web site also contains suggestions on putting together a training plan.  
Training that incurs costs and is not provided by the NRCS cannot be paid for from grant funds except with prior approval from the CSCB. In general, this will require a written explanation and support by the NRCS DC as to why NRCS is unable to provide the necessary training.  Some key training to consider is:

Safety Training

Ensure that safety-training needs are identified, prioritized, carried out and documented. This should be part of your employee-training plan. Safety training is necessary both for the safety of individuals and to help protect the District against liability claims. ATV training is a particular need in this respect.
Ethics Training

The technician is required to follow NRCS rules regarding ethical conduct when working on Farm Bill and other NRCS programs. Serious consequences can result if the technician fails to be aware of and act according to these rules. Training is available through the NRCS and described in the “Ethical Work Practices” part of this guide.

Cultural Resource Management Training

One of the responsibilities of NRCS is to comply with the National Historic Preservation Act and it is recommended that District technicians take the training related to this act, as do all NRCS field technicians.  Modules 1- 6 of this course takes about 4 hours and can be done on-line. Following this, modules 7 and 8 are field courses over three days (or less if previous archeology/anthropology/history training) scheduled at a nearby location through the NRCS archeologist. Discuss obtaining this training with your DC.

NRCS Conservation Planning

The NRCS offer a comprehensive Conservation Planning course that can provide technicians a good opportunity to gain knowledge that will add to their usefulness and provide a career enhancement opportunity. This could even be used as an incentive in the performance review or hiring process. 

[image: image23.wmf]The Conservation Planning course is at no cost (except travel) to the District and consists firstly of two self-assessment modules available on-line and requiring about five hours each to complete. Following successful completion of this on-line training, the technician is qualified to attend a four-day course held at locations throughout Colorado each year. Talk to your DC before the end of February about the possibility of your technician doing this course so that a space can potentially be reserved for your District employee that year.
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Hiring and Termination
The district must notify the CSCB Grant Administrator within one week of hiring or termination actions relating to the District Conservation Technician:


For Hiring:  Name and date of first day of employment


For Termination: Name and last day of employment: general reason for 
    

             termination (pursue career opportunity; taken job with better pay/benefits: personal 
   reasons; unsatisfactory performance)
Hiring Process

Districts must use an open hiring process when hiring for district conservation technician positions. The reasons for this are to ensure the district has the opportunity to hire the most qualified and best-suited person available, and to allow public opportunity for positions funded by public money.
The program does not require a set method or time for positions to be advertised since the hiring district is in the best position to know how widely they need to advertise to attract a good pool of applicants. However, normally an advertisement of at least 2-4 weeks through one or more public job advertising avenues would be expected. Although districts may encourage someone to apply whom they believe would be a good applicant, they may not pre-select or favor any individual. An exception to this would be an individual who is a returning trained seasonal worker that had performed well in the past. If a district ends up selecting family members, business acquaintances or friends of board members or district/NRCS staff they should be especially careful of documenting the hiring process to demonstrate that nepotism was not involved and that the best-qualified, suitable individual was chosen. If close family members/friends are being considered, then the district should notify the CSCB to ensure their hiring practice was sufficiently rigorous to dispel any concerns about actual or apparent nepotism.  
Termination

If termination was because of unsatisfactory performance, the district should be very careful to document in writing the steps that led up to the termination. Except in the most egregious cases, this would involve attempts to remedy the problems. They should also be careful that any action they take could not be construed as discrimination and follows any employee policy or previous precedent. The importance of clear written expectations and consequences, opportunity for improvement, and documentation of actions cannot be over-emphasized. In employee-employer litigation the tendency is to protect the weakest party (the employee) whether considering unfair dismissal or discrimination on the job. 

It is highly recommended that the district contact the CSCB if they are considering potentially terminating an employee. The CSCB can offer some guidance and should the district decide to engage the attorney general through the CSCB, then early notification is critical. 
Technician Supervision
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The technician is entirely a district employee and all responsibilities and decisions about employment ultimately reside with District Board of Supervisors. It may be helpful for the district to appoint a board member as the first line of contact for the employee to contact the board.
Administrative Supervision
This type of supervision is the responsibility of the district board and includes:

· Initial conditions of employment and any changes to conditions of employment

· Final hiring and termination decisions/actions (although input/recommendations also generally solicited from NRCS district conservationist) 
· Payroll (generally done by the district manager or by contracted services)
It is important that the District Board, the district manager, the NRCS district conservationist (DC) and the technician are clear on parameters such as decision authority and procedures around leave requests, sick time, overtime and grievances.
Technical Supervision
The technician workload largely involves working through the job authority of the NRCS for Farm Bill or other technical assistance reported through the NRCS database. The board members are not in the office on a daily basis and most district managers are not positioned to allocate or supervise the technical nature of the technician’s workload. For these reasons, allocation and supervision of daily workload is generally undertaken by the field office NRCS DC.  The board may or may not allocate specific times when the technician is to work on technical duties not related to NRCS technical assistance (which cannot exceed 20% of the technician’s time). If districts share a technician then each District’s Board should decide whether they require a set amount of time of technician hours in each district or whether it is at the discretion of the technical workload supervisor (DC). Board decisions about allocation of workload should be recorded in writing and communicated to the district manager and the DC. A signed agreement may be useful between boards specifying the nature of the shared arrangement. This could address workload allocation, match contributions, administrative responsibilities, procedures for grievances, hiring, termination or changes to conditions of employment.
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Performance Evaluation
Performance evaluations are strongly recommended and noted as good business practices employed by the district in managing their technician, although not required by the program. They are a strong basis for assessing pay rate changes or bonuses and, along with job descriptions, can document expectations should grievances or potential termination occur. They are useful to review training needs, career desires and open a dialogue about concerns or ideas that may not come up in daily work conversations. They may be conducted after a probationary period and are generally conducted at least annually thereafter. The board (or designated board members) should always be involved in any performance review since the technician is their employee. The DC is generally involved because they supervise the technician workload and performance on a daily basis and have the closest performance insight. The district manager may also be involved depending on their level of interaction with technician position.
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Publicity Efforts
A secondary goal of this program, after providing conservation technical assistance, is to promote awareness of conservation districts. With this awareness comes recognition by communities and potential district sponsors such as county commissioners or local businesses. Although these technicians work closely with NRCS, they are not NRCS employees nor would they be working in your community without the business and financial investment of your District. By having the technician in your office and out in the field, the district has two opportunities to raise District awareness:

1. The technician is a direct ambassador for your District. In order to do this the technician must understand the goals and activities of the District. We strongly recommend an orientation session to provide new employees with background information about the District. In addition, there is a requirement that the technician attend half of your District Board meetings throughout the year.  Attendance of the DCT should be documented in the Board meeting minutes.
2. The work of your technician generates “success stories” for your district to publicize and there is a requirement that the District undertake at least two publicity efforts that showcase the technician as:
a) A District employee

b) Achieving conservation on-the-ground planning and/or practice implementation in your community
There are many almost or completely free ways the District can generate this publicity. These are the kinds of things the CSCB envision as publicity efforts:
· Press release to local papers, publications, radio
· Article or Power Point show in District newsletter and/or web site

· Article for other publications – such as The Conservator

· Presentation of DCT or done by the DCT at annual or other meeting of District or other local organizations

· Poster in District office or local businesses
· Poster on District display at events or public places
Types of Stories:

· Introducing the person as a new District employee who will be working alongside NRCS to provide conservation technical assistance to landowners

· Written piece about a specific project the person worked on that includes the information that they are Conservation District staff

· Written piece about an overall natural resource concern that the person has worked on through assisting several landowners and including the information that they are Conservation District staff.  For example, improving water conservation through helping plan and implement improving 3 irrigation systems
· The technician making a presentation about the District accomplishments overall that includes their technical assistance work.
· In writing technical pieces, the technician makes a statement that they provide technical services for the Conservation District.
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[image: image36.wmf]XYZ CONSERVATION DISTRICT

1, Main Street, Thistown, CO 112233

Tel: 123 456 7899  Fax: 123 456 7888  Email: xyz@ddd.org        letterhead paper for recognition
For Immediate Release:

Contact 
Jane Smith, District Manager

contact with information to answer questions


Tel: 123 456 7899




Release Date
June 26th 200x





date of release

Conservation Help for Local Landowners                           

 suggested headline
The xxxx conservation district, based in XX, recently hired a new person to help local people improve water, wildlife, and soil conditions on their land. ”This is going to open up a whole new level of services to landowners in XX county” said Joe Blow, president of the XYZ conservation board.   
Catchy lead and who/what is happening
XX  XX, a native of XXX, was hired in June  and is already out and about visiting landowners to offer free advice on good land and water management,  assessing natural resource problems and improving conditions for wildlife. He also gives individual assistance in crafting applications for federal cost-share  programs to help pay for the necessary work or improvements. In 2005 the federal government provided $xxxx in cost-share payments to protect privately-owned natural resources – XX will make sure local landowners in XX county continue to get their fair share. 



where – date,  time,  place  

These federally funded programs were developed to help landowners conserve and protect natural resources on their land for the benefit of the whole community. They help encourage and enable  landowners to install practices that may or may not have immediate economic benefits but  protect and conserve water supplies, wildlife habitat, agricultural soil, and rural communities themselves.

a few points that explain benefits/interest

Please call Jane at 123 456 7899 by Monday June 27th for more details. contact person within body of release

The XYZ Conservation District “promotes local involvement and provides education and support for wise use of natural resources in our community”. Activities include workshops, schools education programs, grants and the Plant A Tree Initiative (PATI). For more information call Jane at 123-456-7899
purpose, main activities, contact information for the district
###                   signifies end 
HINTS:

· Do not be tempted to make a press release longer than 3 – 6 paragraphs

· Ensure someone is available to answer questions about the release

· Reporters/editors may choose to make a story themselves from a press release idea how and when it fits with their needs – sometimes months after they receive the release

· If you are particularly keen to promote the story, or are developing  a media relationship, check up if your press release has been received  and if further information is required

· If you repeatedly get no response from your press releases, try to find out what would make them more attractive to the editor.

· Don’t overload the media with irrelevant press releases but ensure you keep them informed with press releases of newsworthy events or stories – by gaining recognition you may eventually prompt real interest 
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Technician Salary $2,006.73 A

Worker's Comp $368.00

Vehicle Insurance $260.00

Total Expenses $2,634.73 B

Match @ 27.5% (B x .0275) $724.55 C

Award @ 72.5% (B x .725) $1,910.18

   Total Expenses $2,634.73

Match:

Vehicle Insurance $260.00 D

Salary (C-D) $464.55 E

$724.55

Award:

Worker's Comp $368.00

Remainder of Salary (A-E) $1,542.18

$1,910.18
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Quarterly Reporting Responsibilities

The District Conservation Technician grant requires that you submit short quarterly reports using an Excel template available on the DCT webpage. You will have fifteen days to submit it after the quarter ends. Instructions are on the second tab of the Excel template to help you with filling in the information. The form must be submitted in the Excel format provided and not as a .pdf file.
The schedule will look like this:

1st Quarter: 

January to March



due April 15th
2nd Quarter:

April to June




due July 15th
3rd Quarter: 

July to September



due October 15th
4th Quarter: 

October to December


due January 15th
What Information Will You Need To Gather For The Reports?

Technician Activity:

Each quarter you will be asked to state:

· The number of hours the technician worked

· Date of any performance evaluations (enter “NONE” if none performed)
· The district must confirm with the technician or NRCS-DC as applicable, that workload tracking in NRCS databases is occurring monthly and correctly and is up to date (see “Recording Technician Workload” section in this booklet for more information).
· Work duties and hours not related to NRCS Farm Bill/CTA-01 planning or practices – e.g., writing or presenting technical information for newsletters or events; providing technical conservation advice for tree or seed sales; sub-division reviews, etc. 

· Training received (if any) by technician(s)  [hours and type of training]
Public Relations and Publicity Activity
· If you have undertaken any publicity efforts about your technician in the quarter, you will be asked to describe and attach copies. As stated in your application, a minimum of two efforts that highlight the technician and their technical contribution to on-the-ground conservation in your community are required.
· Number of board meetings held and number attended by technician(s) – must be minimum of half of meetings held each year, preferably half of those held each quarter.  Attending regular meetings keeps the Board informed of the DCT’s activities and the DCT in communication with the Board.  The DCT is, after all, an employee of the District Board. The DCT attendance at Board meetings must be documented in the Board minutes.
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What Can Be Claimed From the Award or Used As Match?
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Match for the program must be “hard cash match”. This means easily identifiable and traceable actual hard cash costs that relate directly to the technician position. Indirect costs are not cash match.

Valid Claim or Cash Match Costs (match only items are bolded):
· Technician salary

· Technician salary taxes, Social Security, Medicare, PERA (employer and employee portion)

· Workers’ Compensation and unemployment insurance deductions
· Technician health and retirement benefits (employer and employee portion)
· Technician training costs (see training section for more information on allowable training)
· Technician travel costs – cost of vehicle insurance/non-owned and hired auto rider coverage*, occasional DCT personal mileage paid
· Technician communication costs directly attributable to the technician position only (non-shared monthly telephone/internet access fees, phone calls, depreciated information technology equipment purchases**)

· District-owned building office space and overheads – provided no rental income gained from the building. Maximum of $2,000/yr for a full time position (pro-rata for less than full time) and to include all fixed costs – including communications. Intent to claim this match must be stated in application proposed budget – if not, call the CSCB Grant Administrator to discuss.
· Technician/grant administration costs*- at flat rate defined by the CSCB and must also be documented on the Reimbursement Request form
· Technician position advertising expenses

· Contracted payroll services (must be attributable directly to the DCT program)

* costs for vehicle insurance and grant administration cannot be claimed from the grant award, but may be used as documented cash match 

** note that equipment is not purchasable from the grant award, but may be used as documented cash match
Examples of Non-Valid Cash Match Items:
· Non district – owned office space

· General liability insurance (cannot be claimed from award either)
· Communal, utility, etc., costs – building heating/cleaning etc.

· Communal equipment use costs – shared phone lines, internet access, faxes etc.

· Board member technician supervisory time (not actual cash cost)

· Technician travel costs that include alcohol purchases
Tracking The Match
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Although you will not be asked on a routine basis to submit details verifying your match (except administrative match on the Reimbursement Request), the district must keep sufficient information to prove they have contributed a match as claimed in their reports. They must “track” the match as they raise it. If an audit ever occurred, it would be the district’s responsibility to prove and show validity of the match they have raised. As the District grant administrator, you should ask yourself, “If someone were to walk in this office 5 years from now and ask where a figure in the match report came from, would it be possible to trace it back to a verifiable source?”

The three types of contribution are usually: cash deposits into the technician account, other cash outlays that do not pass through the technician account, and administrative match. Ways you can verify these types of match are outlined below. You could keep a separate “match tracking file” to retain this information, or attach the tracking information to your own filed copies of each quarterly report reflecting the match reported that quarter. Sometimes you may not have the actual tracking record itself, but may refer to it in your records so that if there is an audit you know where to look. For example, you may print out a copy of your account ledger showing match deposits, or you may refer to the ledger as the next step in verifying a match reported. The point is if you were not there, could someone easily locate all the information needed to demonstrate and justify match raised to an auditor?
Cash Deposits

If you put cash amounts into the technician account, or coded within an account, the account activity will show the deposit made. It will be necessary to trace where the source of the cash funds was (demonstrating they are not federal funds) by showing where the funds originated through your accounting procedures – perhaps a partner deposited check or funds transferred from district-generated revenue. The use of the cash for appropriate expenses should be traceable through the accounting and bank records. 

You could literally keep a copy of the deposit account activity in your match file or with the relevant quarterly report, or simply make a note to refer to the account ledger in each quarterly report. Either way, remember that you must keep all records for 7 years after the end of your contract.
Other Cash Outlays
Sometimes a district pays for a technician expense out of its own funds but without the money going directly into the technician account. Perhaps the district reimburses for some technician travel expenses, pays for a technician un-shared phone line access, or pays a Workers’ Compensation bill that covers all employees and the technician part is a match. In this case, keep a copy of such transactions, checks, etc., to show what was paid. If, as in the Workers’ Compensation case, only part of it is attributable to the technician, keep a record of how you calculated the technician share that was used as match. Remember that shared utilities, phones, faxes, etc., cannot be used as match because they are general “indirect costs” – costs that the district would incur whether the technician was present or not and cannot easily be directly attributable to the technician.
Administrative Match
Keeping track of administrative match is described in the Administration section of this guide – the optional timesheet provided on the DCT webpage can be used to record the time spent.  Then include that information on the Reimbursement Request form.
District Owned Building and Overhead Costs
You are not required to keep records of these costs on an ongoing basis. However, you should be able to demonstrate that the building is district-owned and no rental income has been received from the building. You can only claim pro-rata to the $2,000 maximum if your technician is part time or seasonal. For example a technician who works 30 hours a week would be 30/40 = 75% of a full-time position. District-owned building match would be 2,000 x 0.75 = $1,500 A person who works full–time for 6 months would be 6/12 = 50% : 2,000 x 0.5 = $1,000 match. In addition, if your position was vacant for a significant period of time – say 3 months - then the amount of building-match you may be able to use may be reduced and you will need to make sure you contribute other sufficient cash match.
Remember that you cannot claim district fixed communication costs – district phone lines etc. – as additional match if you are claiming building match, since this is intended to cover such costs.
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Award Payments
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All Districts participating in the DCT Program must have a DUNS number and that number must have a current registration with SAM (System for Award Management; www.sam.gov) to be eligible to receive any federal funding as a direct or sub-recipient. Annual updates to the District’s SAM registration are required.  Helpful guides to establish, renew, or update your District’s registration are available on the DCT webpage or by request from the CSCB Grant Administrator.
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Payment of award funds is made largely by reimbursement. A one-time initial advance of 25% or $10,000, whichever is lowest, may be granted on request if the district makes a case in writing that they do not have cash flow to pay the initial salary costs. An advance only delays (not eliminates) the need for districts to carry a pay period until the advance runs out, at which point further claims must be on a reimbursement basis. A CSCB DCT Program Reimbursement Request form (available on the website) should be completed and submitted to request the advance. Contact the CSCB Grant Administrator for further instructions.
Reimbursement means that the costs have already been incurred for the time period during which a claim is being made. These costs may have been paid or may only have been incurred and are awaiting payment. The district should choose how they are going to claim periodic expenses, such as employer taxes or insurances. They may claim employer taxes as calculated at payroll or when payment to the IRS/state is actually made. For insurances, they may allocate a pro-rated portion of the costs for each claim, or the entire cost when the payment is actually made. The district should choose the method they are most comfortable with in terms of tracking and verifying. 
Claims can be made at any frequency between maximum monthly and minimum quarterly, and ordinarily for not less than $500. This enables program administration to be reasonably efficient. The claim is made on the CSCB reimbursement form on the DCT web page and includes a reporting of match funds used to pay expenses during the reimbursement claim period. Ordinarily, match funds would be expected to be in tandem with reimbursement claims and by September 30th, enough match funds must have been expended to meet minimum match for the claims made for the year. Electronic submission of the form in its Excel format is required.
If the DCT program expectations are not met by the district (State Statutory requirements for Conservation Districts and Special Districts, workload and quarterly reports not done, insufficient match, scope of work not adhered to) program funds may be withheld or repayment back to the state and the NRCS required.
Method of Payment : 

Normally an EFT (electronic funds transfer) payment takes about 3 weeks to process after receipt by the CSCB Grant Administrator.  If the district does not have an EFT authorization set up with state, request the necessary paperwork from the CSCB Grant Administrator to set up such an authorization.  Activation of EFT capacity takes around 3 weeks after the district submits the authorization paperwork to the CSCB Grant Administrator. This need only be done once and is not an annual requirement. If the district has more than one account used to receive state funds it is crucial that the authorization form states this and identifies the DCT account as a separate account from accounts that may be used for other EFT transfers. If this is not done, any existing EFT authorized account may be deleted and overwritten by the “new” account.  If account information changes, it is the responsibility of the district to notify the CSCB Grant Administrator accordingly.

If the district needs to request the EFT authorization form, it is available on the DCT webpage or request the form from the CSCB Grant Administrator.

District address changes can only be officially accomplished via a W-9 form. Contact the CSCB Grant Administrator for a W-9 form.
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Inability to Spend Funds

By its nature, the DCT program has uncertainty factors – no one can predict when vacancies might occur or unpaid sick time develops. However, it is critical that the program does not accrue significant unspent dollars if its future funding is to be assured. Even though the funds are paid by reimbursement, they are “obligated” within the individual contracts and cannot be used elsewhere unless officially de-obligated. If they are neither spent by the contracting district, nor de-obligated, they will remain unspent at the end of the contract and potentially jeopardize future program funding and deprive other districts of access to the funds they might need. Funds that are not spent by the end of the contract cannot be retained by the district to be applied to future years. If a district becomes certain that they cannot spend all of the funds committed in their contract, they must contact the CSCB Grant Administrator as soon as possible so that funds can be re-obligated if appropriate.
Once funds are de-obligated they are not available to the district from that time onwards. For this reason, districts need to be cautious about de-obligating funds as they do not want to run the risk of running short of funds or lose their opportunity to appropriately use the funds. Some things districts might consider to use unexpected excess funds are:

· Employment of an additional seasonal/temporary DCT if workload permits

· Contracting with an engineer or other specialized technical provider to move projects forward that have become stalled due to lack of specialized technical labor
· If workload is very high and warrants it, use DCT overtime to remove backlog of work.

It should be noted the DCT program is intended to provide discrete additions to technical staff and the funds are not intended to be spread across different individuals who are also paid from other sources of funding.
If at any time the district arrives at the decision that it is certain it cannot spend a significant portion of its DCT funds then the district should contact the CSCB Grant Administrator in writing (email is acceptable) with following information:

· The reason it cannot spend all of its DCT award
· The amount it wishes to de-obligate from the contract

· A formal statement requesting the de-obligation of such funds
The CSCB fully appreciates that circumstances beyond the control of the district can lead to some funds not being spent.  We also appreciate that exact budgeting for salary expenses can be difficult and the district is prudent to err on the side of sufficient rather than deficit funding. However, because the expenditure of funds affect all districts in terms of future program funding support, the CSCB may penalize districts who do not appear to be making good faith efforts to spend their funds or who consistently and significantly over-budget.
An unspent balance of 5% or less is considered acceptable. Consistently more than 5% unspent gives rise to scrutiny of the District’s budgeting processes.
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APPENDIX I: Administrative Match and District Budget Leveraging
Administrative match increases the overall DCT budget but decreases the amount of district funds needed for DCT salary or other expenses:
	Example - using easy figures!!
	
	
	
	

	
	
	
	
	
	
	

	1. You need $40,000 to pay your technician position expenses
	

	2. Potential admin match is $615
	
	
	
	

	
	
	
	
	
	
	

	Without Admin Match
	
	
	
	
	

	Whole Budget
	 
	40,000
	(tech. position expenses only)
	

	Need for tech position
	 
	40,000
	
	
	
	

	 
	 
	 
	
	
	
	

	Award cash 72.5%
	 
	29,000
	
	
	
	

	District match 27.5%
	 
	11,000
	
	
	
	

	Available for tech position
	 
	40,000
	(award +district cash)
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	With Admin Match of $615
	
	
	
	
	

	Whole budget
	 
	40,615
	(tech. position expenses + administration costs)

	Need for tech position
	 
	40,000
	
	
	
	

	 
	 
	 
	
	
	
	

	Award cash 72.5%
	 
	29,439
	
	
	
	

	District match 27.5%
	 
	11,176
	
	
	
	

	Admin match
	615
	
	
	
	

	DCT salalry etc.
	10,561
	(reduced district DCT salary match)
	

	Available for tech position
	 
	40,000
	(award + district cash)
	
	

	
	
	
	
	
	
	

	Award $ leveraged by Admin :
	$439
	(11,000 - 10,561)
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


APPENDIX II: Allocating Expenses to Award and Match on Claim Forms

The total expenses incurred must be split between those being claimed from the award (top table) and those being paid by district funds as match (bottom table). 
For example:

Total expenses incurred $2,500

Minimum match 27.5% - therefore expenses claimable from award 72.5%

72.5% = $2,500 x 0.725 =
$1,813 (top table of claim form – award claim)
27.5% = 2500 x 0.275 =
$   687 (bottom table of claim form – expenses paid as match)




Total:  $2,500

The expenses can be allocated between the award and match in two ways –

Option 1:   Each line item (salary, workers’ comp, etc.) split 72.5% from award and 27.5% as match PROVIDED THAT each line item can be claimed from award AND used as match
Option 2:   Most expense line items applied only as award OR match and major categories (generally DCT salary) split to provide appropriate award-to-match ratio. This requires only one calculation rather than for every line item and accommodates situations where expenses cannot be spilt between award and match (e.g., vehicle insurance, admin, etc., can only be claimed as a match and cannot be claimed from the award).

Whichever method is used, district accounting and bank activity must reflect sources of funds used (award or match) as stated on the claim forms.

Option 2 Calculation Example (sample claim form on next page):

Option 2 as would be entered on claim form:
[image: image4.emf]1,542.18 1,542.18

0.00

0.00

368.00 368.00

0.00

0.00

0.00

0.00

0.00

TOTAL

1910.18 0.00 1910.18

464.55

260

TOTAL Match

$724.55

TOTAL EXPENSES (award+match) $2,634.73

$1,910 $725

Check min match amount is correct



Match Calculator

Expense Request/Advance Min Match expectation:



                                                                                                                                        Check total expenses figure is correct



Workers Compensation Insurance



Auto Insurance District funds from sales programs



Technician Salary County funds

Employer Paid Health/Retirment Benefits



Unemployment Insurance



TECHNICIAN EXPENSE ITEM :  MATCH PROVIDED  $ VALUE SOURCE

Employer Paid Health/Retirment Benefits

Unemployment Insurance

Workers Compensation Insurance



$ 

REIMBURSE   

REQUEST

$ ADVANCE 

EXPENDED

Total $ 

Expense

  TECHNICIAN  EXPENSE  ITEM CLAIM  FROM AWARD

Technician Salary


APPENDIX III: Adjusting Claims for Previous Over-Match or Mistakes
Once reimbursement claims are in process they cannot be changed retrospectively since payments are made and paperwork must reflect actual payments. However, adjustments can be made in the next claim.

Mistakes of Amount

Make the claim out as normal for the current claim period and add additional line items to correct mistakes from previous claim periods. – using positive or negative dollar figures in the dollar column as appropriate : 

Example:

Over-claimed taxes from July 31st claim:

-$15.89

Over-match Adjustment

Example:
Minimum match expectation of 27.5% so that 72.5% of expenses can be claimed from  award.
$2,850 of expenses paid by match when should have been $2,750
$100 of these expenses was “over-match” and 72.5% of these expenses ($72.50)  could have been paid by award funds instead of matching funds..
Because of the “over-match” the district has $100 x 0.75 ($72.50) of expenses they can claim form the award in the future without match since the match ($100 x 0.275 = $27.50) has already been raised by the$27.50 portion of the $100 over-match.:

[image: image5.emf]For next claim:

In-hand match  $72.50

(72.5% of $100 over-match)

expenses next period $4,100.00

expected match $1,127.50

(27.5% of $4100)

expected award claim $2,972.50

(72.5% of $4100)

adjusted match required $1,055.00

(1127.50-72.5)

$1,055.00

$3,045.00

(4100-1055)

$4,100.00

apply in hand match

match

claim from award

next period adjusted claim


[image: image6.emf] Reconciliation check over all claims:

Prev claims:

award 7,250

match 2,850

($100 over-match)

10100

A

Next claim (form above example) 

award 3045

match 1055

4100

B

Overall expenses 14,200.00

(A+B)

overall required match 3,905.00

(14,200 x 0.275)

match contribution 3,905.00
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General Hints on maximizing your District publicity opportunities through your technician:
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Has the district identified and advertised how the technician position has increased district capacity?


Increased delivery of technical conservation assistance to landowners 


Facilitated access and timely delivery of cost-share programs to landowners


Brought $xxx for conservation technical assistance into the district


Alleviated some of the conservation technical assistance workload from busy NRCS field office staff





Has the district identified and advertised ways in which the technician has helped meet district objectives? These could tie in with district short-range or long-range plans.





Is the district displaying their place as participants in a statewide program?





Is the District prepared for publicity efforts?


Has the district planned publicity around announcing their new employee?


Has the district identified and collected information about specific projects the technician will be/is working on that they will be able to utilize as press releases, articles, web site info


Is the district collecting or obtaining information about what their technician is achieving overall for conservation on an ongoing basis so that they can use it for reports or meetings?





Does the district have a system in place for getting publicity out? Such as:





Ongoing media lists and relationships fostered with media contacts


Media files stating required formats, style etc. 


Press release template


Photo library built up for use with publicity


Outline format for the writing of articles, etc.


A generic district publicity packet always ready


Ongoing commitment to regular publicity efforts





Note: see our Form and Downloads web site section for more resources on publicity





Is your technician cited as a district employee in every written document that they appear in – newsletters, press releases, articles?


Does your technician answer the telephone identifying himself or herself as a district employee?


Does your technician identify themselves to others in the field and in the office as a district employee?





PRESS RELEASE EXAMPLE
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