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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.

[bookmark: _GoBack]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, and 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 also 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 can 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/ag/cscb
Select “District Conservation Technician Program” from the left-side navigation bar, then 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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