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Important Dates:
Board Members - Check your contract ~~ the start date may be after January 1st.


All expenses (receipts) and match must be within the contract period (there 
are some exceptions).

Reimbursement Requests Due:


Anytime, no later than December 20th 
Quarterly Reports Due:  



April 20th, July 20th, October 20th 

Quarterly Reports are due even if work has not commenced.
Projects must be completed by: 


November 20th 
Final Reimbursement Due: 


December 20th 
Final Report Due:




December 20th 

Matching Grant Program Requirements:
Please note that reimbursement requests, report templates, etc., for the current year are on the Matching Grants web site should you wish to view them.  Be advised: there may be changes to those forms for the next program year.

Project Oversight: The proposed project must be coordinated under the direction of a District Project Coordinator.  This individual will be the primary contact between the CSCB Grant Administrator and the sponsoring district.  

Financial Oversight: The District must be accountable for receipt and expenditure of state funds by one of the following accounting practices: a) have a separate account for the project, b) have all grant transactions identifiably coded in an account of mixed funds, or c) record all transactions on a spreadsheet identifying account and date of transaction that ties in with actual account activity.

The CSCB expects the District Board of Supervisors to monitor the project budget to actual expenditures.  

Typically, only a 10% variance between budget line items is allowed. If the District determines a wider variance is necessary, contact the CSCB Grant Administrator as soon as possible to obtain approval before work begins and before submitting for reimbursement. Variances not previously approved by the CSCB Grant Administrator may not be honored for reimbursement.
Multi-District Projects: For applications in which two or more districts are identified for participation, the contract will be executed between the State and one conservation district, called the lead district.  The lead district will sign the grant contract, receive the funds and be ultimately responsible for the project funds, match requirements and acceptable project performance/completion, including the Final Report submission.
Expenditures: All funds must be accrued and expended within the contract period.  The exceptions allowed by the CSCB are workshop-related accrued expenses for up to six months prior to an effective contract.  

Contract extensions beyond the contract termination date are not generally granted. Funds (whether from award or match) must be used for relevant project implementation and in line with the Statement of Work (generated from Matching Grant application information) and application budget. Deviations from the Statement of Work or general budget projections are only possible with prior permission of the CSCB Grant Administrator.  Significant deviations are unlikely to be permitted in order to maintain fairness in the competitive system of granting awards. Grant funds must be separately accounted for in the district financial records. Landowner labor is not a reimbursable expense, but may be used as a cash match. Landowner equipment usage is not a reimbursable expense nor may it be used as a match.
Cost Overruns - will be the responsibility of the District as the amount of grant funds available is limited to the amount in the contract.

Obligation to Spend Award:

It is critical that the Matching Grant program does not accrue significant unspent dollars. 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 funds 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 be able to use. 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.
Typically, returning zero to less than 5% of awarded funds at the end of the contract/grant year is considered acceptable. If more than 5% is consistently returned, the District is prohibited from applying for a Matching Grant for 3 years.
Award Funds Distribution:  Expenditures from the grant award will be paid on a reimbursement basis (via the CSCB Reimbursement Request form available on the CSCB website) on a rolling monthly or quarterly frequency according to the date when the District was last reimbursed.  E-mail is the expected submission vehicle for reimbursement requests in their original Excel format and payments take 1-3 weeks to process - by electronic funds transfer (EFT).  Match is normally expected to be expensed alongside reimbursement claims (see Matching Funds below).  

Reimbursement claims may be submitted once the contract with the CSCB is effective and expenditures have actually been incurred – whether or not the District has already paid invoices or is waiting for reimbursement from CSCB. Reimbursements will be paid directly to the District, not vendors or landowners. Districts must retain invoices, etc. as proof of expenses.  District records are subject to audit by the CSCB Grant Administrator at any time.
Advance of funds – in rare cases where the District demonstrates essential need at the time of application a one-time initial advance of up to 25% of their award or $10,000 (whichever is least) may be granted. Any advance must be spent before reimbursement of further expenditures can occur. Districts that receive advance payments will be subject to extra reporting requirements to monitor the expenditure of their advanced funds. Advances are requested using the Reimbursement Request form and completing the “$ Advance Expended” column.
Matching Funds:  Matching funds must satisfy a 100%, dollar-for-dollar match of the CSCB funds requested with a fifty-percent (50%) minimum hard cash match. For example, if a District grant award is for $25,000 from the CSCB, the District must document a match of $25,000 with at least $12,500 of that being hard cash.  The match can be a combination of district, private, local government, or federal dollars, but no other state funds (the only exception is the CSCB Direct Assistance).  Matching contributions, whether hard cash or in-kind, must be expended within the contract period.  Exceptions for accruing match contribution allowed for workshop-related expenses and are considered on a case-by-case basis for other projects.  Contact the CSCB Grant Administrator for details.  Match expenditures must be reported with reimbursement requests.  Matching funds will ordinarily be spent in tandem with the award funds where practicable and must be at a level equal with expenditures no later than September 30th of the grant year. Districts must keep records that track and validate match reported (receipts, timesheets, payroll records, meeting logs, etc.).  These records must be available on request by the CSCB and will be requested in any CSCB audit.  
Landowner labor for installing conservation practices cannot be paid out of the award but may be used as cash match.  The value of landowner labor must be based on a verifiable source. Published regional custom labor rates from Colorado State University is the preferred labor rate where available (can be found at http://www.coopext.colostate.edu/ABM/ ). An average of three local commercial service provider rates or NRCS landowner labor rates may also be used when CSU data is not available.  Other published occupational rates or volunteer rates may be used if no other published data is available (Independent Sector publishes Colorado volunteer rates at http://www.independentsector.org/volunteer_time) but these should be adjusted downwards if local labor markets suggest they are high. If there are questions as to other sources available, contact the CSCB Grant Administrator.
Administrative Costs 

Project administration costs may be a maximum of 10% of the project and deducted at a maximum of 10% of the Matching Grant award if included in the original budget submission. For example, a $50,000 project with a $25,000 CSCB award may have a maximum of $5,000 in administration costs. Of those costs, a maximum of $2,500 may be deducted from the $25,000 CSCB award.

For match purposes, time of a paid District staff would be cash match using that person’s actual salary costs. If a board member were doing the award administration, or a partner, then it would be an in-kind match at the same salary rate of the district manager.

Conservation Practice Installments: Projects must be completed by November 20th. Projects that plan or install engineered conservation practices on the ground must meet all applicable state rules, regulations, and any applicable NRCS technical standards and specifications. Examples of State regulations are the Pesticide Applicators’ Act, Noxious Weed Act, Special District Statutes, etc.  If unsure what state regulations may apply, contact your district’s Field Conservation Specialist or the CSCB Grant Administrator.  All plans for engineering installations must include oversight and sign-off by a licensed professional engineer (NRCS employees act under license of NRCS state engineer). All cost-share projects with landowners will be required to use the CSCB Cost Share Agreement posted with the other reporting forms on the CSCB web site.
All landowners participating in cost-share conservation practice installment must understand the practice is intended to be permanent and the consequences of practice modification and/or removal.  The landowner is required to repay to the District the cost-share remaining from the practice life span should the landowner lessen the effectiveness of the practice by altering, modifying or removing the practice. The landowner also needs to understand that they have the responsibility to advise a new owner of the property on which these cost-shared conservation practices are installed of this condition and obtain the new owner's acceptance of the responsibilities.

Where other partner’s service or material contributions are integral to the success of a project, a basic written agreement of mutual expectations signed by both parties must be in place and filed with the CSCB Grant Administrator before work commences. Although CSCB does not have specific requirements, if the agreement appears to be seriously flawed in safeguarding successful project implementation, the CSCB may require revisions to it before work is allowed to commence. Districts may submit their agreements at any time beforehand to obtain CSCB prior approval. 
Conservation Practice Variances:  For the grant year 2016, practice installation variances are allowed on a limited and case-by-case basis. The CSC Board voted to allow variances for fencing, particularly border fencing to test the viability of allowing variances. The process to request a fencing variance is:

1. District Board discusses and approves variance allowed, perhaps with NRCS input. This decision is documented in the official Board meeting minutes.

2. The Board meeting minutes where the variance decision was determined and detailed as to what specs will be followed are sent to the CSCB Grant Administrator and shared with the NRCS staff/DCT staff who may be performing the practice verification for the CSCB Cost-Share form.

3. Proceed with the Project Process below.
Project Process and Required Signed Cost-Share Agreements: CSCB landowner cost-share agreements (available through Matching Grants web site) must be used for all landowner conservation practice projects.
These signed CSCB Cost-Share forms must accompany all award Reimbursement Requests if the project is a landowner cost share.
Cost-Share form process to obtain reimbursement:
1. Landowner requests work for cost-share; landowner signs CSCB cost-share form

2. Engineer (NRCS and/or District DCT) evaluates work & determines it is necessary and appropriate; Engineer/DCT signs CSCB cost-share form

3. District Board decides how much to cost-share (often up to a "maximum" to allow for slight variances), this decision is made at a regular Board meeting and is officially documented in the Board meeting minutes; a Board member signs CSCB cost-share form

4. Work commences on project
5. Work for project is completed (by November 20th)
6. Engineer (NRCS and/or District DCT) evaluates work & determines whether work completed is to NRCS technical standards; Engineer/DCT checks the appropriate box as to standards followed or not (practice variance granted) and signs CSCB cost-share form

7. Landowner reads “Completion & Agreement” statement (agrees to maintain installed practice & advise any new landowner of same obligation) & submits copies of receipts to the district (& landowner time if appropriate); landowner signs CSCB cost-share form

8. District Board (or official assignee-perhaps the District Manager) evaluates landowner claim for valid documentation (receipts); a Board member signs CSCB cost-share form***
9. District Manager prepares CSCB Reimbursement Request form & submits it electronically along a with fully completed and signed CSCB Cost-Share form(s) to the CSCB Grant Administrator for reimbursement

These signed CSCB Cost-Share forms must accompany all award Reimbursement Requests if the project is a landowner cost share.
***Board meeting minutes should document the official decision to approve landowner cost-share requests for payment upon project completion.
Publicity Article: Publicity about the Matching Grants Program is a way to document to the public how the state tax, locally raised funds, and match considerations are spent on worthwhile conservation activities.  Before or when submitting the Final Report to the CSCB, the District must submit at least one article to a widely circulated media or to The Conservator (published by the Colorado Association of Conservation Districts) that reaches beyond their normal audience.  This article must demonstrate and document the District leadership or achievements resulting from their Matching Grant project and should recognize the funding partner of the CSCB. 
The initial landowner solicitation announcements are not considered such publicity.
Photographic Records: Districts must take a minimum of baseline (“before”) and completed photographs of the work (“after”) carried out with these funds. Ensure that the before and after photographs are of the same project and from the same angle or perspective.  Perhaps document, stake or mark the initial photo location and use the same location for the “after” photo.
Project Location: Districts must submit a map with their Final Report that indicates, with recognizable landmarks, the area where the work was carried out with these funds. Exact locations must be on file with the District but a specific or somewhat general map is sufficient for the CSCB reporting purposes.
Insurance:  The District is required to have adequate liability insurance to cover their project activity. This is a State contracting rule and beyond the control of the CSCB. This should include (as appropriate) general liability, vehicle insurance (min. $1,000,000 per accident) and Workers’ Compensation insurance. Grant awarded funds may be used to purchase insurances for the project as allocable indirect costs and if documented on the initial budget submission. If the insurance is a shared cost that also covers other District operations, it may be allocated proportionally for this project. 
Record Retention:  All records of financial, reporting, match tracking and validation must be retained for at least 3 years after the contract ends, 7 years for financial records. If projects have a longer life span (some practice installations for example) then the District should keep records appropriately longer.
IRS Requirements:  The conservation district must send any producer who receives cost-share payments exceeding $600 in the tax year, a 1099-MISC form by January 31 of the following year.  Total payments from Matching Grants should be identified in Box 3 of the 1099-MISC form.  If the grant funds were used to employ a person, such as a Watershed or Education Coordinator, a W-2 must be supplied to that individual by January 31 of the following year. The District must also report any landowner income paid (cost-share) greater than $600 to the IRS via a 1099-MISC.
Matching Grant Program Reports:
Quarterly Report:
Three quarterly reports are due 20 days after the end of each calendar quarter regardless of whether work has begun (April 20th, July 20th, and October 20th).  A Final Report can be submitted at any time after projection completion or before/on December 20th of the award year. Once the CSCB Grant Administrator receives a Final Report, no other Quarterly Reports are necessary.
Noxious Weed Reporting:  Additional reporting requirements apply if any part of your grant award involves managing or implementing noxious weed projects.  At project completion, the District must provide updated species distribution information to the state’s quarter-quad mapping system to their County Weed Coordinator/Manager.  This information includes the species that were targeted by the project (List A or B), and any sightings or other information on Watch List species encountered during the field season.  If the county does not have a Weed Coordinator/Manager, the District should submit this information directly to CDA (patty.york@state.co.us).

Final Report:

1. Districts must submit a Final Report before or on December 20th of the award 
year. The CSCB Grant Administrator will review the Final Report using the contract 
Statement of Work and original application submission.

2. The Final Report shall include the following and be submitted in the order listed via 
email (preferably), CD, or flash drive:

(a) Cover sheet that provides district name, project name, name of person submitting final report, date of report submission along with the Final Report narrative (see below for format)
(b) Documentary photographs of the project that includes at least baseline (“before”) and project completion (“after”) photographs. Submit 2 – 6 (NOT MORE) of your best photographs in electronic editable format (such as jpg or gif). 

(c) Map showing project location(s).

(d) (this item only applies to awards that have in part or in whole a Noxious Weed component) Proof of notification to the state’s quarter-quad mapping system
Final Report Narrative Format, 1 - 4 pages  including:
A. Describe what natural resource problem(s) the project addressed.
B. Describe the actual activities that took place – design, implementation and evaluation (both how applicants were evaluated and how the overall project was evaluated).  Also, indicate level of public interest generated and numbers of landowners involved.

C. Describe the natural resource outcome of the activities and the effect they had on the problem. Include measurable natural resource effects where applicable.  For example, acres of weed species treated or grazing  management improved or wildlife habitat created, tons of soil conserved, amount of water conserved/efficiency gains, water quality improvements made, etc. For educational programs indicate numbers and type or people educated, amount of educational materials distributed, whether attendees changed behavior/implemented conservation as a result of the education, etc.   How did the outcomes compare with expectations stated in your contract Statement of Work and original proposal?  Explain any shortfalls and efforts to address challenges.

D. Summarize individual partners’ contributions – what they actually contributed and whether it was hard cash or in-kind match or simply a contribution not used as match.  Explain if partners you identified in your application did not make the expected contributions.

E. Describe any future planned actions, such as follow-up monitoring of program outcomes for long-term success assessment, dissemination of information to public and future activities to address the natural resource problem this project addressed.

F. If your project was a landowner solicitation cost-share project, include the following:

i. How the landowners were solicited and evaluated for project consideration
ii. For funded AND unfunded eligible landowner applications, list how much total Matching Grant cost-share dollars were applied for (not total project cost – cost-share applied for only)

iii. How much of the total CSCB Matching Grant cost-share dollars were distributed to landowners
G. Document the CSCB Matching Grant award amount received and the award amount expended.

Bulleted lists may be used instead of narrative where appropriate and effective at communicating multiple items.
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