
Download Conservation Contract Workbook from BWSR Website 
1. Navigate to https://bwsr.state.mn.us/grants-administration-manual-optional-and-example-forms 
2. Click "Grants Administration Manual" 

 

3. Click "Optional and Example Forms" 

 

https://bwsr.state.mn.us/grants-administration-manual-optional-and-example-forms


4. Click "Conservation Contract Workbook (xlsm)" 

 

 

5. Download the form and save. 

 



 

In addition to the downloaded workbook you will also need the following items in order to complete the forms for 
a Percentage Based Contract: 

 Practice lifespan- located in the MN Efotg        Section 4       Index 

 

Critical Area Planting (ac)  342 10/16 ECS 10 
Diversion (ft)   362 10/23 ENG 10 
Grade Stabilization Structure (no) 410 10/22 ENG 15 
Grassed Waterway (ac)  412 10/21 ENG 10 
Mulching (ac)   484 10/21 ECS 1 
Subsurface Drain (ft)   606 10/23 ENG 20 
Terrace (ft)   600 10/21 ENG 10 
Underground Outlet (ft)  620 10/21 ENG 20 
Water and Sediment Control Basin (no) 638 10/22 ENG 10 

 

 Estimate 
 GAM   https://bwsr.state.mn.us/gam 
 Grant Policy for Funding Pool/Entity  
 Maps preferred to have clearly labeled field ID, practices, and acres noted to simplify data input. 
 Funding Entity provided contract number 
 Applicant information  

 

 

 

 

 

 

 

 

 

 

 

 



6. Open Conservation Contract Workbook. 
Once downloaded and saved, open workbook. Now we will begin to work in the Instructions menu tab 

 



7. Select Instruction Menu tab and follow along filling out the form with Example provided in the training. First, 
we will fill out the percentage based Contract and will work in the Instructions Menu portion.

 
 
 
 
8. Now to begin entering data in the General Information portion.  

Click in the Organization tab and here enter the Funding entity (I have also seen SWCDS put the SWCD/Funding 
entity in as well).  Next use your tab button to go to the Contract Number.  This number is kept by the funding 
entity so reference them for this ID.  Tab past the contract approval (this doesn’t get completed until later).  
Tab and add your corresponding district phone number.  Tab over >>> add in the date that your grant policy 
indicates.  Tab on and it was 150% per the GAM or now per your board approved %.  
 

 
 



 
9. Next complete the Applicant Section.  

The Land Occupier is whoever is getting the check.  Address is the address that will have the check sent to. 
City/State, Zip Code, Phone number, and Land Occupier Email Address are also for those getting the check. 
 

 
 

10.  Tab down to the Township and enter the names of all townships that correspond to the map label for the 
conservation contract.  Filling in the Township no., Range No, Section, and ¼ detail in same order as township 
to correspond to the map identified information.  Enter the primary practice standard & Name, tab over and 
enter all other eligible components standards and names for all applicable supporting practices. BMP lifespan 
should use the NRCS lifespan per each practice, and in the Estimated Project cost you use the engineering 
estimate to fill in the value. 
 
 

 
 
 
 
 
 
 
 
 



 
 
 
11.  Moving on to the State Source % Approved.  If you look at the GBERBA form, it has columns for both the state 

funding alone % and Non-state funding.  Make sure to place the correct % to the correct corresponding tab on 
the form.  Next take the amount of the estimate times the state percentage to come up with the Approved total 
amount authorized.   

 
 

 

 

 

 

 

 

 



12. Finish by changing the contract to Percent.  Once changed all pertinent go to form boxes change to Green 
a. Once completed click the go to form or appropriate tab to view the filled form.   Check over to ensure all 

auto populated items are correct and complete all columns that require manual notes.  By using this 
workbook, it will help prevent errors that could occur in a word format making this process much 
simpler. 

 

 

 



 

 

 

13. The technical assessment should be signed the same day or after the land occupier/ owner signature.  
14. Finally -Make sure that the approved date is on or after all other signatures. 

 

 

 

 

 

 



Next, we will complete a flat rate contract.  In order to complete the contract, you will need the following 
information: 

a. Practice lifespan- located in the MN Efotg        Section 4       Index 

 

Cover Crop (ac)    340 09/17 ECS 1 
Pasture and Hay Planting (ac)   512 10/21 ECS 5 
Residue and Tillage Management, No Till (ac) 329 10/21 ECS 1 
 

b. Seeding Plan 
c. Incentive Worksheet if applicable 
d. GAM   https://bwsr.state.mn.us/gam 
e. Grant Policy for Funding Pool/Entity  
f. Maps  
g. Funding Entity provided contract number 
h. Applicant information  

 

15. Now we will Complete the Flat Rate Contract. Follow along as we fill in the flat rate contract example together. 

 



 
Begin entering data in the General & Applicant Information portion.  Same as the Percentage Based to begin with… 
1. Click in the Organization tab and here enter the Funding entity (I have also seen it done with your 

SWCD/Funding entity in the tile).  Next use your tab button to go to the Contract Number.  This number is kept 
by the funding entity so reference them for this ID.  Tab past the contract approval (this doesn’t get completed 
until later).  Tab and add your corresponding district phone number.  Tab over >>> add in the date that your 
grant policy indicates.  Tab on and it was 150% per the GAM or now per your board approved %. 
 

2. Next complete the Applicant Section.  
The Land Occupier is whoever is getting the check.  Address is the address that will have the check sent to. 
City/State, Zip Code, Phone number, and Land Occupier Email Address are also for those getting the check. 

 

 
 
3. Same as the percentage-based contract. Tab down to the Township and enter the names of all townships that 

correspond to the map label for the conservation contract.  Filling in the Township no., Range No, Section, and 
¼ detail in same order as township to correspond to the map identified information.   

4.  Enter the primary practice standard & Name, tab over.  Most keep the tillage and cover crop contracts separate 
but if done together add secondary practices to other eligible components standards and names for all 
applicable supporting practices. BMP lifespan should use the NRCS lifespan per each practice.  For flat rate 
contracts either leave the estimated project cost empty or enter the same amount you enter in the Approved 
Total Amount Authorized.  See example in 5. 
 

 
 
 
 
 
 
 



5. Finally, we will finish out the last portion.  Do not enter data into State Source % Approved or State & non-State 
Source % Approved as this is not part of the flat rate contract.  Rather tab over to Approved Total Amount 
Authorized and enter the Rate X Acres X Years of Contract  
If we were filling this out using the GBERBA rates as a guide with a 3-yr contract on 120 acres multi species mix 
you would enter: 

 
 

 
 

 
 
 
 
 
 
 
 
 



6.  Finish this page by selecting flat rate and going to the green flat rate tab. 
 
 

 
 

7. Within the Contract make sure that  
a. Item #2 has a value or override with board approved %  
b. Item #4 ensure that reference manual is added manually ie NRCS efotg 
 

 
 



8.  Continue with dates and signatures as with the percentage-based contract. Make sure to manually add a value 
into Units portion 
 

 

  



 
Example: 

 
 
 

9. Again, the technical assessment should be signed the same day or after the land occupier/ owner signature.  
10. Finally -Make sure that the approved date is on or after all other signatures. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

$35/ac/yr x 120 
acres x 3 years = 

$12,600.00 



Moving on to completing the Vouchers...  
For this you will need: 
 
1. Itemized Invoice 
2. Certification from someone with appropriate JAA 
3.  Total cost of practice to date 
4. Dates of work and completion of practice 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

1.  Click on the applicable voucher for your contract either Flat Rate or Percentage Voucher. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Everything in the payee and cost 
information section should 
autopopulate. Verify authorized 
amount, if you had an amendment 

Do you have everything? 

1. Itemized invoice 
a. Check for quantities, units, and unit price 

2. Dates work was completed (dirt work, seeding, 
mulching, etc.) 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tip! See Voucher Handouts for examples 

 

This $$ should 
autopopulate This $$ should 

auto populate 

You will need 
to enter this $$ 

Verify correct math; there could be 
issues with multiple “other” 
payments 
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