GREATER BLUE EARTH RIVER BASIN ALLIANCE

Procedures for Acquiring Grant Funding through GBERBA (updated 4-15-2024)
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These guidelines are being set forth to ensure compliance with BWSR standards for approved grant agreements. Most of these
requirements are listed in the BWSR Grant Administration Manual on their website.

GBERBA will also use these guidelines when distributing grant funding from other State or Federal Agencies. Guidelines will be reviewed
during the Grant Policy phase and highlighted where applicable.

Local entities that request grant funding through GBERBA are responsible for ensuring their staff are aware of the requirements when
implementing contracts with land occupiers. Entities should regularly attend BWSR sponsored training or seek individualized training from a
Board Conservationist.

All projects will be consistent with the USDA NRCS FOTG or be a professionally accepted engineered or ecological practice.
Each grant-funding source will have a locally approved policy. Members are responsible for reviewing and following all policies in place.
When working with landowners and completing a Cost-Share application please use the following guidance.

COST-SHARE CONTRACT COMPLETION
Review appropriate GBERBA Grant Policy for cost-share application.
Download, follow and complete a new COST-SHARE WORKBOOK (for each new contract) from the Optional and Example Forms in the
GAM. This will help to ensure all partners are using the most up to date forms.
https://bwsr.state.mn.us/gam (Optional and Example Forms)
Enter GBERBA as the ORGANIZATION on each contract.
Complete the Ranking/Scoring Worksheet — if required by the specific GBERBA Grant Policy.
Have contracts reviewed by two separate staff members at the local level before they are approved by the local Board and submitted to
GBERBA for encumbrance.
a. Make certain you have the correct percentage or flat rate contract, install by dates, percentages, and life of practice (as listed
with NRCS eFOTG).
b. Projects must be signed off by local staff with NRCS JAA or TSA/private engineer.
c. Exceptions — Example — Well Sealing — please have staff sign the Technical Assistance — with a note that a copy of the Well and
Boring Sealing Record from the Licensed Well Contractor will be included with the Voucher.
d. If other Exceptions — please contact your Board Conservationist for guidance (and inform GBERBA staff).
The member boards will review the contract and supporting information and determine whether or not to recommend the project for funding.
If recommended for funding the member board will approve the contract (NO SIGNATURES BY LOCAL ENTITY). If the project is not
recommended for funding the member board is responsible for communication to the landowner.
Projects recommended for funding must be forwarded to the Administrative/Technical Coordinators for further consideration, with a copy of
the (DRAFT) local minutes reflecting the recommendation. The funding request must include the project checklist, contract, maps,
ranking/scoring worksheet (if required), and a written description of the project (including acre/feet and impacted resource — (river, creek,
wetland, lake, etc.) and any supporting photos.
Contracts will be reviewed by two GBERBA staff, when deemed complete, they will be included on the Cost-Share Report for the Technical
and Policy or Executive Board approval.
Contracts are not considered executed until the GBERBA Policy or Executive Board takes action. Work cannot begin until the
contract is fully executed.
GBERBA staff will return a copy of the contract with approval dates by the Technical Committee and Policy or Executive Board to the local
partner. The local partner will notify the landowner of the final decision by letter and include a copy of the approved contract. The local
partner will work with the landowner to ensure the project stays within the expected timeline and budget. If changes are necessary, please
contact the GBERBA Administrator and discuss if an amendment is needed.

AMENDMENT (If applicable).
Members are responsible for working with landowners to complete projects/practices according to the terms of the contract. If circumstances
changed that affect the completion date, costs, practice type(s), or land occupier identified the member is responsible for processing an

amendment.
MAKE SURE GBERBA POLICY or EXECUTIVE BOARD APPROVES THE AMENDMENT BEFORE THE INSTALL BY DATE HAS EXTINGISHED.

If an amendment is necessary, please review Amendments to Conservation in GAM (https://bwsr.state.mn.us/implementing-contracts-
landowners) to ensure all necessary information is included on the form.

Have amendment reviewed by two separate staff members before local board recommendation. If recommended the member board
approve the amendment (NO SIGNATURES BY LOCAL ENTITY). If not recommended the member board is responsible for communication
with the landowner.

Amendments recommended must be forwarded to the Administrative/Technical Coordinators for further consideration, with a copy of the
(DRAFT) local minutes reflecting the recommendation. Please include all applicable documentation. Example: new cost estimate
Amendments will be reviewed by two GBERBA staff when deemed completed they will be included on the Cost-Share Report for the
Technical and Policy or Executive Board approval. (OFFICIAL EXECUTION DATE IS THE DATE THE GBERBA POLICY OR EXECUTIVE
BOARD APPROVE AMENDMENT).

GBERBA staff will return a copy of the amendment with approval dates by the Technical Committee and Policy or Executive Board to the
local partner. The local partner will notify the landowner of the final decision by letter and include a copy of the approved amendment. The
local partner will work with the landowner to ensure the project stays within the expected timeline and budget. If changes are needed again,
please review and completed steps 11-16 for each additional amendment.
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CONTRACT COMPLETION and VOUCHER

Complete the appropriate voucher (percentage based or flat rate — should be the same as the contract) and have two local staff review for
correct content. Remember to have appropriate Technical sign off as included on contract. Have the Board approve the voucher.
Administrative sign-off will be completed by GBERBA staff.

PLEASE NOTE: Incentive vouchers will need a Tennessen Warning and W-9 completed and submitted before the payments will be
made.

Please review PAYMENT PROCEDURES in GAM (https://bwsr.state.mn.us/implementing-contracts-landowners).Please
take special care to review the receipts and invoices for all needed information including name of vendor, materials, labor, or
equipment used to establish practice, component unit costs and date work was completed (additional items may be noted in
GAM).
Recommended Contract Completion and Voucher Forms must be forwarded to the Administrative/Technical Coordinators for further
consideration. Information required with the Completion and Voucher Form included project As-Builts, copies of all invoices or receipts, final
checklist, pollution reductions for eLINK (a separate form may be developed to help with consistency), Operation and Maintenance Plans,
Site Inspection Form (showing inspection schedule) and any supporting photos.
Please note — in the case of cover crop contracts — partial payments may need to be completed the first two years, with final payment in the
third year. (This may not be the case for all cover crop contracts). Please make sure you are completing a percentage or flat-rate voucher.
ALL applicable paper work must be submitted to Administrative/Technical Coordinators, and will be thoroughly reviewed by two staff
(administrative sign-off completed) and added to the GBERBA Technical Committee and Policy or Executive Board for final approval of
payment.
After approval GBERBA staff will send the payment to the respective office and approved cost-share voucher with appropriate approval
dates and signatures. Checks will be made out to the LANDOWNER/OCCUPIER as noted on the contract and voucher.
Special arrangements and approvals will need to be made if contractors request a two-party check with the contract holder.
Local entity will be required to send the check and copies of the contract, voucher, invoices, operation and maintenance and site inspection
information to the named landowner/Occupier.
Operation and Maintenance Plans will be required and kept in GBERBA file for reference. The local staff associated with the project will
maintain site Inspection Forms. After the final inspection has been completed, a copy will be sent to the GBERBA Administrative/Technical
Coordinators.

STAFF TIME CHARGED TO BWSR GRANTS
When requesting payment for work completed on a grant (or hours worked as match) please follow the guidance from the GAM
https://bwsr.state.mn.us/time-and-effort-documentation.
GBERBA will need a detailed invoice including date work occurred, hours, rates, correct activity categories and timesheets (if necessary).
The rates used need to align with the allowable costs according to BWSR billing rate guidance.
Eligible eLINK Activity Categories: Administration/Coordination; Education/Information; Inventory/Mapping; Monitoring/Data
Collection; Planning and Assessment; Project Development; Regulations/Ordinances/Enforcement and Technical/Engineering
Assistance.

FOLLOW-UP
Please be aware that GBERBA staff may need additional information or discuss projects or grant funded staff time (or match) when
completing the BWSR grant reconciliation.

YEARLY GBERBA DUES
Please keep in mind, when paying GBERBA dues — WE REQUEST - that local funds are used so we can in turn use those funds as match
for our grants. We cannot use state funds including Conservation Delivery, Local Water Plan (as examples).
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