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landowner contracts and 

other program requirements 
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This presentation includes: 
 
 

• General Information on the “Statewide Grants 
Administration Manual” 

• General Understanding of the State Cost-Share 
Program 

• Cost-Share Contract with a Landowner 
• Clean Water Fund (CWF) and Cost-Share Policies 
• Tips and Recommendations 
 



Minnesota State Cost-Share  and Clean 
Water Fund Programs 

• Statewide Grants Administration Manual 

http://www.bwsr.state.mn.us/grants/manual/ 

 

• Key Contacts = Board Conservationist 
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http://www.bwsr.state.mn.us/grants/manual/
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Statewide Grants Administration Manual 
 

Program requirements can be found in the Statewide 
Grants Administration Manual: 

www.bwsr.state.mn.us 
Grants 

Administration Manual 
 

Get additional information, guidance documents, 
examples, and forms. 

 

Four main sections: 
Administrative Requirements 

Implementing Practices 
Programmatic Requirements 
Optional and Example Forms 
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Grant Administration 

Matters common to and required 
for administration of ALL grants. 
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Implementing Practices 

Matters specific to construction of 
practices and projects. 
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Programmatic Requirements 

Contains links to grant-specific 
policies and guidelines. 
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Optional and Example Forms 

Example forms available for use, 
not required. 
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Minnesota State Cost-Share Program 

• BWSR Grant Program, administered by SWCDs. 

• Created in 1977 to provide funds to SWCDs for the 
implementation of conservation practices. 

• Minnesota Rule 8400 contains the administrative 
structure of the program (anticipated effective date 
of amendment July 1, 2013). 

• Provides state tax dollars directly to private 
individuals for the installation of conservation 
practices. 
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Revised Minnesota Rule 8400 

• Makes the Rule shorter. 

• Establishes procedures through BWSR policies. 

• Streamlines administration procedures for LGUs. 
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Relationship 
State Cost-Share 

Program 
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Clean Water 
Fund Program 

Rule 8400 

BWSR Policy 

Statewide Grants 
Administration Manual 

BWSR Policy 



Cost-Share Program Purpose 

The State Cost-Share Program is administered through 
local conservation districts to provide financial and 
technical assistance to land occupiers for the 
application of conservation practices that reduce 
erosion; control sedimentation; improve and protect 
water quality; or address water quantity problems due 
to altered hydrology to ensure the sustainable use of 
Minnesota’s natural resources (M.R. 8400). 
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Establishment of State Cost-Share 
Program Rules and Procedures 

 

• Required by Minnesota Statue 103c 

• To assure that the expenditures of Program funds 
follow state legal requirements, and set uniform 
methods of administration across the state. 

• To ensure proper installation of practices that 
treat high priority problems. 

• To minimize risk and liability to Districts and State 
tax dollars. 
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Why all the requirements? 
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Streambank Protection 
Kandiyohi Soil & Water Conservation District 

Terrace 
USDA NRCS 

Feedlot 
USDA NRCS 

Grassed Waterway 
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Farmstead and Field Windbreaks 
USDA NRCS Grade Stabilization Structure 

USDA NRCS 

Well Sealing 
Ditch Buffer 
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Rain Garden 
Tree Trench 



 SWCD receives and returns a GRANT 
AGREEMENT. 

 BWSR executes the Grant Agreement. 
 SWCD receives Cost-Share funds from 

BWSR. 

 SWCD stops encumbering state funds.* 
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Fiscal Year One Fiscal Year Two Fiscal Year Three Fiscal Year Four 



 SWCD enters information into Cost-Share 
logs* and eLINK. 

 SWCD makes final entries into logs and 
eLINK. 

 SWCD sends signed final financial report 
to Board Conservationist (close-out). 

 Board Conservationist reviews close-out 
materials for grant completion. 

19 

Fiscal Year One Fiscal Year Two Fiscal Year Three Fiscal Year Four 



Grant Monitoring and Close-out 

• Review conducted by BWSR staff to determine 
compliance with Program requirements. 

• Conducted for each Cost-Share Program period. 

• SWCD submits final financial report to BWSR. 

• Reporting requirements include recording 
projects in eLINK. 

• Can include corrective actions for differing levels 
of non-compliance. 
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LGU 

Contract 

With Landowner 
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Landowner 
Application 
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Landowner 
Application 

Technical 
Assessment 
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Contract Implementation 

 

• The District must fill out general information, 
applicant, conservation practice location, 
contract location, application information, and 
conservation practice sections on contract 
form*. 

 

• If several landowners involved in solving 
erosion or water quality problem, all parties 
must sign Group Project Addendum*. 
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Group Project Addendum 



State 
Cost-Share 
Contract 
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State 
Cost-Share 
Contract 



28 

  

  

    

  

  

  

  
  

Landowner 
Application 

Technical 
Assessment 

LGU Board 
Action to 
Encumber 



• Applicant’s name and contract number 
• The Cost-Share percentage*, dollar amount, and 

corresponding fiscal year(s) 
• The conservation practice being installed 
• Delegation to spending authority to staff (if 

applicable) 
• Any other information necessary to document 

the Board’s actions and intent 

29 

Board minutes should include: 
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State 
Cost-Share 
Contract 
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Landowner 
Application 

Technical 
Assessment 

LGU Board 
Action to 
Encumber 

Contract to 
Landowner 
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Landowner 
Application 

Technical 
Assessment 

LGU Board 
Action to 
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Contract to 
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Design the 
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State Cost-Share Program Manual 
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Technical Information 



Technical Representative (TR) 

The technical representative must have the 
technical approval authority necessary to sign off 
on the assigned project phase(s).   
 
In the case of the practice of engineering, the 
technical representative must be a registered 
professional engineer competent in the design of 
the requested practice or an NRCS employee or 
SWCD employee with appropriate technical 
approval authority (TAA) working within the scope 
of their position.  
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Application 

Technical 
Assessment 
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Action to 
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Contract to 
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Design the 
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Amending the Contract 

• Contracts can be amended because of 
change in practice type, weather, 
unforeseen cost, or soil conditions. 

• Amendments are used to grant extensions 
to start or completion dates; increase or 
decrease project cost estimate; identify a 
new land occupier or land owner. 

• See procedures in Statewide Grants 
Administration Manual. 
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Amendment Form* 
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Assessment 
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Contract to 
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Construct 
Project 

Final Inspection 
& As-Built 
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40 

  

  
  

Landowner 
Application 

Technical 
Assessment 

LGU Board 
Action to 
Encumber 

Contract to 
Landowner 

Design the 
Practice 

Construct 
Project 

Final Inspection 
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Technical Representative 
Practice Construction and Sign-off 

 
When project is complete, the technical 
representative certifies that all plans and specs 
have been satisfied. This sign off is located on 
the Voucher and Practice Certification form*. 
Tech reps also ensure that as-built project plans 
are completed and filed. 
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Voucher and Practice Certification 
Form 

• Receipts and invoices for all project-related costs 
must be submitted with the Voucher. 

• Voucher must be signed by Payee. 
• If partial payment was issued, partial payment 

voucher should be attached to final payment 
voucher. 

• The Technical Representative must perform a site 
review and certify the practice has  been installed 
according to the plans. 
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Manual: Part IV 

Practice Certification 

• Technical signoff 
 

• Administrative signoff 
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Practice Site Inspections 

It is the responsibility of the LGU to perform 
scheduled site inspections*. 
 

• The conservation district is required to monitor 
all landowner contracts by conducting periodic 
site inspections of conservation practices 
installed with cost-share funds. 

• Practice site inspections must be completed at 
the end of the 1st, 5th, and 9th years following the 
certified completion of the practice*. 
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Practice Site Inspections 
 
 

Reasons to visit landowner: 
• Is the practice still there and maintained? 

• Ask the landowner if they have any O & M 
questions. 

• Are there any other problem areas that the 
SWCD can help solve? 

• Have you heard of our new program? 
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Site 
Inspection 

Form 
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Procedures 



Program Records (optional) 
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Program Log (below) and Disbursement Journal can 
assist you in tracking landowner contracts. 
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Program Records 
Remember to account for slippage and amendments! 
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Unspent funds 
Return of unspent funds: 

 State Program funds that 
are not encumbered at 
the end of the grant 
agreement period must be 
returned to BWSR within 
30 days. 

All checks are to be made payable and 
mailed to: 

  

MN Board of Water and Soil Resources 
c/o Accounting Coordinator 

520 Lafayette Road St. Paul, MN 55155  
651-296-3767 
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Final Financial 
Report 

A copy of the Final 
Financial Report must be 
mailed to the BWSR Board 
Conservationist within 30-
days of the date the last 
check was issued for that 
grant period or from the 
date the funds were 
released from 
encumbrance. 

This is “eLINK 
Driven.” 



Record Retention 

• Program records and files must be retained 
for six (6) years past the effective life of the 
contract. 

• Cancelled contracts must also be retained for 
six (6) years past the date of cancellation.  
Attach a note indicating why the contract was 
cancelled. 

• Files must be readily accessible and available 
to the LGU and BWSR. 
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Other State Cost-Share Programs
  

• Cooperative Weed Management Area Program 
• Native Buffer Program 
• Flood Recovery Programs 
• Clean Water Fund 
• Other Programs with Landowner Contracts 
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Changes 

Rules 
• Made shorter 
• Turned in to policies and guidelines 
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Changes 
 Conservation Practices Objectives 

• Control nutrient runoff 

• Control sedimentation 

• Divert runoff to protect and improve water 
quality 

• Reduce wind erosion 

• Control gully, rill, or sheet erosion 
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Changes 
 Conservation Practices Objectives 

• Protect shoreland from erosion 

• Control storm water runoff 
• Protect or improve surface water and 

groundwater quality 
• Provide energy conservation and snow 

protection 
• Alleviate water quantity problems due to 

altered hydrology 
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Changes 

• Maximum cost-share rates established in 
BWSR policy 
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Changes 

Entering into Contracts 

• District Board or its delegate 

• Minutes are important 
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Changes 
Policy:  1.0 to 11.0 

2.2 Effective Life 

• All practices – 10 years 

  This is different from previous draft 
Policy. 
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Changes 
Policy:  1.0 to 11.0 

3.1 Technical and Administrative 

• 20 % of total grant – “Typical’ 

• Up to 100% when: 
– Federal $’s leveraged & couldn’t do the 

project otherwise, or 

– C-S or EQIP program eligible and SWCD 
Financial Report indicates less than 18-
month fund balance, and 

– approved by Board Conservationist 
62 



Changes 
Policy:  1.0 to 11.0 

4.1 Maximum Rates 

 Up to 75% for practices 

 Except for: 

• Unused well sealing – up to 50% 

• Energy conservation – up to 50% 

• Snow protection – up to 50% 
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Changes 
Policy:  1.0 to 11.0 

5.1 Technical Expertise – Staff Skills 

• Staff skills included in District’s 
Cost-Share policies 
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Changes 
Policy:  1.0 to 11.0 

6.1 (a) Contract Modification 

• Contract modification with District 
legal counsel and BWSR 
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Changes 
Policy:  1.0 to 11.0 

6.2 Contract Approval 

 District Boards must approve or deny 
contract 

• consider approval for expenditures if it 
shows up in minutes 

• for example, accounts payable, 
consent agenda, or separate motion 
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Changes 
Policy:  1.0 to 11.0 

6.4 Completion Date 

• No longer than two years 

• Written approval from BWSR to go 
longer 
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Changes 
Policy:  1.0 to 11.0 

6.7 Delegation 

• SWCD Boards may delegate signing 
contracts and other documents 

• Must be in District’s policy 
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Changes 
Policy:  1.0 to 11.0 

7.4 Practice Sign-off and Payment - Final 
Plans 

• One copy to landowner 

• One retained in SWCD office 
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Changes 
Policy:  1.0 to 11.0 

8.2 Inspections 

• Qualified staff ensures O & M is 
being followed 
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Changes 
Policy:  1.0 to 11.0 

9.2 Grant Closeout Reporting 

• 30 days from end of grant agreement 
or last expenditure 
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Changes 
Policy:  1.0 to 11.0 

9.4 Record Retention 

• 6 years from the end of practice life 
span 
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Changes 
Policy:  1.0 to 11.0 

10.1 Closeout 

• Verification of 10% of all SWCDs 

• Monitor 100% of all grants (see 
Grants Verification Policy) 
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Final Thoughts 

• The installation of conservation practices is 
typically good.  Most problems occur in 
administration and record keeping. 

• We work hard to put conservation on the ground, 
but we often neglect this “other world” that is 
integral to what we do, consisting of administrative 
and legal requirements, liability, procedures, public 
perceptions, consistency, and accountability. 

• Expect more oversight and accountability! 
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Clean Water Fund 

Purpose 
1.0 Applicant Eligibility Criteria and Requirements 
2.0 Match Requirements 
3.0 Eligible Activities 
4.0 Ineligible Activities 
5.0 Structural Practices and Project Requirements 
 5.1 Technical and Engineering 
 5.2 Project Sign-off 
 5.3 Post Construction Follow-up 
6.0 Grantee Administration of CWF Grants 
7.0 BWSR Grant Reporting, Reconciliation, and 

Verification Requirements 75 

Competitive Grants Policy 



Cost-Share Program Policy 
Erosion Control and Water Management Program 

1.0 Purpose 
2.0 Eligible Activities 
3.0 Technical and Administrative Component 
4.0 Cost-Share Rates 
5.0 Technical Expertise 
6.0 Expenditure of Funds on Practices and 

Contracts 
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Cost-Share Program Policy 
Erosion Control and Water Management Program 

7.0 Practice Sign-off and Payment 

8.0 Post-Construction and Follow-up Activities 

9.0 District Reporting Requirements 

10.0 Monitoring, Closeout and Penalty Procedures 

11.0 Conservation District Cost-Share Program 
Policy 
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Questions 
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Minnesota State Cost-Share Program 

• Statewide Grants Administrative Manual 

http://www.bwsr.state.mn.us/grants/manual/index.php#/ 

 

• Key Contacts = Board Conservationist 
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http://www.bwsr.state.mn.us/grants/manual/index.php
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