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Amazing County SWCD Announces NACD Grant!!!

July 1 —Larry E., ACSWCD Supervisor, is pleased to announce that the Amazing
County Soil and Water Conservation District received a 12 month NACD grant of
$60,000 to be used to expand ACSWCD’s services to the county’s producers. The
grant is being supported with $2,000 from the Amazing County Council, $8,000
from Our State Dept. of Agriculture and $1,000 from ACSWCD’s annual budget.

The funds will be used to expand Jenny Smith, ACSWCD Education Coordinator,
from part- to full-time and to add Joe Doe, Retired USDA-NRCS from Beautiful

County, as an ACSWCD Technician. In addition, Priya Patel., ACSWCD

Larry E. Administrative Assistant, will be spending time supporting the grant.

Jenny and Joe will be working with Hakeem F., USDA-NRCS Amazing County, on
EQIP, CSP and COTA Farm Bill projects. Jenny, a favorite with our kids, will still be

working in the schools part-time.

_/ /




Three months later
it’s October and ....

The Quarterly
Report is DUE!

This is a guide to show one way to handle NACD Technical Assistance
Grants financial reporting. All grantees (whether a SWCD or another

organization) operate differently and the information included here
should be considered in the context of your own organization.




So, what happened during the three months?
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mazing County was lucky to
already know Joe, so they
didn’t need to spend time and
money advertising for the

kgrant—supported employee. /

~
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Joe Doe

/Joe hadn’t worked with the
County before, so he spent
three hours with Amy in HR
getting onboarded. Amy
makes $12 per hour, plus

kbenefits. /M A

/Joe needed his own \

computer and
desk/chair.

It ran $2,000 to get

\him set up. /

Employee pay rates were set to make
the example numbers work. They are
not suggestive of what NACD expects Betty
staff to be paid.

Amy

Jenny and Priya already had\
computers and access, but
Joe needed Betty in IT to
spend four hours getting his
computer imaged and his
access set up. Betty makes

\SZS per hour, plus benefits./
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Each week...

KJoe and Jenny each work 40 hours, but
Jenny splits her time between her
education work and her NACD grant
work. They are each getting paid $15 per

hour, plus benefits.
N J

~

Priya Patel

Il

/Priya, as ACSWCD Administrative \
Assistant was already paid by the District
to work 40 hours, but she has been
assigned to spend 4 hours each week
handling paperwork and contacts to
support Joe and Jenny’s field work. She

\is paid S10 per hour plus benefits. /

Jenny Smith

Employee pay rates were set to make
the example numbers work. They are
not suggestive of what NACD expects

staff to be paid. ’
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In addition... /Kelli, the office director, spends about\ —

an hour discussing what Jenny, Priya
and Joe are working on and handling

their personnel paperwork.

Employee pay rates were set to make
the example numbers work. They are

not suggestive of what NACD expects \She makes SZO per hour plUS beneﬁtsj

staff to be paid.

Kelli

/Hakeem, USDA NRCS DC, \
also spends about an hour a
week working with Jenny

and Joe.

Hakeem makes $25 per

\hour plus benefits. /

Hakeem F.




Each month...

USDA NRCS and ACSWCD \
have an agreement to pay

rent for the office space to

XYZ inc. They also pay for

the office to have internet.
Altogether, it comes to $385
per month. ACSWCD has an
agreement with NRCS that
they each pay a pro-rated
share based on the number

Qstaff. J

* NACD guidelines sets board
commissioners stipends at $50 per
hour. Whether they are paid or not,
this is valid in-kind match.




Durmg JUIV" mere was a training meetia
at the State Office. All five
staff decided they need to
attend the meeting.

.-.....-. There’s no charge for the

meeting, but they need to
take Kelli’s car, rather than
the NRCS truck, so ACSWCD
will reimburse her mileage.

It’s 60 miles each way, and
they reimburse at $0.58 per

Qile.




During August..

ﬂ)rn Field County SWCD \

held a field day and
brought in a recognized
expert. Hakeem was going,
and it was decided that Joe
and Jenny should attend as
well.

The charge for the field day
was $10 each. They drove
the NRCS truck, so there
wasn’t any charge for

Qileage. /




In Addition... ,
Jenny attended a Project

WILD workshop. The cost
of the workshop was S50.
She drove herself and
ACSWCD reimbursed her
mileage.

It’s 60 miles each way, and
they reimburse at $0.58
per mile.

¥ /

Project WILD's mission is to help students learn how to think, not what to think,
about wildlife and the environment. All curriculum materials are backed by sound
educational practices and theory, and represent the work of many professionals
within the fields of education and natural resource management from across the
country. https://www.fishwildlife.org/projectwild




Amazing County
held a meeting for
producers. They
brought in Farmer
Vinny from the
other side of the
state (since coming
from over 50 miles
away makes him an
expert) and paid
him a $100
consulting fee for
the meeting.

During September..

S

d
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Farmer Vinny will
be speaking about
how he’s used EQIP
funds to improve his
operation.

Farmer Vinny




Also during the three months...

@my and Joe had a lot of interest h

the farm bill programs, and when
they tallied up their EQIP, CSP and
COTA work, they had many activities
(metrics) to enter into the Quarterly
Report.

But we are focusing on financial
reporting right now, so we won’t look
into what they got done and how to
report it.




Financial Reporting starts by looking at all expenses and
deciding what doesn’t get charged and what falls under Cash

or In-Kind.
Cash covers all expenses that are connected to the grant-supported employee that
wouldn’t need to be paid if they weren’t there.

In-Kind is an expense that has to be paid whether the grant-supported employee
is there or not, but is still connected in some way to the employee.

Jenny, Priya and Joe’s expenses can be split into four parts: Initial Expenses,
Weekly Expenses, Monthly Expenses and Special Events. A typical Quarterly
Report covers three months; which could be 12, 13 or 14 weeks. For our story,
our Quarterly Report covers 13 weeks.

Valid - | Valid - Not
Cash In-Kind | Valid

Initial Expenses — One time expenses of hiring a new employee

Advertising for the grant-supported employee - SO Yes
Joe’s computer and desk - $2,000 Yes
Joe’s Onboarding with Amy — 3 hours @ $12 plus fringe/hr Yes
Joe’s Computer set up by Betty — 4 hours @ $25 plus fringe/hr Yes



Weekly Reoccurring Expenses — 13 Weeks

Kelli’s supervision of Jenny and Joe — 1 hour @ $20 plus fringe/hr Yes

Hakeem'’s review of Jenny and Joe’s work — 1 hour @ $25 plus fringe/hr No*
Joe’s paycheck — 40 hours @ $15 plus fringe/hr Yes

Jenny’s paycheck — 40 hours @ $15 plus fringe/hr * *
Priya’s paycheck — 40 hours @ $10 plus fringe/hr t t

Fringe Benefits are the indirect compensation paid for the employee. For TA grant reporting, they can
include: employers’ portion of Social Security and Medicare taxes, federal and state employment taxes,
employers' share of health insurance, holiday and vacation pay, retirement contributions. This list is only
suggestive and not definitive. Speak to your local tax expert or state compliance officer for guidance.
Calculating fringe will be covered shortly.

* These grants come from federal funds, so anything NRCS pays for can not be counted as
match — Hakeem’s time, truck mileage or rent/utilities.

*  Jenny is paid for 40 hours per week, but her time is split between her education work and the
grant work. The project is only paying her for 20 hours per week. The expense of the time she
spends on education work should not be included in the reporting.

t  Priya was already being paid for 40 hours per week, but she has been assigned to spend four
hours per week on this project. Those four hours are valid in-kind match, but her remaining time
should not be included in the reporting.
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Valid - | Valid - Not
Cash In-Kind | Valid

Monthly Reoccurring Expenses — 3 Months

Monthly SWCD Board Meeting

Larry E. — 15 mins at $50/hr Yes
Mari Q. — 15 mins at S50/hr Yes
Nigel R. — 15 mins at $50/hr Yes
Orville S. — 15 mins at S50/hr Yes
Peter T. — Never shows Yes
Building Rent and Internet - $385/month t t

t NRCS and ACSWCD pay rent and internet for the space which
now holds five employees. They each pay a pro-rated share.

Pro-rating the charge across the full staff works out to $77 per
person. Jenny’s share should be further divided in half.



Valid - | Valid - Not
Cash In-Kind | Valid

Special Events

Training at the State Office (July) — Mileage (prorated share) Yes

Corn Field County’s Field Day (August) — Registration Fee Yes

Project WILD Workshop (August) — Registration Fee and Mileage+ No
Amazing County’s Producer’s Meeting (September) — Farmer Vinny’s Fee Yes

¥ The Project WILD Workshop is a training for Conservation Educators.
Jenny attended the workshop as a training for her education work and it
has no connection to her grant-funded work.

The cost of the workshop and the money the SWCD reimbursed her for
mileage should not be included in the grant financial information.



Calculating Fringe/Benefits:

Most HR departments can give you a number to cover all the fringe. Depending
on what benefits they offer, they may have it as a percentage or a flat amount.
The best option is to ask them for the number.

If you need to determine it yourself, the proper way is:

. How do you calculate fringe benefits percentage on a salary? The rate
is calculated by adding together the annual cost of all benefits and
payroll taxes paid and dividing by the annual wages paid. For example, if
the total benefits paid were $25,000, and the wages paid were
$100,000, then the fringe benefit rate would be 25%.

. How do you calculate fringe benefits per hour? First: Calculate the
total cost of each fringe benefit provided to each employee on an
annual basis. Second: Annualize the cost of the benefit by dividing the
total cost of the benefit provided by 2080 hours (40 hours/week x 52
weeks) to obtain the hourly figure.

Typically, fringe rates fall about 30 to 50%. For our story, we are using a rate of
30%.



We are now ready to start tracking the project’s financial
information for the quarter.

Your method of tracking
the project may be similar
to this, or not. What'’s
important is to document
consistently in a manner
that makes sense to you.

Start by laying out the
Project Budget and who
has committed cash funds
to the project.

It is also important to track
when the committed funds
are transferred to the
project. Some funds may
be transferred before work
begins (Your NACD grant
partial payments, the
ACSWCD and the County
Council’s portions) some
you may need to request
after the funds are spent
(Dept. of Ag’s portion).

NACD Technical Assistance Grant

 Grant; $60,00000 | | | 8a5% |
| | 500000 AmazingCountyCouncil | 2.8% |
_ lsmoo000| | | |

~ GrantPayment | Julyl |$  15,000.00 ]
~|county Council uly1l % 2,000.00 ]
| s 14,250.00 ]

Each supporter’s funds can be thought of as a bucket of money for you to draw on
for cash expenses. Unless specified by one of the organizations supplying match,
each dollar you spend should be spread across each of the buckets (based on the
Cash Budget) when you pay it. Most grant recipients will only have Grant funds and
one other bucket.

For our example, for each $1.00 spent, take
85 cents from Grant Funds
1 cent from ACSWCD’s Funds
3 cents from County Council’s Funds
11 cents from Dept. of Ag’s Funds



Quarterly Expenses — July 1 to September 30

Explanation

Onboarding with Amy _ $46.80 3 hours x $12/hr x 1.30 (salary plus fringe)

4 hours x $25/hr x 1.30 (salary plus fringe)

Kelli's supervision 9/30| | $338.00 1 hour/wk x 13 weeks x $20/hr x 1.30 (salary plus fringe)

40 hours/wk x 13 weeks x $15/hr

9/30 | $2,340.00 |30% of payroll

20 hours/wk x 13 weeks x S15/hr

Jenny's Fringe 9/30 $1,170.00 30% of payroll

4 hours/wk x 13 weeks x $10/hr

Priya’s Fringe 9/30| |  $156.00 30% of payroll

3 monthly meetings x 15 mins x $50/hr

Mari's Board Meeting 9/30| | $37.50| 3 monthly meetings x 15 mins x $50/hr

3 monthly meetings x 15 mins x $50/hr

Orville's Board Meeting 9/30 _ $37.50| 3 monthly meetings x 15 mins x $50/hr

They might think about replacing Peter since he never attends.

Building rent and internet 9/30 _ $346.50 3 months x $77/person x (Joe and half of Jenny)

120 miles x $0.58/mile x 2 people x .25 (one person's share)

August Field Day Reg. 8/17 $20.00 | $10 per person for 2 people

Contracted Fee

Under ‘Expenses,’ list every valid cash and in-kind expense for the quarter. For
simplicity, we grouped weekly and monthly expenses onto one line each. It is better
to list each as it is paid.

The ‘Explanation’ block is optional. We’ve included it so you can see how each entry

was calculated. ' page19



Cash Expenses

The Cash Expenses are
distributed into the different

Gt TOLE G [BEREE O il Advertising | 7/1 | 5000 |  $0.00l 5000  $0.00  $0.00
||
Joe'spayroll | 9/30 |  $7,800.00 | $659155 $109.86 $219.72 $878.87

percent of Cash Budget.

]

Jenny'spayroll | 9/30 | $3900.00 | $329577  $54.93 $109.86 $439.44
]

AugustField DayReg. | 8/17 | $2000 |  $16.90  $028  $0.56 _ $2.25
]

_-_=____

NACD Grant 84.5%

Amazing County Council

Amazing County SWCD can now
invoice the State $1,952.68 to

collect the first portion of their
promised funding for this For the charges paid for with NACD Grant funds, they’ll need to be further

project. distributed across the different categories for the grant funds. You’ll need this
breakdown in order to enter the amounts into the Quarterly Report.

Advertising so00 | | [ | [ | 5000
||
Joe's payroll $659155 |$es9185 | | | | [ |

||

lenny'spayroll | $320577 |$329577 | | | | | |
||

AugustFieldDayReg. | $1690 | | | | | | 1690 |
]

__=__-____




In-Kind Expenses

The In-Kind Expenses should also be distributed into the different possible categories.

Onboarding with Amy 7/1

Kelli's supervision

Larry's Board Meeting

Nigel's Board Meeting

Building rent and internet

$46.80

$338.00

$37.50

$346.50

$1,722.10

$338.00

$338.00

$46.80

$176.80

$676.00

$34.80

$346.50

$346.50

$150.00




Submitting your Quarterly Report — Financial Information

The financial information is entered on the Quarterly Financial Report.

Access all of the TA Grant reports on the TA Grant Portal: https://www.nacdnet.org/technical-assistance-grants/technical-
assistance-grants-reporting/

Page 1 - Instructions Page 5 — Staff Hours

Page 2 - Grantee Information Page 6 — Contribution Match
Page 3 - Grant and Reporting Period Page 7 — Grant Funds

Page 4 — COVID Impacts Page 9 — Explanation (Optional)

Staff/Contractors Funded by TA Project

Page 5 of 10
No mater how you

Please include any staff or contractor who was being paid with Project Funds (NACD Grant or Local/State/Regional Cash Match

traCk your gra nt and and In-Kind Match) during the reporting period. In this section, Staff refers to anyone working on your Technical Assistance
decide what you are Project, ”.wt includes controctorsland reguforl stolff who have been tasked to spendlo set portion of therr'trr*r?e c:chlnevmg the

) ) accomplishments you proposed in your application, as well as anyone you are paying some or all of their time with the TA
reporting, completing grant funds.
the report will fO”OW Staff Hours has been split into two sections - Grant-Funded Staff Hours and Match-Funded Staff Hours. Please give your best
the same system_ estimate of the split between the two categories, the most important aspect is that the total correctly reflects all time spent on

this project between all staff and contractors involved in your project. This is discussed in the Financial Reporting Handout if you
would like an example.

Grant-Supported Staff Hours for Joe is 40 hours/wk and for Jenny is 20 hours/wk. For the quarter, they both would need
to be calculated for 13 weeks. ((40 + 20) x 13 = 780 Hours)

Based on the Cash Budget on Page 20, 85% of the time is paid by the grant funds. (780 hours x 85% = 663 hours) The
other hours are paid with match, as is Amy (3 hours), Betty (4 hours), Kelli (13 hours) and Priya’s (52 hours) time.

Grant-Funded Staff Hours” Match-Funded Staff Hours * Total 5taff Hours
663 189 852
Enter "0" if you have none to report for this Enter "0" if you have none to report for this

quarter guarter *



Page 6 — Contribution Match

Contribution Match Expended
Page 6 of 10

Please check the boxes of all the different types of contribution match sources utilized this quarter. New sections will
auto-populate for you to fill out the exact amounts of contribution funds made this quarter.

In this section it is VERY IMPORTANT to use the TAB key to move between the different entry boxes. Sometimes when the mouse
is used, the previously entered value is lost or modified.

Please do not enter the total of all your match for this project, only the portion you used during this period. Also, do not report
funds that were reported in previous reports.

Please refer to Match and Grant Funds Defined if you aren't clear where you should be reporting different spending. You might
also find it helpful to review the Financial Reporting Handout for examples of match and how to report them.

Match and Grant Funds Defined is included at the end of this handout on pages 30 and 31.
Contribution Match Sources

- in-Kind Match - District Funds - County [ Local Funds - State Agency Funds |:| State Association Funds
[ ] Private /NGO Funds | ] Tribal Funds [ | Other Funds

Amazing County has match from: In-Kind, District Funds, County/Local Funds and State
Agency Funds. They check just those boxes and will then only have questions about
those funds.




Each number entered can be found on the spreadsheet data on the previous pages of this
guide. For this example, all in-kind comes from the district office.

In-Kind Match

In-Kind is an expense that has to be paid whether the grant-supported employee is there or not, but is still connected in some
way to the employee.

Use this selection for all In-Kind you have to report.

For examples, see Technical Assistance Grants — Financial Reporting Guidance

Check any or all of the offices that are supplying measurable In-Kind support you want to report.

Sources of In-Kind Match

! District Office |:| County [ Local Office |:| State Agency Office |:| State Association Office |:| Private [ NGO FOffice |:| Tribal Office

|:| Other

Employee [ Contractor Administrative Support Other Staff Support Training
Supervision
il 176.80 £ 676.00 5| 34.80
¢ 338.00 Regular staff who have been taskaed to
spend a set portion of their time

achieving the uccomFlish_mcnts you
proposed in your application whose
salary/fringe is part of your match.

Equipment [ Space Other Other Description Sum of In-Kind Match

0

346.50

]

150.00 Board Mtg

i

1,722.10




District Funds

District Funds

If you are used to reporting district (supervision, training, support etc.) here, you now need to use the In-Kind option above. This
is for cash spending.

District Cash

| 244.08

County/Local Funds (but not Districts)

County / Local Funds
If you are used to reporting local (supervision, training, support etc.) here, you now need to use the In-Kind option above.

Local Cash

¢| 488.17




State Agency Funds

State Agency Funds
Operating Personnel Contract [ Grant Total State Funds
| 238.88 ®1 1,713.80 3 “| 1,952.68

Contribution Match

Do not attempt to fill in this section. The Contribution Match below auto-populates by adding all the contribution match funds
you entered above. However, you can check to make sure this total aligns with what you actually contributed in the quarter in
total. If not accurate, return above to make sure you entered accurately all your contribution match funds.

Sum of Contribution Match

2]

4,407.03
Including In=kind




Page 7 — Grant Funds

Grant Funds Expended
Page 7 of 10

Please provide the exact amounts of NACD Grant Funds expended for this period only. The Financial Reporting Handout has an
example that may help you understand how to complete this section.

Do not include match funds spent on the items below. Those funds should be reported as "CASH' in the previous section.

Do NOT re-report funds spent that were reported in an earlier report.

In this section it is VERY IMPORTANT to use the TAB key to move between the different entry boxes. Sometimes when the mouse
is used, the previously entered value is lost or modified.

Personnel Fringe Benefits Travel Contracting

£ 9,887.32 ¥l 2,966.20 8 il 84.51
Supplies Training Other Total Grant Funds
£| 1,690.14 5| 16.90 5 5| 14,645.07

Grant Funds only refers to the funds that NACD supplies through the Technical Assistance
grants. Even if you used some of your match funds to pay for the items listed here,
they should be reported as part of Match Cash on the previous pages. Page 27




Amazing County SWCD has now finished one quarter of
financial tracking for their Technical Assistance grant.

NACD Technical Assistance Grant

PRI ST | Grant:%000000 | | 845% |

the next quarter

startedoffwithNACD 1 | | | $7000.00Amazing County Council | 2.8% | |

sending their next

partial payment. In . Ismooooo . | |

addition, they
received their

payment from the _ GrantPayment  luyl | $1500000 | |
pepl of A for the _ CountyCouncll | huy1 | $00000 | |

funds spent from the

previous quarter. _ OurStateDept.ofAg | loct7 | $195268 | |

$34,952.68

It’s also good to notice that while the Match Cash only amounts to 15% of the Project’s Cash Budget, with the
In-Kind portion considered, the current match works out to about 23% of the first quarter Project Funds.
(Total Match is only required be 20% of the Project Funds. Any additional Match should be reported.)

Match funds spent $2.684.93 Be aware that this percentage may
Match In-Kind $1,722.10 shift because not every quarter will
include as much In-Kind Match.




National Association of
Conservation Districts

Technical Assistance Grants

This guide was created to help the organizations receiving our Technical Assistance Grants
understand how to report their financial information. We are committed to making the process
of reporting on these grants as straightforward as possible.

If you have any questions or feedback on the Quarterly Reports, or this guide, please contact:

Meg Leader

NACD Projects and Partnerships Coordinator
p: 812.512.1811

e: meg-leader@nacdnet.org




Match and Grant Funds Defined, page 1

NACD Technical Assistance Grants
Definitions and Clarifications for each Category of Grant and Match Funds

Grant Funds -the funds that NACD is making available through its Technical Assistance grants.
Match Funds - the local/state/other funds and in-kind support that the Grantee is using to support the Grant Funds. By the end of
the grant, the sum should be at least 20% of the Project Funds. This works out to 25% of the Grant Funds.

Project Funds - the total of Grant and Match Funds that are being used to complete this project.

Match Funds

In-Kind Grantee expenses that would happen if the grant-funded employee wasn't there, but support the person being

there.

Admin Support Pay/fringe/charges for processing the grant-funded employee's employment, but only for the time/charges

devoted to supporting them. (example - HR person managing personnel paperwork or an IT person getting the
grant-funded employee a working computer.

Training For training opportunities that the grant-funded employee might have, but there isn't an individual charge that
needs to be paid for the person to participate.

Other Any District based In-Kind that doesn't fit above. For example, the time of board members managing project
updates at meetings, etc.

District Funds Support supplied by the local organization who has the grant (often Conservation Districts) Referred to as Grantee
below




Match and Grant Funds Defined, page 2

County/Local Funds Support supplied by county/parish governments or by another local organization acting as the Grantee

Support supplied by a State/Territorial governmental unit

State Agency Funds

Personnel Funds directed to the Grantee that are directed to cover pay and fringe of the grant-funded employee

State Association Funds Support supplied by the State/Territorial CD association

Non-federal Grants Funds directed to the Grantee that have a specified purpose that the grant-funded employee is supplying

Private/NGO Funds Support supplied by private industries, charities or national (non governmental) organizations
Tribal Funds Support supplied by tribal resources
Other Funds Any other match that doesn't fit into the other categories.

Grant Funds

Personnel Grant-funded employee's pay paid with grant funds

Fringe Grant-funded employee's benefits and taxes paid with grant funds

Travel Grant-funded employee or contractor's travel expenses paid with grant funds
Contracting Cost of a contractor working for the Grantee to achieve project goals

Supplies Grant-funded employee or contractor's supplies paid with grant funds
Training Grant-funded employee or contractor's training expenses paid with grant funds

Other Other project expenses paid for with grant funds that don't fit into the other categories.

'



