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Chapter 1: Minnesota Soil and Water Conservation Districts
(This chapter was published April 1, 2020)

National History of Soil and Water Conservation

“History is largely a record of human struggle to wrest the land from nature, because man relies for sustenance
on the products of the soil. So direct, is the relationship between soil erosion, the productivity of the land, and
the prosperity of people, that the history of mankind, to a considerable degree at least, may be interpreted in
terms of the soil and what has happened to it as the result of human use.” - Hugh H. Bennett and W.C.
Lowdermilk, circa 1930’s

The United States of America has a long history of natural resources conservation. Minnesota’s soil and water
conservation districts (SWCDs) are based on a national model that dates back to the late 1930s. See the timeline
below to learn about major events related to soil and water conservation.

Timeline: National History of Soil and Water Conservation

e 1610-1775 Agriculture was the primary livelihood for 90% of the population in the United States.
Farmers primarily produced food for their own use.

e 1760-1840 (Industrial Revolution) The development of the steam engine changed agriculture from
subsistence farming to production farming.

e 1860-1905, the number of farms tripled. The main export crops were cotton, sugar and tobacco.

e 1862 Homestead Act allowed farmers to settle 160 acre tracts of land for almost nothing.

e 1862 United States Department of Agriculture (USDA) established.

e 1887 Hatch Act authorized the establishment of an agricultural experiment station, to be affiliated with
the land grant college of agriculture, in each state (7 U.S.C. 361a et seq.).

e 1896 USDA established the National Cooperative Soil Survey.

e 1912 Soil erosion research began on overgrazed rangeland in central Utah.

e 1914 US crop production surged to supply food for the US and Allied Nations in World War | (1914-

1918).

e 1928 USDA published Circular 33 titled, “Soil Erosion, A National Menace," written by Hugh Hammond
Bennett.

e 1929 USDA established and funded the ten soil erosion experiment stations in OK, TX, KS, MO, NC, WA,
IA, Wl and OH.

e 1933 Department of the Interior created the Soil Erosion Service (SES) as a temporary agency to
demonstrate practical conservation methods to farmers. Hugh Hammond Bennett served as the first
director of the SES.

e 1933 Civilian Conservation Corps and Federal Emergency Relief Act. Coon Creek Watershed in Wisconsin
selected as first to demonstrate soil conservation practices.

e 1934 (March) A large windstorm from the Great Plains swept dust into Washington D.C. Congress
decides action must be taken immediately. Watch: PBS Video, H.H. Bennett tours the country.

Watch: Discovery Channel video on Dust Bowl. Watch: PBS Video, the Dust Bow! Episode: Uncovering
the Dust Bowl.
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e 1935 (April) Soil Conservation Act recognized that "the wastage of soil and moisture resources on farm,
grazing, and forest lands . . . is a menace to the national welfare," Soil Erosion Service was renamed the
Soil Conservation Service (SCS), which became a permanent agency in the USDA. Hugh Hammond
Bennett was appointed as its chief and Walter Clay Lowdermilk was appointed its assistant chief.

e Secretary of Agriculture's Committee on Soil Conservation recommended that "all erosion control work
on private lands, including new demonstration projects would be undertaken by SCS only through legally
constituted Soil Conservation Associations. The Committee felt that the solution was to establish soil
conservation districts to lead the conservation planning effort at the local level. These associations,
which were the precursor to our modern-day soil and water conservation districts, were organized
around 11 Civilian Conservation Corps (CCC) camps and conservation demonstration projects.

e 1936 Soil Conservation and Domestic Allotment Act provided education to farmers about conservation
practices and rewarded farmers for planting trees and native grasses.

e 1937 (February) A model Soil Conservation District Law was developed for consideration by each of the
states.

e 1937 (August) The first soil conservation district was established in the Brown Creek watershed of North
Carolina.

e 1938 Three years after Roosevelt signed the Soil Conservation Act bill, soil erosion in the United States
had dropped 65 percent. Watch: PBS video “The Dust Bowl| Lessons.”

e 1944 Flood Control Act authorized 11 flood prevention project to help protect lives and property

following natural disasters.

e 1946 National Association of Conservation Districts founded in Chicago, lllinois with representatives
from 17 states.

e 1948 USDA published “Conquest of the Land Through Seven Thousand Years,” written by W.C.
Lowdermilk.

e 1948 Water Pollution Control Act was first major law enacted by Congress to address the problems of

water pollution.

e 1954 Watershed Protection and Flood Prevention Act protected watersheds from erosion,
sedimentation, and flooding.

e 1956 Soil Bank Program paid rental payments for retired cropland and provided financial incentives to
farmers for planting protective cover crops.

e 1972/1977 the Clean Water Act established the Water Bank program, which provided incentives to
landowners to protect wetland habitat.

e 1985 Food Security Act established the Sodbuster, Swampbuster, and Highly Erodible Lands Programs.
The Soil Bank Program became the Conservation Reserve Program (CRP).

e 1994 USDA renamed SCS as the Natural Resources Conservation Service (NRCS) to better reflect the
broad scope of the agency’s mission.

e 2002 Grasslands Reserve Program and Conservation Security Program are established to further
conservation on private land.
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Minnesota's Soil and Water Conservation History

Minnesota’s conservation history follows the national trends. However, due to the abundance of lakes, rivers

and wetlands in Minnesota there are many additional laws in place to protect these resources. The timeline

below shows major conservation-related events in Minnesota.

Timeline: Minnesota History of Conservation

1887 MN Drainage Law established a process to oversee drainage management among ditch owners.
1937 The Southeast Minnesota Soil Conservation Association lobbied the state legislature to pass a bill
permitting the establishment of soil and water conservation districts (SWCDs) within Minnesota, as
outlined by the guidelines in the U.S. Department of Agriculture (USDA) Soil Conservation Districts Law.
The bill passed, and the Minnesota Soil Conservation Districts Law became effective July 1, 1937. It
enabled farmers within set boundaries to organize for conservation purposes and gave them the power
to enter into legal agreements and furnish financial aid to landowners. Chapter 44A Soil Conservation in
the 1938 Supplement to Mason’s Minnesota Statutes (page 905), outlines the criteria and process for

creating soil conservation districts.

1937 The State Conservation Committee was established to organize the SWCDs. The committee later
became the districts’ administrative arm, called the Minnesota Soil and Water Conservation Board, and
later, the Minnesota Board of Water and Soil Resources (BWSR).

1938 Burns-Homer-Pleasant Soil Conservation District formed (May 3) in Winona County.

1938 (late) Rollingstone-Stockton-Gilmore Creek District formed, the second in Minnesota.

1955 Watershed Act provided the means to create watershed district anywhere in the state.

1960’s Soil Conservation District name changed to Soil & Water Conservation Districts.

1969 Shoreland Management Act ensured preservation and wise development of land bordering lakes
and rivers. Floodplain Management Act provided the State authority to regulate land uses on floodplains
to minimize potential flood damage.

1977 SWCD State Cost Share Program provided grants to soil and water conservation districts (SWCDs)
to help local landowners or land occupiers offset the costs of installing conservation practices that
protect and improve water quality by controlling soil erosion and reducing sedimentation.

1982 Metropolitan Surface Water Management required watershed districts and water management
organizations in the seven-county metro area to develop watershed management plans to protect water
resources. Metro cities are also required to develop and implement local water management plans.
1985 Comprehensive Local Water Management Act allowed counties to development and implement
comprehensive local water management plans (county water plans).

1986 Reinvest in Minnesota (RIM Reserve) program provided landowners with a payment to voluntarily
enroll land in a conservation easement.

1986 Winona County Soil and Water Conservation District was last district to form. The final merger of
three original conservation districts.

1989 Groundwater Protection Act provided a framework for protecting the state’s groundwater.

1991 Wetland Protection Act maintained and protected Minnesota’s wetlands and the benefits
wetlands provide.
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2006 Clean Water Legacy Act provides funding from sales taxes to a Clean Water Fund in order to
protect, enhance, and restore water quality in lakes, rivers and streams and to protect groundwater
from degradation.

2008 Clean Water, Land and Legacy Amendment to protect drinking water sources; to protect , enhance
and restore wetlands, prairies, forests; and fish, game and wildlife habitat; to preserve arts and cultural
heritage; to support parks and trails; and to protect, enhance, and restore lakes, rivers, streams, and
groundwater.

2012 Comprehensive Watershed Management through the One Watershed, One Plan program supports
partnerships of local governments in developing prioritized, targeted, and measurable implementation
plans on a watershed basis.

2015 Buffer Law required buffers on all public waters and public ditches.

Minnesota's SWCDs

The 1937 model Soil Conservation District Law did not provide any guidelines for establishing district

boundaries. USDA leaders generally favored watershed boundaries for districts. The first Minnesota SWCDs

boundaries were established on a watershed basis, which were later changed to a county basis. You can find
information about each SWCD on the Minnesota Association of Soil and Water Conservation Districts
(MASWCD) website.

Powers and Duties

Soil and water conservation districts (SWCDs) were created and operate under authority of MINN. STAT. 103C.
SWCDs are also subject to other state statutes and rules, which govern the conduct and operation of public
bodies. An SWCD:

may conduct resource surveys and demonstration projects.

may carry out soil and water conservation measures on any lands in the district with the consent of the
landowner.

may cooperate or enter into agreements with any governmental agency or individual landowner for the
purpose of carrying on a program of erosion prevention and control.

may purchase or accept property and income and provide equipment and supplies that will help to bring
about conservation practices.

may construct, install, improve, maintain, and operate such structures and works as may be necessary
for proper performance of the district.

may develop comprehensive and annual plans. These plans are required for the district to receive state
grant funds.

may assume land by purchase, lease, or otherwise to improve, maintain, operate, and administer any
soil and water conservation project undertaken by federal or state government.

may sue or be sued.

may require compensation or contributions for goods and services provided.

may make application or enter into an agreement with a designated authority for federal assistance.
may perform any other acts necessary to secure and use federal aid.
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e may acquire land, easements, or rights-of-way needed in connection with works of improvement
installed with federal assistance.

e may use necessary funds to provide membership in state and national associations that pertain to
district operations and is authorized to participate and appropriate necessary funds to defray expenses
of district representatives for meetings of such groups.

e may procure insurance directly or through the county in which the district is located.

e may publish any information relating to the activities of the district.

e may provide advice to or consult with county or municipal representatives.

e shall present an annual budget to the board of county commissioners.

SWCD General Services

SWCDs are local units of government that manage and direct natural resource management programs. Districts
work in both urban and rural settings, with landowners and with other units of government, to carry out actions
for the conservation of soil, water, and related natural resources.

General Operational Procedures

Formation
Residents can petition to BWSR to form a SWCD. The establishment process includes public hearings and a
referendum. See MINN. STAT. 103C.201 for the complete process.

Annexation
Residents may file a petition with BWSR to include additional area within an existing district. The petition
procedure is the same as the formation procedure. See MINN. STAT. 103C.205 for the complete process.

Consolidation
One or more districts may petition BWSR for a consolidation. BWSR will take action on the petition if signed by a
majority of the supervisors of each of the affected districts. See MINN. STAT. 103C.211 for the complete process.

Discontinuance
An SWCD may petition BWSR to request that the district be terminated, if the district has been in operation for
at least five years. See MINN. STAT. 103C.225 for the complete process.

Change of Name or Office Location
A SWCD may change its name (MINN. STAT. 103C.215 (2018)) or the location of its principal office (MINN. STAT.
103C.221 (2018)) by adoption of a resolution by a majority of the district board and approval by the BWSR.

The district board passes the appropriate resolution and the action is recorded in the minutes (Resolution for
Change of District Name or Resolution for Change of Location of Principal Office (see BWSR website for
resolution templates). The resolution form is completed and is signed by the district secretary. Two original
copies are sent to the BWSR and one copy is kept in the district files. After BWSR approves the change, the
resolution is filed with the Secretary of State office. Once filed with the Secretary of State, the change is official
and the district is notified by the BWSR.
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Intergovernmental Cooperation

Because SWCDs implement a broad range of local, state and federal conservation programs, they work with a
wide variety of organizations, including other SWCDs, counties, watershed districts, watershed management
organizations, state and federal agencies and non-government organizations. SWCDs are required to “cooperate
as far as possible with federal, state, and local agencies and with private organizations in order to avoid
duplication and to enhance implementation of public and private conservation initiatives within its jurisdiction”
(MINN. STAT. 103C.331 (2018)).

SWCDs may enter into agreements with other units of government to accomplish their work. The most common
types of cooperative arrangements are:
e Joint powers entity. The joint operation is governed by a joint powers board, which has the power to
receive and expend funds, enter contracts, etc. A new legal entity is created.
e Service contract. One governmental unit purchases a service from another.
e Mutual aid. Two or more governmental units agree to assist each other when needed, often in
emergency situations.
e Shared resources. Two or more governmental units share the use and ownership of facilities or
equipment.
e Shared personnel. Two or more governmental units share an employee.

An SWCD may join or cooperate by agreement as provided in MINN. STAT. 471.59 (2018) with another SWCD in
an operation or project in which the SWCDs have a common interest (Minn. STAT. 103C.231 (2018)). One
specific type of this agreement is for the Technical Service Areas program [hyperlink to TSA chapter]

SWCDs and Counties

Although SWCDs are independent local units of government, they have a unique relationship with county
government. Since SWCDs do not have taxing authority, they must rely on county government to supplement
their operating expenses. SWCDs must submit an annual budget to the county board. Some county boards treat
their SWCD like other county departments and fund it on a relative scale with other county departments. The
level of county support depends on the strength of the relationship between the two boards. From a planning
standpoint and a resource protection standpoint, it makes sense that SWCDs and counties work closely toward
common goals. By using the county’s taxing authority and ordinance functions, the SWCD is able to accomplish
some things it would be unable to do alone.

Counties often delegate state programs to the SWCD such as administering the Wetland Conservation Act, local
water planning program and county agricultural inspector program. The county provides the funding to
implement those programs.

For more information, watch this presentation about SWCDs and counties given by LeAnn Buck, Executive
Director of the Minnesota Association of Soil and Water Conservation Districts (MASWCD).
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SWCDs and the Board of Water and Soil Resources (BWSR)

BWSR is the state administrative agency for SWCDs, as well as, watershed districts, watershed management
organizations, and in some cases, counties. BWSR works with SWCDs and other local government partners
through planning, technical and regulatory oversight, and performance review. As the state’s water and soil
conservation agency, BWSR directs, coordinates, and provides funding to local governments to help private
landowners and communities meet their conservation goals and responsibilities.

SWCDs and Other Partners

SWCDs frequently collaborate with other partners on projects, programs or initiatives related to conservation on
private lands. The Minnesota Association of Soil and Water Conservation Districts (MASWCD) maintains a list of
partners and links on their website.
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Chapter 2: SWCD Board of Supervisors

(This chapter was published April 1, 2020)

Minnesotans entrust soil and water conservation district (SWCD) supervisors with some of the state’s most
precious assets: our natural resources. Your primary responsibility is to ensure that your community uses its
natural resources wisely, with an eye toward the future.

To do this, you must seek and achieve a delicate balance between people and the land we inhabit. The future of
Minnesota’s environment rests on your ability to maintain this balance and garner your neighbors’ support for
an active and protective natural resources program.

In order to be an effective board member and feel a sense of accomplishment for the people you serve, you
must have a good working knowledge of your responsibilities as an elected official and as an SWCD board
member.

Eligibility

To be eligible to file for the office of SWCD supervisor, you must:
e be eligible to vote in Minnesota
e have not filed for another office at the upcoming primary or general election* (with certain exceptions —
see below)
e be 21 years of age or more upon assuming office
¢ have maintained residence in their district for at least 30 days before the general election

*A candidate for SWCD supervisor in a district not located in whole or in part in Anoka or Washington County,
may also have on file an affidavit of candidacy (MINN. STAT. 204B.06 (2018)):
e for mayor or council member of a statutory or home rule charter city of not more than 2,500 population
contained in whole or in part in the SWCD; or

e for town supervisor in a town of not more than 2,500 population contained in whole or in part in the
SWCD.

Supervisor Districts

SWCDs, with the approval of the BWSR Board, can change from the at large election of supervisors to election by
a nomination district. If an SWCD decides to have an election by a nomination district, supervisor districts must
align with county commissioner districts. There can be greater than five supervisors in counties with more than
five county commissioners.

Establishment of Supervisor Nomination District Boundaries

Supervisors Elected at Large (MINN. STAT. 103C.311, subd. 1 (2018))

The SWCD board decides on the boundaries. Description of the boundaries should be defined by:
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1. Townships or other legal boundaries. If a township or other boundary unit is further divided, any
permanent identifiable means such as highways, streams, streets, etc., may be used. This description is
to be recorded on the Nomination Districts Resolution form.

2. Population and area balance are not a requirement.
At the general election, all eligible voters throughout the area included in the SWCD are eligible to vote.

Supervisors Elected by Nomination Districts (MINN. STAT. 103C.311, subd.2 (2018))

The SWCD board decides to follow the county commissioner boundaries and elect the supervisors accordingly.
The supervisor districts must be comprised of precincts established by county and municipal governing bodies
under MINN. STAT. 204B.14 (2018). This description is to be recorded on the Nomination Districts

Resolution form. The supervisor districts must be:

e compact, include only contiguous territory, and be substantially equal in population,

e numbered in a regular series,

e drawn by the county board of the county containing the largest area of the SWCD, in consultation with
the SWCD board and with the approval of BWSR.

If a nomination district is entirely within lands of an American Indian tribe or band to which Minnesota election
laws do not apply, a supervisor to represent the district shall be elected or appointed by the governing body of
the tribe or band.

The SWCD board shall provide staggered terms for supervisors elected by district. After each redistricting, there
shall be a new election of supervisors in all the districts at the next general election. Exception - if the change
made in the boundaries of a district is less than five percent of the average population of all the districts, the
supervisor in office at the time of the redistricting shall serve for the full term for which elected. The SWCD
board shall determine by lot the seats to be filled for a two-year term, a four-year term, and a six-year term. If a
supervisor moves from one nomination district to another, the supervisor will finish the term for which elected.

The boundaries of the supervisor districts must be redrawn after each decennial federal census as provided
in MINN. STAT. 204B.135 (2018). The chair of the SWCD board files a certified copy of the resolution establishing
supervisor districts with the county auditor of the county where the SWCD is located, BWSR, and the secretary

of state. The filings must occur within 80 days of the time when the legislature has been redistricted or at least
15 weeks before the state primary election in a year ending in two, whichever comes first

At the general election, only eligible voters within the supervisor nomination district are eligible to vote.
Nomination Districts Process

The SWCD board secretary completes the Nomination Districts Resolution, signs it after it has been approved by
the SWCD board and sends three copies to BWSR along with a map showing the boundaries. A list of the

supervisors indicating the nomination district for each should also be sent to BWSR.

At the next BWSR Board meeting, the resolution will be reviewed and acted on. After BWSR has approved the
boundaries, the three approved copies will be returned to the SWCD. At that time, the SWCD should have the
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county auditor sign and date all three copies. The county auditor retains one copy, one copy is filed in the
SWCD’s files, and the other copy is returned to BWSR.

If, in the establishment of nomination districts, two SWCD supervisors are in one nomination district, each will
complete the term for which elected. Adjustments will be made when terms expire. The first supervisor whose
term expires will go off the board and a new supervisor will be elected from the nomination district that does
not have representation on the board.

Changes in Supervisor Nomination District Boundaries
Nomination district boundaries can be changed by the following procedure:

1. The SWCD supervisors at a regular board meeting should adopt a new resolution using the Nomination
Districts Resolution form and mark “REVISED.” This form should list the new boundaries. The SWCD
board secretary should complete and sign the form, giving the date of the meeting and the vote.

2. The secretary should write a letter to BWSR giving the reasons for the changes in boundaries. If
supervisors would be representing different nomination districts, this information should also be given.

3. These items, including three copies of the resolution form, should be sent to BWSR.
4. Atthe next BWSR Board meeting, the resolution will be reviewed and acted on.

5. After the BWSR Board has approved the boundaries, the three approved copies will be returned to the
SWCD. At that time, the SWCD should have the county auditor sign and date all three copies. The county
auditor retains one copy, one copy is filed in the SWCD’s files, and the other copy is returned to BWSR.

6. Since the filing period is from late May to early June and the process needs to be completed by the first
of May, SWCDs need their resolution to change boundaries to BWSR by at least March 1. To allow
adequate time to complete any supervisor nomination district changes and to complete filing with the
county auditor, SWCDs need to start discussing boundary changes around January or February.

Elections

You can find the current year’s Elections Guide on the Minnesota Association of Soil and Water Conservation
Districts website. The guide contains information on filing for office, frequently asked questions, recruitment
and sample forms.

Terms

In almost all cases, supervisors are elected for terms of four years commencing on the first Monday in January
(MINN. STAT. 103C.315, subd. 2 (2018)). There is no limit to the number of consecutive terms a supervisor may
hold.

Oath of Office

Newly elected supervisors should take the oath of office at their first SWCD official meeting, which occurs on or
after the first Monday in January following the general election. Some counties hold ceremonies for all newly
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elected officials in January following a general election. Supervisors may wish to participate in the ceremony as
well. (MINN. STAT. 358.05 (2018))

Vacancies

If a supervisor moves out of the SWCD, the supervisor must resign his or her position and the SWCD board must
fill it in an appropriate manner.

If a vacancy occurs on the SWCD board more than 56 days before the next state primary, the SWCD board shall
fill the vacancy by appointment. The appointed supervisor then holds office until the first Monday in January
following the next general election. A successor shall be elected at the general election following the
appointment and hold office for the remainder of the term or for the next regular term, whichever is
appropriate.

If a vacancy occurs on the SWCD board less than 56 days before the next state primary, the SWCD board shall fill
the vacancy by appointment. The appointed supervisor shall hold office until the expiration of the term or until
the first Monday in January following the second succeeding general election, whichever is shorter. A successor
shall be elected at the general election preceding expiration of the appointed term and hold office for the
remainder of the term or for the next regular term, whichever is appropriate.

Appointed supervisors can take office at the meeting at which the appointment is made. (MINN.
STAT. 103C.305, subd. 6 (2018)).

Conflict of Interest

SWCDs are subject to state laws, which prevent public officials from securing benefits or privileges not available
to the public. Each SWCD should adopt and follow a conflict of interest policy. Supervisors should abstain from
making motions or voting on SWCD board actions that directly affect them, such as action on a cost-share
program contract for themselves or a family member. (MINN. STAT. 609.45 (2018)).

Gifts

SWCD supervisors and employees are forbidden by law from receiving unauthorized compensation, which
includes gifts. A “gift” is defined as money, real or personal property, a service, a loan, a forbearance or
forgiveness of debt, or a promise of future employment, that is given and received without the giver receiving
something of equal or greater value in return. (MINN. STAT. 609.45 (2018))

Compatible Offices

The office of SWCD supervisor and the offices of mayor, clerk, clerk-treasurer, or council member in a statutory
or home rule charter city of not more than 2,500 population contained in whole or in part in the SWCD are
compatible offices and one person may hold both offices. A person holding both offices shall refrain from voting
or taking any other formal action on any matter coming before the SWCD board or the city council or town
board that has a substantial effect on both the SWCD and the city or town. This subdivision does not apply to an
office located in whole or part in Anoka, Hennepin, Ramsey, or Washington County.” (MINN. STAT. 103C.315,

subd. 6 (2018))
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Time Off for Public Office Meetings

A supervisor must be permitted to take time off from their regular employment to attend meetings required by
their public office. The supervisor is responsible to come to an agreement with their employer as to whether the
time off will be without pay, with pay, or made up with other hours. Retaliatory action cannot be taken by the
employer for absences to attend meetings required by the SWCD supervisor’s office. (MINN. STAT 211B.10,

subd. 2 (2018))

Removal

A supervisor may be removed from office for malfeasance or nonfeasance in office, but for no other reason.
(MINN. STAT. 351.14 to 351.23 (2018))

Compensation

Compensation for supervisors is paid at a rate established by resolution of the SWCD board. The rate cannot
exceed the limits established by statute and BWSR. Compensation is on a per diem (per day) basis. Only one per
diem payment is allowed each day, regardless of the number of SWCD activities in which a supervisor may
participate in that day. A day is defined as the twenty-four hour period from midnight to midnight.
Compensation for SWCD supervisors is considered income and must be reported in accordance with tax
regulations. Meetings and other activities must be deemed necessary to the conduct of SWCD business to be
eligible for compensation and expenses.

All meetings and events, other than regular SWCD board meetings, need to be authorized by the SWCD board
and recorded in the minutes of the meeting at which authorization is given. When possible, such authorization
should be prior to the event or meeting.

An oath of office must be completed before any claims can be paid to a supervisor. The date on which the oath
is taken must be prior to or the same date as the date for which compensation and expenses are first claimed.

Compensation is for the position of supervisor. As a result, only one per diem can be paid if the outgoing and
incoming supervisors attend the same meeting. The per diem could be divided between them. Mileage could be
provided to both.

Reimbursement: Mileage

Vehicle mileage for the conduct of SWCD business is paid at a rate up to the maximum tax-deductible mileage
rate permitted under the federal Internal Revenue Code (MINN. STAT. 103C.315, subd. 4 (2018)). Claims for
mileage must include the date, event or purpose of the expense, location, and mileage for the most direct route.

Mileage rates in excess of those allowed by tax regulations can result in a tax liability on the excess.

Reimbursement: Meals and Lodging

Meals for supervisors, when necessary and while conducting business of the SWCD, may be reimbursed at actual
costs. Claim forms must include the date, event or purpose of the expense, place, and amount.
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Meals, lodging, or other expenses for relatives of supervisors or relatives of SWCD employees must NOT be paid
from public funds. Public funds include SWCD (regardless of source), county, state, or federal funds. The costs of
overnight lodging are limited to actual costs. If a room is shared with people not on official SWCD business, a
spouse as an example, only the single room rate can be claimed.

Supervisor Roles and Responsibilities

There are two key aspects to the role of a supervisor on an SWCD board: policy development and annual and
long-range plans and budgets.

Policy Development

The SWCD board of supervisors is a policy board, meaning that its primary focus is not on running the day-to-day
activities of the SWCD, but on setting overall policy and long-term objectives. The staff then uses these policies
and objectives to ensure that the SWCD is proceeding in the general direction laid out by the board.

Board policy is a key element in the smooth operation of the SWCD. The board should develop policies on items
ranging from expenditure of cost-share funds to the election of officers. Do not wait until a situation arises
requiring a policy; develop a policy beforehand so that guidelines are available if a question is raised. (See box
on the previous page for examples of the types of things for which policies should be developed.)

Although it is the board’s responsibility to develop policy and the staff’s responsibility to implement it, you will
find that the fairest and most useful policies are developed with the help of significant staff input.

Planning and Budgets

Because board members focus on long-range objectives and goals, one of the most important parts of your job
is developing your SWCD’s plans. Plan types include annual or biennial plans and budgets, comprehensive plans,
water plans, etc.

Supervisors must be involved in all aspects of plan development and implementation, particularly in determining
the long-term objectives of the SWCD. When working on the annual and long-range plans, supervisors should
take a strong leadership role in the following areas:

e Definition of purpose: Supervisors must determine the purpose of the SWCD in the community.

e Prioritization of resource problems: Supervisors must decide which resource problems the SWCD will
address and their relative importance. Supervisors should look at the big picture and develop broad
policies that address the resource as a whole in their SWCD area. Staff can work within these broad
policies to address individual concerns.

e Development of objectives: Supervisors must adapt the objectives they feel the SWCD should pursue to
meet the resource needs of the SWCD area.

e Determination of actions: Supervisors must outline the actions to be taken by the board and staff to
carry out their stated objectives. These actions should be consistent with their stated purpose and will
result in a more effective conservation program.
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e Adoption of plan: The board must formally adopt the plan. To achieve full participation in the planning
process by both board and staff, a planning committee may be formed to develop the plan for
recommendation to the board. The chair may appoint one or two board members to work with staff to
develop the plan.

All plans and budgets should be reviewed on a regular basis to determine if goals are being achieved. The stated
goals can be compared with actual performance and dollars available. Supervisors can use this information to
decide what changes, if any, may be necessary to keep the SWCD on track.

Training and Leadership Opportunities

As a supervisor, you need orientation and ongoing training to perform your duties effectively. The Minnesota
Association of Soil and Water Conservation Districts (MASWCD) offers the Leadership Institute that provides
individuals with skills to excel as leaders in conservation.

Training can also be provided by the SWCD manager or staff. In this case, the National Association of State
Conservation Agencies or NASCA, has a training checklist available. Each supervisor should have a training plan,

which is reviewed and updated regularly.

Board Officers

The supervisors shall elect or appoint officers for the SWCD and the SWCD board (MINN. STAT. 103C.321
(2018)). A chair of the SWCD board shall be elected from its own members. A secretary and a treasurer shall be
appointed who need not be members of the board. Officers shall have the powers and duties incident to their

respective offices, and other powers and duties expressly prescribed by law or directed by the SWCD board.

Chair

The chair is the steering mechanism of your SWCD. It is up to the chair to do that little extra to motivate board
members and other public-minded individuals to do what they can to assist in serving the present and future
citizens of the SWCD. After receiving a few years of board experience, a supervisor should welcome the
opportunity to be chair of the board. It provides an opportunity to become more closely involved and gain a
broader perspective of the total program and its purpose.

Specific responsibilities of the chair are to:

e Preside at all meetings.

e Call special meetings when necessary.

e Meet with SWCD manager and heads of other agencies involved at least two weeks prior to the
scheduled meeting to develop and/or discuss agenda items. This can be done by a short office visit and
perhaps a few telephone calls. A formal meeting may not be necessary.

o Refer regularly to the long-range goals of the SWCD and the SWCD annual plan of work and operations
when preparing the agenda, trying to ensure that all planned activities are addressed.

e Make sure a copy of the agenda, minutes of the previous meeting, and a financial statement (at a
minimum) are sent to each board member at least a week prior to the meeting.
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e See that agendas and pertinent material are sent to all individuals who should attend the meeting and
take part in the discussion.

e Keep in contact with other supervisors on the progress of various programs delegated. Insist on regular
attendance of supervisors.

e Call meeting to order promptly and at the specified time. Follow proper rules of order for a business
meeting. A well-planned meeting should take no longer than two hours.

e Recognize visitors and other individuals present at the board meeting.

e Assume the role of facilitator. This will encourage all supervisors to participate in discussion of existing
issues.

e Complete an item of business in the order listed before taking up the next item. Stick to the agenda.

e Utilize special committees to involve individuals other than board members and require committee
reports at board meetings.

e Avoid the "rubber stamp approach." Encourage board members to question staff or individual
presenters regarding clarification of a specific point, thus, allowing them to draw conclusions to
adequately make their own decisions.

e Adjourn meeting promptly after all business has been completed.

Vice Chair

The vice-chair position becomes most important in the absence of the chair. The vice-chair should note the
activities of the chair and how they are carried out, in case it is ever necessary for the vice-chair to chair a
meeting.

Specific duties of the vice-chair are to:
e Assume the duties of the chair in the absence of the chair.
e Assist in organizing and implementing the SWCD program.
e Oversee the work of committees and coordinate their reports as delegated by the chair.
e Be familiar enough with the total program of the SWCD to be able to work closely with the chair and fill
in when necessary.

Secretary

The primary responsibility of the SWCD board secretary is to arrange for the recording of official proceedings of
the board and to see that the entire board approves the minutes as the legal record of the SWCD. As elected
officials using public funds, these minutes should then be signed, becoming the permanent record of what is
done and why. Copies for general information purposes should be forwarded to the area and central office of
BWSR. They can also be sent to other interested organizations: the local chapter of the employees association,
other state agencies, etc.

Specific duties of the secretary are to:
e Make a complete record of all proceedings.
e Indicate date and place of meeting, refer to whether it is a regularly scheduled meeting or a special
meeting, official presiding, names of all those present including visitors, organizations represented, and
names of supervisors absent.
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e Record each motion in full.

e Complete action on each item of business so that a record can be made of what was addressed and
completed.

¢ Initiate correspondence on behalf of the board as the need arises.

e Inform the chair of any business that should come before the board.

e Sign the official copy of the board minutes after approval by the board at the next meeting and see that
the chair does likewise.

Treasurer

The SWCD treasurer is responsible for the financial matters of the SWCD, including the financial records. The
treasurer co-signs SWCD fund checks and special fund vouchers after approval of the board. The treasurer and
secretary should be bonded. In many cases, the two SWCD staff are also bonded to handle payroll and
miscellaneous items. This is a convenience for the staff and allows for day-to-day activities to be conducted
smoothly. The secretary and officer positions can be combined if the role is being filled by a supervisor.

Specific duties of the treasurer are to:

e Maintain complete and accurate records of receipts and expenditures. Include SWCD staff's program
records and trial balance.

e Be prepared to answer questions from other board members regarding monthly and/or quarterly
financial statement as well as year-end figures.

e Pay bills approved by the board and issue receipts for incoming funds or designate staff to do so.

e Make sure program records and general journal provides for adequate number of accounting categories
to handle all general and special-use programs.

e Assure that all bills authorized for payment by the SWCD board are recorded in the minutes of the
meeting.

e  Work with the SWCD staff to develop a fiscal year budget.

e Arrange for surety bonds covering appropriate SWCD supervisors and staff.

Public Relations and Information (PR&I)

The public relations and information officer serves as the liaison between the SWCD and the public. This person
works with the media and other community organizations, such as schools, to educate the public about natural
resources and the activities of the SWCD.

Template A: Nomination Districts Resolution

Be it resolved by the Soil and Water Conservation District Supervisors that
pursuant to M.S. 103C.311, the district be divided into five areas for nominating candidates for the positions of
Soil and Water Conservation District Supervisors to be elected at large as follows:

District Description of Boundaries
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l, , Secretary of the Soil and Water

Conservation District, do hereby certify that the above resolution relating to the division of the
Soil and Water Conservation District into five nominating areas was adopted by
the said District Supervisors at a regular meeting held on ,20 , that | have

compared the above copy with the original resolution as set forth in the minutes of said meeting, and it is a true
and correct copy of and transcript from said original and the whole thereof. | further certify that said meeting of
the Board was duly called and held, that a quorum of members of said Board was present thereat, and that said
resolution was duly adopted thereat by a vote of to of the members present.

Signed:

Soil and Water Conservation District

Be it resolved by the Board of Water and Soil Resources that the division of

the Soil and Water Conservation District into five nominating areas as set forth
in the above resolution adopted by the supervisors of said district on , 20 , is hereby
approved.

l, , Executive Director of the Board of Water and Soil Resources,

do hereby certify that | have compared the above copy of resolution relating to the division of the
Soil and Water Conservation District into five nominating
areas adopted by said Board at a regular meeting held on ,20

_____,with the original as set forth in the minutes of said meeting, and that said copy is a true and correct copy
of and transcript from said original and the whole thereof. | further certify that said meeting of said Board was
duly called and held, that a quorum of members of said Board was present thereat, and that said resolution was
duly adopted thereat by a vote of to of the members present.

Signed:

Board of Water and Soil Resources

Filed day of , 20
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Signed:
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Template B: Oath of Office Template

, do solemnly swear that | will support the Constitution of the

(Name of Supervisor)

United States and the Constitution of the State of Minnesota, and that | will faithfully discharge the duties of the
office of supervisor, upon which | am now about to enter.

Supervisor's Signature Date

Address Telephone No.

City, State, Zip

Nomination District Number

of

Soil and Water Conservation District.

Subscribed and sworn to before me this
of , 20

day

(District Supervisor or Notary Public)
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Chapter 3: Employees
(This chapter was published April 1, 2020)

Summary

Employees hired by a soil and water conservation district (SWCD), regardless of the source of funds, are
employees of the SWCD and are the responsibility of the SWCD board of supervisors (supervisors). Employees
are subject to and receive the benefit of employment policies established by the supervisors as well as state and
federal employment laws. Legal questions regarding employment should be referred to your legal counsel, in
most cases this is the county attorney of the respective county in which your SWCD is located.

Employee Handbook

It is strongly recommended that supervisors develop and adopt an employee handbook to support district
policies and to provide a clear, uniform, and comprehensive set of expectations and processes for the
administration of personnel issues and benefits. The following is a list of items that are recommended for an
employee handbook in addition to the topics covered in this chapter.

¢ Introduction, purpose, and administrative procedures

¢ District board resolution adopting the handbook and policies contained therein

¢ Employee signature page to provide acknowledgement of their receipt and review of the handbook

¢ Definitions

e Employee relations policies

¢ Employee compensation and benefits structures

e Expected work schedule for each employment class if there are multiple

e Expense reimbursement policy

e Employee development

e Performance evaluations, disciplinary action, and grievance procedures

e Data practices and employment records policies

Employee Recruitment, Hiring, and Termination

Lead Staff

The supervisors are responsible for hiring qualified administrative and technical staff to carry out the everyday
operations of the SWCD and ensure the SWCD continues to progress and fulfill its mission, goals, and associated
plans. Personnel management structures for each SWCD may vary, however it is imperative that a formalized
administrative structure is adopted where the supervisors hire or identify a lead staff position to aid in
administration and supervision of other SWCD employees and act as the key point of contact for the supervisors
as well as the public.
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Recruitment

Once the supervisors have decided to hire, you must authorize an official position opening and subsequent
notice to be posted to the SWCD website, and other official communication sources or locations that would
attract a qualified candidate. Important items to include in the position opening include location, timeline of the
opening, required qualifications of the successful candidate, salary range, benefits package, and duration of
employment whether permanent, part-time, or other terms of employment that may exist. Notice that the
Federal Fair Labor Standards Act (FLSA) provides for federal minimum wage requirements, overtime
compensation, and record-keeping procedures. Minnesota has similar fair labor laws, refer to MINN. STAT.
177.21-177.35 (2018).

During or before a position is posted the supervisors should identify a process for hiring the employee to include
application screening and who will serve on an interview panel or hiring committee. For positions other than the
lead staff to be hired, you should include the lead staff in the process of establishing the open position
description, screening, and interviewing potential candidates. The supervisors can also request the assistance of
other professionals familiar with SWCD operations in screening or interviewing applicants.

Hiring an Employee

Official Action to Hire

Upon hiring a candidate for a position, the supervisors must take action at a board meeting prior to the
employee’s first day of work and the action must identify; employee by name, the position to be filled, starting
salary, benefits eligibility, any employment conditions placed on the employee, and the official start date.

Delegation of Hiring Authority

The supervisors may delegate hiring authority to individual supervisors or lead staff. Delegation should be to no
fewer than two supervisors and the official action to delegate should be recorded in the minutes of the meeting
at which the delegation occurred, and all requirements of the open meeting law must be met if the delegation

occurs with a quorum of supervisors present.

New Employee Orientation

It is incumbent upon the supervisors and lead staff to ensure newly hired employees are acquainted with
workplace procedures, office operations, organizational structure, and the responsibilities of each staff position.
A best practice of SWCDs is to adopt an onboarding procedure that outlines which staff person is responsible for
providing guidance to a new employee depending on topic.

Retention

Employee retention means hiring, training, and keeping qualified staff to carry out the duties of your SWCD. It
takes time and accumulated knowledge for employees to grow in their position. Turnover means this process
starts over again, which is costly to your SWCD. Resources will be needed to pay for repeated trainings and
onboarding. It is also difficult on landowners and other staff to repeatedly develop new relationships with
employees who may not be well versed on their issues or roles. Retention can be difficult due to myriad reasons
for staff to leave that are both personal and professional, such as spouse’s careers, distance from home, and
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other employment opportunities. However, there are a few proven ways to increase the tenure of staff at their
given place of employment:

e Provide competitive pay and benefits commensurate with professional resource management.
Balancing resources is challenging. Use a proven wage scale and do your homework on what the
position is worth compared to other positions in the area.

e Provide a flexible work environment to allow your employees to strike a work and home life balance.
Employees should be encouraged to use the benefits of the job they’re given.

e Provide proper training and support to your employees. If they need training to do their job well or if
there is an interest in topics outside their typical job duties that benefit them, and the organization
make sure they have the opportunity to obtain it. Develop and use an SWCD training budget for
professional growth and certifications.

There is plenty of information found on the internet regarding techniques for employee retention. If you find it
difficult to keep employees at your SWCD for various reasons you can look to these resources, or you can
potentially use the BWSR Performance Review and Assistance Program (PRAP) to help evaluate the potential
reasons for turnover and help provide solutions to correct them.

Termination and Succession

At Will Employment

Minnesota is an “at will” employment state. An employee may quit for any reason; an employer may terminate
employment for any reason as long as that reason is not illegal, such as discrimination based on race, creed,
color, sex, national origin, ancestry, religion, age, disability, sexual orientation, or marital status. Consult with
your legal counsel for questions on “at-will” employment and exemptions.

Notice of Separation

No notice of separation is required by law, by either the supervisors or the employee for any reason. Courtesy,
remaining in good standing, and time to collect benefits may be reasons notice should be given.

Payment of Wages and Benefits Due

A terminated employee's paycheck is to be issued within 24 hours of the employee's demand for wages (see
MINN. STAT. 181.13 (2018)). If an employee quits, wages are due within the next pay period that is more than
five days after quitting. However, wages must be paid within 20 days of separation (see Minnesota Statutes
181.14). When the discharged or quitting employee was entrusted with money or property during employment,
the employer shall have an additional 10 calendar-days after the date of the employee's separation to audit the
accounts of the employee before the employee's wages are to be paid.

SWCD policy can determine when any benefits are due, such as vacation, sick leave and severance packages.
Limits on leave accrual should be identified in the employee handbook. Benefits are payable within 30 days of
when they become due. If owed and not paid by the employer, the employee may file a claim for those benefits
in the conciliation court in the county in which the employee worked for the employer (see MINN. STAT. 181.74
(2018)).
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Reason for Termination

An employer must give a truthful reason why an employee was terminated, if requested in writing by the
employee. Request must be made in writing by the employee within 15 working-days of termination. The
employer has 10 working days from receipt of the request to give a truthful reason in writing for the
termination.

Succession

Your SWCD should always have a plan in place for replacing employees at each position. In many cases
succession is important because roles such as a lead staff position can be difficult and time consuming to
replace. Identifying current staff that have the skills to move into a higher-level position is important, and if
identified they should be increasingly trained on those duties commensurate with the anticipated schedule of
the position to be replaced. It can be difficult for your SWCD as a small entity to develop all the staff to move
into higher roles as turnover occurs. In that case simple things like maintaining updated position descriptions
and discussing the needs of the district periodically and how those needs will be addressed with newer staff can
go a long way to saving time and money when replacing a staff member.

Compensation and Benefits

Wages and Pay Equity

SWCDs are subject to the provision of Local Government Pay Equity (MINN. R. 3920), which requires that jobs of
equivalent complexity and responsibility be compensated at a comparable level. You can look for more
information from Minnesota Management and Budget at www.mmb.state.mn.us.

Position Classification

SWCDs have a wide variety of customers and duties that require special knowledge, skills, and abilities. Positions
within your district should reflect the scope of work and be labeled accordingly. For example, many districts
operate with a district manager who oversees the administrative requirements of day to day operation and
supervision of employees, and a district technician who is typically the resource expert and is the point person
who deals with customers and projects. There are no requirements that you establish official classifications for
each position, but it is encouraged to clearly identify the roles and responsibilities of each employee by giving
them an adequate title. Position classifications or titles should also be reviewed periodically to see how
workload has shifted and whether or not the classification still fits with the role of your employee. This is
typically included as part of the employee’s regular personnel evaluation.

Wage Scales
Similar to position classifications, there are no requirements that SWCDs develop a wage scale or step system.

The provisions of pay equity law, as mentioned above, only require that employees be compensated at a
comparable level to jobs of equivalent complexity and responsibility. You should however set a goal for the
district for each position. Some considerations include what neighboring districts compensation levels are for
similar positions, and how your compensation levels reflect on your overall budget. If a wage scale or step
system is developed for each position, these should be included in your SWCD personnel handbook so
employees have a clear expectation of what their salary range will be. It should also be clear how often an
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employee can expect to review their compensation level and what factors may lead to an adjustment including
performance and workload considerations or merit.

Personnel Evaluation

Employees of SWCDs should expect to have their performance evaluated periodically by the supervisors and/or
lead staff of the SWCD. This is an opportunity to evaluate goals for the employee or position from the previous
review period and set new goals or expectations based on the needs of the district, and award achievement or
address shortcomings. Similar to wage information, the process for evaluation should be outlined in the
personnel handbook so your employees have a clear expectation of when and how this process will occur.
Additionally, for newer employees you may want to include an additional evaluation as a probationary period
ends as a logical check-in or termination point.

Benefits

There are several benefits afforded to employees of SWCDs including vacation days and predictable work
schedules. Benefits packages are set almost exclusively at your discretion as supervisors but should be clearly
outlined in policy and in your personnel handbook.

General Legal Benefits
Some employment benefits are required under state and federal laws. These benefits include worker’s
compensation, social security, Medicare, unemployment, etc. and are further described in the next section.

Public Employees Retirement Association

SWCDs participate in the Public Employees Retirement Association (PERA). This is a retirement benefit of public
employees across the state including county employees and teachers. All activity and inquiries about this
program should be directed to the local PERA office or representative. Or visit the PERA website at
www.mnpera.org, or by calling 1-888-892-PERA (7372).

Insurance Benefits (Health, Dental, Life, Disability, etc.)

Many SWCDs offer stipends or additional salary to help cover the cost of many types of insurance for
employees. As requirements for providing actual insurance benefits for employees change frequently, insurance
benefits policies should be reviewed often with your legal counsel. In general, if you offer any kind of pre-tax
insurance benefit to an employee, you have to cover all of your employees. You can also speak with your county
administrative department to see if you can be included into a group plan for county employees to help defray
some of the direct costs to the SWCD.

Holidays
Holidays are generally days in which the office is closed, but full-time employees are compensated for a full day

of work. In some cases, part-time employees may be compensated depending on their employment conditions
or at a pro-rated level. Minnesota and the federal government have prescribed public holidays in which public
business may not be conducted (except for Columbus Day) and are listed below. As a board you can offer
additional holidays as you see fit. These should be clearly outlined in your personnel handbook.
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¢ New Year’s Day

e Martin Luther King, Jr. Day
e President’s Day

e Memorial Day

¢ Independence Day

e Labor Day

e Columbus Day

e Veteran’s Day

e Thanksgiving Day

e Christmas Day

Paid Time Off

Paid time off is a major consideration for employers to offer employees, and also a major consideration of
prospective employees when choosing a place of employment. In general, public employees are offered
vacation and sick leave fringe benefits. It is at your discretion how to structure these benefits. Consulting with
your county administrative department is always a good place to start.

Personal or Sick Leave
Personal or sick leave is generally leave that is accrued for the purposes of an employee to use when they are
unable to perform work duties due to personal or family illness. It is up to supervisors to determine which uses

are deemed appropriate for sick leave. Your personnel handbook should outline the rates at which sick leave
hours are accrued, the purposes for which those hours are eligible, and what happens to accrued sick leave
hours upon termination of employment. For extended leave situations you should consult with Minnesota
Counties Intergovernmental Trust (MCIT) and your legal counsel regarding implications of the Family Medical
Leave Act (FMLA), Minnesota Human Rights Act (MHRA) and the Americans with Disabilities Act (ADA).

Vacation Leave Accrual

Vacation leave is generally offered to full-time, regular employees at a rate commensurate with their years of
service according to an accrual rate structure set by the supervisors and may be offered to part-time employees
on a pro-rated scale. In addition to setting accrual rates, you should consider a maximum number of hours that
an employee may carry over from year to year, as well as how those hours are calculated into a severance
package upon termination of employment. There are no state laws that apply to vacation leave offered by an
employer, it is purely the discretion of the supervisors.

Bonuses

Public employees in Minnesota are not eligible to receive bonuses. MINN. STAT. 609.45 (2018) forbids public
officers or employees from receiving unauthorized compensation which includes gifts. Bonuses are considered
gifts under the statute. Supervisors may establish a performance award system, but you should discuss any such
system with legal counsel prior to adoption.
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Other Employment Considerations

Unemployment

Employees of the SWCD are covered under unemployment compensation laws. Unemployment compensation is
administered by the Minnesota Department of Employment and Economic Development (DEED). Visit
www.deed.state.mn.us for more information.

Workers Compensation

The SWCD must carry worker’s compensation insurance. MINN. STAT. 103C.331, subd. 18 (2018) authorizes the
SWCD to require the county to provide workers compensation coverage. Contact MCIT for more information.

Social Security

SWCDs must participate in the social security system. All activity regarding this program is conducted between
the SWCD and the Social Security Administration directly. More information can be found on their website at
WWW.SS3.80V.

Occupational Health and Safety Act (OSHA)

MINN. STAT. 182 (2018), and MINN. R. 5210 (2018) covers the Minnesota Occupational Health and Safety Act.
Employers are required to post notices to inform employees of their rights and obligations under OSHA. Further
requirements can be obtained from the Minnesota Department of Labor and Industry.

Fair Labor Standards

SWCD employees are covered under state and federal fair labor standards acts. These statutes cover wage laws
and work hours. Further information should be available from your county or through the state and federal
department of labor websites www.dol.gov/whd for federal requirements and www.doli.state.mn.us for state
requirements.

Personal Conduct

Professional Behavior

The employees you hire should be expected to represent the values and professionalism of your SWCD. These
expectations should be the subject of the first discussions had with a new employee and should be outlined in
your employee handbook.

Legal and Ethical
There are many legal and statutory guidelines which SWCDs must work within. SWCD employees should be

diligent with district property and finances, ensure they conduct their business in a safe manner, and respect
constituents and customers of the SWCD. Employees should not accept gifts for their work, endorse political
candidates, or use district equipment for personal gain. SWCD employees are occasionally entrusted with
personal data that should be protected using established SWCD policies and the Minnesota Government Data
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Practices Act (MINN. STAT. 13 (2018)) and any other information the SWCD has chosen to protect. Employees
who are made aware or have witnessed unethical or illegal behavior by other employees should immediately
report it to the lead staff or supervisors.

Dress Code

Many SWCDs do not have a dress standard. However, employees should dress appropriately for their respective
position. Remember your employees represent the image of your SWCD and should represent it appropriately.
Any policies set by the supervisors should be addressed in the employee handbook.

Smoking
Minnesota law prohibits smoking indoors in public places, places of employment, public transportation, and

public meetings (MINN. STAT. 144.411 — 144.417 (2018)). Employees who do smoke should utilize a designated
area away from public entry to the office or facilities. Consideration should also be given to whether or not
smoking will be allowed in district vehicles.

Conflict

Conflicts can occur in any workplace. As supervisors, you should set policies and have a structured process for
dealing with workplace conflict. You should also work closely with your lead staff and with your legal counsel in
instances where workplace conflict may rise to the level of harassment or creation of a hostile work
environment as they can increase your liability as a district. MCIT may also provide resources on resolving
conflict.

Sexual Harassment

Sexual harassment is defined as any unwelcome sexual advances either verbal or physical, including instances
where submission to the advances is a requirement for employment or favorable treatment, and where
rejection of the advances leads to decisions of demerits, termination, or unfavorable treatment. It can also be
less direct including overly sexual language or innuendo that causes an employee to perceive their work
environment as hostile or unwelcoming. SWCDs should have a strong sexual harassment policy in their
employee handbook that prescribes actions in detail should a complaint arise, steps to be taken, and ultimately
consequences should an individual not conform to the policies. You should also contact MCIT about providing
training to your board of supervisors and employees periodically.

Use of District Property

Vehicle Policy
Vehicles are an important piece of equipment for your employees to conduct regular business of the SWCD.

They are also one of the more expensive pieces of equipment you entrust your employees with, therefore you
should establish a policy on the proper and safe use of vehicles. Policies governing vehicle use typically include
whether or not they can use it for personal use, where the vehicle is stored, maintenance schedules, how repair
work is authorized, and the requirements of who may operate the vehicle and what requirements they must
meet to be authorized.

2022 Archive SWCD Operational Handbook 36



Technology Policy

Technology is another tool your employees must have in order to perform their job well. Technology is also
rapidly advancing, and policies should exist to protect your SWCD, employees, and customers from being
jeopardized. Since much of the data kept at SWCDs is now in digital form, it is important for SWCDs to have a
strong data practices policy, and technology policy to limit who has access to SWCD computer systems and files,
and how those systems are accessed by those who are authorized. This policy may also prescribe equipment,
hardware and software upgrade schedules. MCIT can provide more information on technology policies that may
be useful to your SWCD.

Damaged or Missing EQuipment Reporting

Loss prevention is an important aspect for all businesses. You should have a system for employees to report
damaged or missing equipment, whether you rely on the lead staff or you set up an inventory management
system, equipment can be costly and the quicker reporting happens the better response you can formulate.
Policies may include taking weekly or monthly inventories of equipment of certain types, maintenance
schedules, replacement plans, and requirements for who may be liable for the equipment damage. Typically,
employees are not personally liable, however it should be determined how the equipment was used and what
led to the damage.

Conflicts of Interest

Public employees and elected officials are prevented by numerous statutes from having an interest of personal
or financial gain in the business of the public body for which they are appointed. Supervisors should adopt a
policy to address potential conflicts of interest, including following a conflict of interest statement. Examples
may be obtained by contacting your county or MCIT.
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Chapter 4: Meetings and Committees
(This chapter was published April 1, 2020)

Open Meeting Law

The Minnesota Open Meeting Law requires that governmental meetings be generally open to the public (MINN.
STAT. 13D (2018)). A soil and water conservation district (SWCD) is a public body and as such, all meetings must
generally be open to the public when required or permitted by law to transact public business in a meeting. The

open meeting law serves three vital purposes:
e Prohibits actions from being taken at a secret meeting where the interested public cannot be fully
informed of the decisions of public bodies or detect improper influences.
e Ensures the public’s right to be informed.
e Gives the public an opportunity to present its views

Meeting Types, Purpose, and Noticing Requirements

Public notice generally must be provided for meetings of a public body subject to the open meeting law. The
notice requirements depend on the type of meeting. However, if a person receives actual notice of a meeting at
least 24 hours before the meeting, all notice requirements under the open meeting law are satisfied regardless
of the method of receipt (MINN.STAT. 13D.04, subd. 7 (2018)).

Under open meeting law, anyone can file a written request for notification of meetings, which the board of
supervisors must comply with. You should have a system to record and comply with the requests, as well as to
document that you have fulfilled the requests. Annually, you may want to send out a verification that the
requestor still wishes to receive notifications. Alternatively, the SWCD may establish an expiration date for a
request notice, and annually send a notice to refile the request (MINN. STAT. 13D.04, subd. 2 (e) (2018)).

Regular Meetings

Each SWCD determines their schedules for meeting dates and times. Typically, these are held at regular intervals
and adopted into the SWCD’s bylaws. The regular meetings are open to the public and used to conduct the
SWCD’s business, usually on a monthly schedule. The SWCD must keep a schedule of its regular meetings on file
at its primary office. The SWCD should annually review the meeting schedule and set an alternate meeting day
for any regular meeting days that fall on a legal holiday during that year. If the SWCD decides to hold a meeting
at a different time or place from that stated in its schedule of regular meetings, it generally must give the notice
required for a special meeting. Typical agenda items may include new and old business, financial reports, review
and approval of meeting minutes, review of various SWCD contracts, program and activity reports.

Special Meetings

A special meeting refers to any meeting at a time or place different from that stated in the SWCD board’s
schedule of regular meetings. The board may transact any business within its powers at a special meeting if
proper notice has been provided. Examples of a special meeting topic include approval of a time sensitive
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contract, personnel related decisions, or other topics of a time-sensitive nature. All statutory provisions
governing regular meetings, including the open meeting law (MINN. STAT. 13D.04 (2018)), apply to special
meetings. See Table 3: Meeting Posting Requirements for more information on how to notice these meetings.

Examples of special meetings include emergency or annual meetings, public hearings, and workshops.

Emergency Meetings

An emergency meeting is a special meeting called by the board due to circumstances that, in its judgment,
require immediate consideration. The procedure for notifying board supervisors of emergency meetings is the
same as that for special meetings. The public notice requirements, however, are different. The board must make
good-faith efforts to provide notice of the emergency meeting to all media that have filed a written request for
notice. The notice must include the subject of the meeting. A published or posted notice is not necessary.

Annual Meeting
A board may choose to hold an annual meeting for the purpose of planning that year’s activity. This can be one

of the regular scheduled meetings, or a special meeting, but is usually established in the SWCD’s bylaws. Typical
agenda items may include review and adoption of local policies, review of the annual work plan and past
accomplishments, review of bylaws or other governing procedures, election of officers or committee
appointments or other activities that can be done on an annual basis, as opposed to regular monthly business.
Open meeting law noticing requirements apply (MINN. STAT. 13D.04 (2018)).

Public Hearings
A public hearing is a meeting where members of the public can express their opinions regarding a particular

issue. The board is there to regulate the hearing and make sure that people who want to speak get an
opportunity to do so. The board does not deliberate or discuss matters during the public-hearing portion of a
meeting; instead, it listens to the public. A board may hold public hearings even when they are not legally
required to do so. Generally, hearings of this type allow the public to comment on a specific issue. Such hearings
can be helpful in raising concerns about an issue that the Board may not have considered. Public hearings may
be held outside of a regular meeting date or time or as a part of a regular meeting. When a specific statute or
rule provision requires the board to hold a public hearing, any specified notice requirements must be followed.

Workshops
A board may decide to hold a workshop as a separate meeting, or as part of a regular meeting. Workshop topics

vary but usually focus on strategic planning or in-depth review of topics. A board committee meeting is usually
considered a workshop, as the members are typically working on developing a recommendation to the full
board for consideration. Open meeting law notice requirements still apply to board workshops.

Adjourned Meetings

The terms “adjourned,” “continued,” and “recessed” are often used interchangeably when referring to meetings
that are postponed to a future time for lack of a quorum, for convenience, or to complete pending business
from a regular meeting. Although a quorum is necessary to conduct business, less than a quorum may adjourn
or postpone a regularly organized meeting to a fixed, future time. When the board calls an adjourned meeting to
complete pending business, the adjournment should be treated as a recess. If the date, time, and place of the
adjourned, continued, or recessed meeting are announced at the previous meeting and the information is
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recorded in the meeting minutes, no additional public notice is necessary. Otherwise, the notice required for a
special meeting is necessary.

Closed Meetings

The open meeting law is designed to favor public access. Therefore, the few exceptions that exist are carefully
limited to avoid abuse. Before closing a meeting under any of the following exceptions, a board must make a
statement, on the record, that includes the specific grounds to close the meeting and describes the subject to be
discussed. All closed meetings (except those closed under the attorney-client privilege) must be electronically
recorded. The same notice requirements that apply to open meetings also apply to closed meetings. For
example, if a closed meeting takes place at a regular meeting, the notice requirements for a regular meeting
apply. Likewise, if a closed meeting takes place as a special meeting or as an emergency meeting, the notice
requirements for a special meeting or an emergency meeting would apply. See Table 2 for a list of typical
subjects that a SWCD may close a meeting for.

Electronic Meetings

A meeting may be conducted by interactive television or other electronic means in compliance with the open
meeting law if all four of the following requirements are met:
e Atleast one board supervisor is physically present at the regular meeting location.
e All board supervisors must be able to hear and see each other and all discussion and testimony
presented at any location at which at least one Board supervisor is present.
e All supervisors of the public at the regular meeting location must be able to hear and see all discussion,
testimony, and votes of all board supervisors.
e Each location at which a board supervisor is present must be open and accessible to the public.

If possible, a member of the public should be allowed to monitor the meeting electronically from a remote
location. Caution should be taken if the SWCD begins to rely on electronic means for conducting business, as
statute is not clear as to how to interpret many of the issues that may arise when conducting meetings in this
manner.

Meeting Content

The SWCD’s bylaws should establish an order of business and a process for placing items on an agenda. For
regular meetings, many SWCDs have found the following order of business convenient:

e Callto order

e Public Address to the board

e Approval of meeting minutes

e Consent agenda

e Reports of officers, boards, and committees

e Reports from staff and administrative officers

e Unfinished business

o New business

e Resolutions or board actions to be taken

e Miscellaneous announcements
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e Adjournment

Utilizing Consent Agendas

By resolution or through bylaws, a board may establish a consent agenda containing routine, non-controversial
items that need little or no deliberation. The chair or the person responsible for placing items on the agenda
prepares the consent agenda. By a majority or higher vote, the board can approve all actions on the consent
agenda with one vote. This practice can help a board move routine items along more quickly so that there is
time for discussing important issues. A board may consider items such as approval of meeting minutes,
treasurer’s reports, program reports or final approval of changes requested at a previous meeting.

It is the responsibility of each member to read and review consent agenda items and address any concerns prior
to the meeting. If a board member objects to an item being placed on the consent agenda, it should be removed
and acted on as a separate agenda item.

Board Packet and Printed Materials

Boards may find it useful to prepare a packet of information relative to the discussion and decisions to be made
at the meeting. Generally, the SWCD staff will prepare the supporting information for the board to review based
on the agenda topics. Sending out the information 5-7 days in advance of the meeting gives the supervisors
time to review and formulate questions to be discussed at the meeting to make the most informed decision
possible.

Under open meeting law, at least one copy of all printed or prepared meeting materials that was available to the
board members before or during the meeting must be available in the meeting room for inspection by the public
during the meeting. A common best practice is to make the materials available on the SWCD website prior to
the meeting.

Conducting the Meeting

SWCD bylaws usually cover issues like the place and time of regular board meetings, the order of business,
parliamentary rules governing board procedures, minutes, and standing and special committees.

Rules of Order

Parliamentary procedure is a system of rules that aid in transacting meetings. The rules are designed to preserve
order, expedite business, and protect the rights of those involved in making decisions. The chair, as presiding
officer, is responsible for guarding against abuse of the procedures. The effective use of parliamentary
procedures is the joint responsibility of the chair and all board supervisors. The rules of parliamentary procedure
apply only if the board formally adopts such rules. Roberts Rules of Order (newly revised) is designed for
meetings of large bodies. Rather than adopt these rules as a formal procedure to always follow, a board can
agree to informally follow the rules while conducting meetings (League of Minnesota Cities, 2018).
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Meeting Roles

Supervisors, as representatives of the people, are obligated to conduct the business of the SWCD in an orderly
and business-like manner. Successful board meetings depend upon the direction given by the chair and upon the
willingness of board supervisors to carry out their assignments as appointed.

Officer Roles

The board should define officer positions and their roles within the SWCD bylaws. Typical officer positions
include the chair, vice-chair, treasurer, and secretary. For more information on roles and responsibility of each
officer, see Chapter 2: SWCD Board of Supervisors.

Staff Roles

The board decides the level of staff involvement in the SWCD’s meeting. A typical staff role may be reporting on
SWCD activities in relation to their position, providing feedback on discussions as requested or providing
documentation to the board.

Public Roles

Members of the public are invited to attend any open meetings. Many boards allow a public comment period on
their regular meeting agendas. The board may limit the amount of time for individual comments, but suitable
time should be allowed to allow members of the public to express their opinions on relevant topics.

Meeting Minutes

Minutes are an official record of actions the board or committee took at a meeting, not a record of everything
that was said. They serve a historical purpose, but just as important, they serve a legal purpose, documenting
the group’s adherence to the proper procedures and the SWCD’s bylaws. Board minutes and recordings are part
of the legal public record and may be viewed by members of the public or during litigation.

Since minutes are public documents that members may ask to review, be clear on what to exclude. Avoid direct
guotations; even without a name, the speaker may be identifiable. Don’t report details of discussions, especially
who said what. When items not on the agenda are discussed, note simply that “time was provided for
supervisors to discuss items not on the agenda.” And remember that minutes are not the place for future action
items or to-do lists.

Finally, once the minutes are approved, destroy any notes and audio or video recordings of the meeting, with
the exception of records made during closed meetings (See Table 2: Closed Meeting Subjects, Purposes, and
Noticing Requirements for SWCDs). The final approved minutes should be the only record of the meeting that
you distribute and keep. (American Society of Association Executives, 2017)

Contents of the Meeting Minutes

The minutes of an organization should contain a record of what is done and not what is said. The Minnesota
Office of the State Auditor (OSA) (State of MN Office of State Auditor, 2012) states that minutes should contain,
at a minimum:

e the subject matter of a motion;
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e the persons making and seconding a motion;

e theroll call vote on a motion;

e the character of resolutions or ordinances offered, including a brief description of their subject matter;
and

e whether the motion to approve a resolution or ordinance was defeated or adopted.

Similarly, open meeting law requires that minutes include the individual votes of each member of the governing
body on any action, including each appropriation of money other than “payments of judgments, claims, and
amounts fixed by statute.” Beyond these statutory requirements, the decision regarding how elaborate or
extensive the minutes should be is within a board’s discretion.

The OSA also recommends that meeting minutes include the following information in addition to the statutory
minimum requirements:

e type of meeting (regular, special, adjourned regular, adjourned special, recessed, or emergency)

e type of group that is meeting (i.e., the governing body or a committee)

e date and place the meeting was held

e the time the meeting was called to order

e approval of minutes of the previous meeting, with any corrections noted

e identity of parties to whom contracts were awarded

e abstentions from voting due to a conflict and the member’s name and reason for abstention

e reasons the governing body awarded a particular contract to a bidder other than the lowest bidder

e approval of hourly rates paid for services provided, mileage rates, meal reimbursement amounts, and
per diem amounts

e alisting of all bills (including per diems) allowed or approved for payment, noting the recipient, purpose
and amount

e alist of all transfers of funds

e appointments of representatives to committees or outside organizations

e reports of the officers

e time the meeting concluded.

Approval

Meeting minutes should be approved by the board, usually at the next meeting. The minutes should be signed
and dated by a designated member of the board to indicate that they are the official meeting minutes, usually
the secretary or chair. The approved minutes are the official record of the proceeding. Once the board has
formally approved the minutes of any meeting, they should not be changed under any circumstance. The board
can dispense with the reading of the minutes if all supervisors have received them prior to the meeting or
include approval in the consent agenda.

Amendments

If the board finds a mistake in the minutes of the previous meeting, the Secretary should correct the minutes. If
the secretary declines, the board can order the change by motion and a vote. The secretary must then make the
change and show in the minutes that the change was made by order of the board.
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Record of Minutes

The SWCD board shall keep a full and accurate record of all proceedings, decisions, resolutions, and orders
issued or adopted (MINN. STAT. 103C.325 (2018)). The board must keep a record of approved minutes. The
records should be kept in a format and quality that will ensure permanent records. Because minutes would likely
be considered official papers of the SWCD, they should be signed by the secretary. Minute books are public
records and must be available for public view at any reasonable time.

Board Discussions and Decisions

The Board has options for providing direction to its staff on how to carry out its business. A board may choose to
come to decisions by consensus or give its staff general direction without formal motions or resolutions. Some
business, such as entering into grant agreements, cost share contracts, or adopting operating procedures, is
required to have board approval through motion or resolution. Refer to Table 3 for a list of common SWCD
business decisions requiring discussions, motions or resolutions.

Principle Motions

A motion is a matter of parliamentary procedure. Motions generally are made orally and may introduce
decisions or resolutions, amend them, and take any other action. Refer to Table 4 for a common list of motions
and the rules for using them.

Resolutions

A resolution is essentially a formal, written expression of an approved motion. Boards should use resolutions for
any action of a temporary, routine, or administrative nature. A resolution must be used when required by law.

If the Board has any doubt whether a motion or a resolution is necessary to take a particular action, it is
generally best to proceed as if the action requires a resolution. In its traditional form, a resolution begins with a
“whereas” clause or clauses explaining the reason for the action, followed by the substance of the resolution
beginning with “Therefore, be it resolved” or some similar phrase.

Voting Procedures

The board may adopt parliamentary procedures or different voting procedures through its bylaws. However, an
SWCD board is allowed to have informal discussion and decision making to give direction to its staff. In some
cases, a Board is required to follow its adopted procedures to conduct some business, such as entering binding
agreements. Table 4 contains a list of common motions and voting procedures.

Committees

A board can form committees for any purpose they see fit. Most often committees are used when the board
feels more review or involvement from members is needed than what can be obtained at a regular meeting.
Committee members are nominated by members and appointed by the chair.
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Generally, committees are structured to provide recommendations to the full board for consideration, but other

authorities can be granted. Specific duties of the committee and any delegated authorities are voted on by the
board. Table 1 is list of common committees of an SWCD board and the typical duties.

Table 1. Common Committees of an SWCD Board.

Committee

Budget

Personnel

Policy

Equipment and
Services

Public
Relations or
Social Media

Strategic
Planning

Issue Specific

Typical Duties/Actions

Develop an annual budget, review financial statements from
the previous years, set short and long-term financial goals or
make recommendations for policy to the board.

Provide guidance, oversight, and support to the SWCD
manager as it develops and implements employee staffing,
performance reviews and compensation policies. The
personnel committee should act in accordance with the
SWCD’s personnel policy and recommend amendments to
the policies as needed.

Review and draft policies as needed to define SWCD conduct
and activities. Annually review existing policies and
recommend amendments. Review changes in statute or
policy that affect the SWCD and make recommendations to
the board.

Annual review needed equipment purchases or upgrades,
develop budgets and estimates for committee or board
review. Review SWCD services provided to the public, make
recommendations to the board on adjustments.

Make recommendations for the SWCDs plan to promote
public participation.

Short/long term planning of SWCD goals and vision. Evaluate
progress towards adopted plans.

A temporary committee to work on a particular decision
issue.
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Suggested Members

Chair, Treasurer, Qualified
Staff

Chair, Qualified
Supervisor(s), SWCD
Manager

Chair, Qualified
Supervisor(s), SWCD
Manager

Chair, Treasurer, Qualified
Supervisor(s), Qualified Staff

Qualified Supervisor(s),
Qualified Staff

Chair, Qualified
Supervisor(s), SWCD
Manager, Qualified Staff

Qualified Supervisor(s),
Qualified Staff, Member of
the Public

45



Advisory An advisory committee may be appointed by the Board for Qualified Supervisor(s),
Committee' any reason: general planning and strategy, project specific, Qualified Staff, Member of
etc. the Public

'SWCDs are not required by statute to have a formal advisory committee.

Enforcing Meeting Conduct

It is the role of the chair to ensure that board meetings are run efficiently. Part of those duties may be to
enforce meeting rules and ensure proper conduct of the members, staff and/or public. Additionally, those rules
and enforcement procedures may extend to the conduct of those individuals outside of a meeting, while
performing their job or public duties.

Board Conduct and Enforcement

A board may choose to adopt a policy to guide conduct of individual supervisors in relation to meeting conduct,
interactions with the general public, or involvement with its staff. In order to enforce these policies, a board may
choose to adopt actions in its bylaws, which may include reprimands, censures, or other actions. SWCD
supervisors are elected officials. As such, they cannot be removed except in the case of documented
malfeasance.

Open Meeting Law Penalties

Board supervisors are subject to MINN. STAT. 13D.06 (2018) which states the penalties for violations of open
meeting law. In summary of the statute, a supervisor found guilty of open meeting law violations can be held
personally liable and subject to a fine in an amount not to exceed $300 for a single occurrence, which may not
be paid by the SWCD. If the same supervisor is found guilty in three or more actions related to SWCD business,
they forfeit their right to serve on the board for an equal time of the term elected. In addition, a court may

award court fees up to a stipulated amount for legal costs incurred to any party, depending on the findings of
the case.
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Table 2. Closed Meeting Subjects, Purposes, and Noticing Requirements for SWCDs.

Subject Matter

Purpose

Noticing/Recording

Requirements

Special Considerations

Misconduct
Allegations or
Charges

Performance
Evaluations

Attorney-client
Privilege

A public body must close one
or more meetings for
“preliminary consideration”
of allegations or charges of
misconduct against an
individual subject to its
authority.

A public body may close a
meeting to evaluate the
performance of an individual
who is subject to its
authority. The public body
must identify the individual
to be evaluated before
closing the meeting.

A meeting may be closed if
permitted by the attorney-
client privilege.
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Must be electronically
recorded; record kept for
at least 3 years. Record is
“private personnel data”
and is accessible to the
subject of the data but not
to the public.

If this type of meeting is
closed, it must be
electronically recorded,
and the recording must be
preserved for at least three
years after the meeting. At
its next open meeting, the
public body must
summarize its conclusions
regarding the evaluation.

No requirements.

This type of meeting must be
open at the request of the
individual who is the subject
of the meeting. If the public
body concludes discipline of
any nature may be
warranted, further meetings
or hearings relating to the
specific charges or
allegations that are held after
that conclusion is reached
must be open.

This type of meeting must be
open at the request of the
individual who is the subject
of the meeting.

Meetings between a
government body and its
attorney to discuss active or
threatened litigation may
only be closed, under the
attorney-client privilege,
when a balancing of the
purposes served by the
attorney-client privilege
against those served by the
open meeting law dictates
the need for absolute
confidentiality.
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Purchase or A public body may close a

Sale of Real or  meeting to:
Personal
Property Determine the asking price

for real or personal property

to be sold by the public body.

Review confidential or
protected nonpublic
appraisal data.

Develop or consider offers or
counteroffers for the
purchase or sale of real or
personal property.

Table 3. Meeting Posting Requirements.

Meeting Type

Posting Deadlines

Must be tape-recorded.

Must be preserved for 8
years and must be made
available to the public only
after all transactions
discussed are finalized or
abandoned.

A list of members and all
other persons present at
the closed meeting must be
made available to the
public after the closed
meeting.

Before holding a closed
meeting under this
exception, the public body
must identify on the record
the particular real or
personal property that is the
subject of the closed
meeting. The actual purchase
or sale of the real or personal
property must be approved
at an open meeting, and the
purchase or sale price is
public data.

Posting Requirement

Regular Meeting' Scheduled

Special Meeting'

prior to the meeting.

OR

This notice shall be posted and
mailed or delivered at least 3 days

Kept on file at its primary office.

If holding a regular meeting at a time or place
different from the time or place stated in its
schedule of regular meetings, it shall give the
same notice of the meeting that is for a special

meeting.

Post written notice of the date, time, place, and
purpose of the meeting on the principal

bulletin board of the public body, or if the
public body has no principal bulletin board, on
the door of its usual meeting room. Notice
mailed or delivered to those who have filed a

Emergency
Meeting'

Publish notice once, at least 3 days
prior, in the newspaper of the public
body or newspaper in the general
circulation.

Given by telephone or by any other
method used to notify the members
of the public body as soon as
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written request for notice of special meetings.

Good faith effort to provide notice of the
meeting to each news medium that has filed a
written request for notice if the request
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reasonably practicable after notice includes the news medium's telephone

to the members. number.
Annual Meeting' Same as regular or special meeting as scheduled.
Public Hearing? When holding a public hearing, notice requirements may be different under the

applicable statute for that hearing. Reference applicable statute when scheduling
public hearings.
Workshop' Same as regular or special meeting as scheduled.

'See MINN. STAT. 13D.04 (2020) for additional requirements and exclusions for noticing meetings.
2Statute dependent.
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Chapter 5: Natural Resource Planning and Evaluation

(This chapter was published April 1, 2020)

Natural resource management revolves around planning, implementation and evaluation. Planning involves
analysis of present conditions, past and future trends, identifying and prioritizing issues, and establishing goals
and actions. Successful planning leads to implementing actions outlined in the plan, followed by an evaluation
of their outcomes.

Planning
SWCDs develop and use many types of plans, including strategic plans, operational plans, and resource plans.

e Strategic plans outline a vision for the SWCD and how the vision will be achieved, typically ranging
between three to five years in the future.

e Operational plans include actions to be achieved, the programs to be implemented, and the budget
allocated to each program within a given year.

e Resource plans address natural resource-related concerns or issues identified by implementing specific
actions within a five to ten-year timeframe. These plans can be developed at any scale, ranging from a
parcel to a watershed.

The Minnesota Association of Soil and Water Conservation Districts (MASWCD) provides support for developing,

implementing, and evaluating strategic and operational plans. This chapter will focus on resource plans that are
described in Minnesota Statutes Chapter 103B and 103C.

BWSR Administered Natural Resource Plans

SWCDs develop, implement, and evaluate natural resource plans in order to manage their local natural
resources within a specific area or project site. The goal of these plans is to address resource issues that are
identified by implementing specific actions. There are many types of natural resource plans that SWCDs are
involved in and BWSR does not administer, for example, lake management plans, farm management plans, and
forest stewardship plans. The remainder of this chapter is dedicated to natural resource plans that BWSR
administers, including:

e SWCD comprehensive plans

e Comprehensive local water management plans

e Comprehensive watershed management plans (developed through BWSR’s One Watershed, One Plan
program).

Natural resources plans have evolved over time due to an increase in knowledge, technology and data (Figure
1). With each new plan type, the planning process and plan content has become more thorough. Natural
resource plans that are specific to SWCDs are discussed below in reverse chronological order.
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Comprehensive Local
Water Management
Plan

Comprehensive
Watershed
Management Plan

SWCD Comprehensive
Plan

Figure 1. History of Natural Resource Plan Types (listed by year it was created in statute).

Comprehensive Watershed Management Plan

Plans created through BWSR's One Watershed, One Plan program are called comprehensive watershed
management plans and are described in Minnesota Statutes Chapter 103B.801. These plans:

align local water planning purposes and procedures under this chapter and chapters 103C and 103D on
watershed boundaries to create a systematic, watershed-wide, science-based approach to watershed
management;

acknowledge and build off existing local government structure, water plan services, and local capacity;
incorporate and make use of data and information, including watershed restoration and protection
strategies developed under section 114D.26;

solicit input and engage experts from agencies, citizens, and stakeholder groups; focus on
implementation of prioritized and targeted actions capable of achieving measurable progress; and
serve as a substitute for a comprehensive plan, local water management plan, or watershed
management plan developed or amended, approved, and adopted, according to chapter 103B, 103C or
103D. The state has a goal of completing statewide transition to comprehensive watershed
management plans by 2025.

You can learn more about comprehensive watershed management plans by visiting the BWSR website

at: https://bwsr.state.mn.us/one-watershed-one-plan.

Comprehensive Local Water Management Plan

The Comprehensive Local Water Management Act (1985) allows counties to develop and implement

comprehensive local water management plans (referred to as county water plans). Counties can delegate the

plan responsibilities to a local unit of government, regional development commission, or a resource

conservation and development committee by resolution. The delegated authority must pass a resolution
accepting the delegation. SWCDs can serve as the delegated local water planning entity.

County water plans are required to:

cover the entire county area;
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e address water problems in the context of watershed units and groundwater systems;

e be based upon principles of sound hydrologic management of water, effective
environmental protection, and efficient management; and

e be consistent with local water management plans prepared by counties and watershed management
organizations wholly or partially within a single watershed unit or groundwater system.

You can learn more about county water plans by visiting the BWSR website at: https://bwsr.state.mn.us/county-
water-plan.

SWCD Comprehensive Plan

SWCDs can develop comprehensive plans according to Minnesota Statutes Chapter 103C.331, subd. 11. The

comprehensive plan includes an assessment of the condition of natural resources in the area; identification and
prioritization of local resource issues, problems, and opportunities; development of a set of goals, objectives,
and actions; and development of an implementation program for the period of the plan. You can learn more
about SWCD comprehensive plans here.

Outside of the seven-county metro area, SWCDs can adopt the county water plan as their comprehensive plan.
Within the seven-county metro area, joint powers water management organizations are responsible for
developing and adopting watershed plans. Therefore, counties in the metro area do not develop county water
plans, so metro SWCDs are required to develop and maintain a comprehensive plan.

Evaluation of Natural Resource Plan Implementation

BWSR'’s Performance Review and Assistance Program (PRAP) evaluates the implementation of BWSR approved

resource plans for the units of government that constitute Minnesota’s local delivery system for conservation of
water and related land resources. The program goal is to assist these local government partners to be the best
they can be in their management of Minnesota’s land and water resources. You can learn more about BWSR's
Performance Review and Assistance Program by visiting the BWSR website at: https://bwsr.state.mn.us/prap.

General Planning and Evaluation Roles

SWCD Supervisor

The primary responsibility of supervisors is to set strategic direction and policies that direct the programs of the
SWCD, based on information gathered by staff and the public. In planning and evaluation, these decisions set
priorities, goals, actions, and investments that the SWCD will act on in the future. These decisions must reflect
sound science and community values.

SWCD Staff

SWCD staff serve as advisors in the planning and evaluation process. Staff play a valuable role in bringing their
knowledge about local land and water issues/concerns, as well as, their knowledge about landowner
perspectives, types of activities that are most likely to succeed, and local relationships.
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BWSR

As the agency with oversight and approval authority over water plans, BWSR provides policies based on state
statutes and rules, guidance, and best practices. BWSR's board conservationists are available to provide
assistance in your planning and evaluation processes (see the BWSR website for board conservationist contact
information).

Partners

Partners are integral to natural resource management. Partners could include (and are not limited to): drainage
authorities, federal agencies, tribal governments, lake or river associations, citizen-based environmental
group(s), sporting organization(s), farm organization(s) and agricultural groups, and non-government
organizations. Partners may have technical and financial resources that can be used to enhance your resources.
Partners should be brought to the table early in the planning process to assist with developing objectives and
strategies, as well as to assist with determining actions and implementation steps.

Public

It is important to incorporate the public’s input into your planning process since many of your proposed
activities will involve them. What do they value in their natural resources? How to they interact with their
natural resources? What issues do they see in their natural resource quality, accessibility, etc., and how are they
impacted? By incorporating public input into your plan, you will build support for its implementation. BWSR can
assist with best approaches for gathering this input.
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Chapter 6: Planning and Financing SWCD Operations

(This chapter was published April 1, 2020. A revised version was published January 11, 2022.)

In order to provide conservation services, SWCDs need to plan for and finance their operations. This chapter
discusses the value of developing annual plans and budgets, as well as potential sources of revenue for their
operation.

Annual plans and budgets

An annual plan and budget are the basis of good management in any operation. For SWCDs, they identify
actions and funding needs for addressing the issues and goals identified in resource plans (discussed in Chapter
5). The annual plan details the activities and the associated budget needs in a given year.

The process for annual planning and budgeting is just as important as the documents that are produced. As
SWCDs transition to comprehensive watershed management plans, it is critical to coordinate and collaborate
with watershed partners to implement plans on an annual basis.

The contents of your annual plan could include the following items:

e High priority erosion, sedimentation, and water quality problems in the district
e Activities

e Estimated staff time

e Estimated project dollars

e Expected Outcome

Once you have determined what you plan to accomplish in the next year, you can start to develop a budget and
identify sources of revenue for budgeted items. The annual budgeting process is discussed in the next chapter,
Financial Management [hyperlink].

Sources of Revenue

State law grants SWCDs with a variety of powers, however they lack levy authority that allows a local property
tax assessment to fund district operations. Therefore, SWCDs rely on a variety of external funding sources to
ensure their continuing operations. For those SWCDs that want to increase operations to meet local concerns or
to address local resource needs, district boards and staff must pursue additional funding through watershed-
based implementation funding, competitive grants, contracted services or inter-governmental transfers.

County Allocation

Many SWCDs receive an annual funding allocation from their respective county boards, which comes from tax
revenue. There is not a standard or formulated amount that a county board must allocate to support the SWCD
general budget. The SWCD must present a proposed budget, including any requested funds to its county board
annually.
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County Levy

County boards can administer a levy on behalf of the SWCD. The county boards may levy an annual tax on all
taxable real property in the district for the amount that the boards determine is necessary to meet the
requirements of the district (MINN. STAT. 103C331 Subd. 16).

Levy authority for counties also resides in local water planning and management statute (MINN. STAT. 103B.335,

Subd. 1). The governing body of any county, municipality, or township may levy a tax in an amount required to
develop and implement comprehensive local water management plans (MINN. STAT. 103B.301 to 103B.355) or
a comprehensive watershed management plans (MINN. STAT. 103B.3363).

A county may levy amounts necessary to pay the reasonable costs to SWCDs and watershed districts of
administering and implementing priority programs identified in an approved and adopted plan or a
comprehensive watershed management plan (MINN. STAT. 103B.3363).

Statutory Allocations and Delegated Authorities

While there are only a few statutorily obligated duties that require a fund transfer between the county and an
SWCD, many SWCDs have accepted delegated authority from the county for specific programs. Two commonly
delegated programs are Comprehensive Local Water Management Planning and the administration of the
Wetland Conservation Act (WCA).

Within the Wetland Conservation Act (WCA) Rule (MINN. RULE 8420.0240), SWCDs are specifically required to
serve on the technical evaluation panel, to provide restoration orders, and to certify final compliance with the
requirements within a restoration order. The state provides an annual Natural Resources Block Grant (NRBG) to
counties to assist in covering the cost of running these programs. The state requires the county to provide a
minimum fund transfer to the SWCD from the NRBG to provide WCA services.

In addition to the powers and duties that come with accepting the delegation of authority for a program,
counties will frequently transfer a significant portion or all the funding that is associated with these delegated
programs. In addition, the required match or levy for the programs is usually transferred to the SWCD as well.

Equipment Rental and Fee for Service

Under SWCD statute, supervisors may charge for materials, services or otherwise when working with private
landowners to install conservation practices (MINN. STAT. 103C.331 Subd 14). Table 1 lists common materials,

rentals or service programs that SWCDs have developed to further their mission and generate revenue for their
district.
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Table 4. Example SWCD Services’

Service or Program

Sales or Services Provided

Tree Program

Seed Sales

Planting Services

RIM Easement Maintenance

Noxious Weed Management

Rain Barrels / Residential

Stormwater Equipment

Consultant Services

Agricultural Equipment
Rentals

Fees for WCA Services

Sale of seedling and potted trees for a variety of conservation plantings in the
County. Also includes sales of planting supplies such as weed fabric, tree
protection tubes, etc.

Sale of native plant seed, cover crop seeds, or other conservation cover seed.

Staff time charged to perform the work of planting trees or doing other
native, buffer, or conservation plantings.

Staff time charged to perform maintenance on RIM conservation easement
contracts with private landowners. May entail mowing, reseeding,
interseeding, tree removal, or other maintenance needs.

Staff time charged to treat noxious weeds on private lands by a certified
pesticide applicator.

Sale of goods such as rain barrels, rain garden components and kits.

Fees charged for consulting and design of residential water quality project
planning, GIS mapping services, development plan review, water
appropriation plan development, or other services.

Rental fee for use of agricultural conservation equipment such as no till drills,
native grass drills, drop seeders, herbicide application equipment, mulchers,
roto-tillers, mowers, and other equipment.

Under MINN. RULE 8420.0200, Subpart 2, (h) the County and SWCD may
charge processing fees in amounts not greater than are necessary to cover
the reasonable costs of implementing WCA and for technical and
administrative assistance to landowners in processing other applications for
projects affecting wetlands. This assistance may include staff time for
application review, processing, board hearings, wetland banking and other
WCA related services.

This is not a comprehensive list of SWCD programs or services, but is meant to serve as a guide to typical programs that

many SWCDs offer.
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Shared Services and Partnerships

Under statute, SWCDs can share services and work across jurisdictional boundaries. Typical shared services
include technical assistance and engineering, commonly through the Technical Service Area (TSA), shared
administrative services, educational positions or shared expertise such as a GIS technical position. As a source of
revenue, the/a district may charge partnerships for these services through an approved agreement.

Contractual Agreements

SWCDs may enter into contractual agreements that provide a service for reimbursement. For instance, the MN
Pollution Control Agency uses professional service agreement contracts when LGUs work on providing
information and context for Watershed Restoration and Protection Strategy (WRAPS) reports.

Grants & Loans

SWCDs can apply for a wide variety of grant and loan funding offered through local, state and federal sources.
Many of these funding opportunities are cyclical or legislatively appropriated and do not represent a stable
source of long-term funding. However, the majority of SWCDs continue to rely on these revenue sources for
most of their funding.

Grants

A grant is a tool for funding ideas and projects to provide public services, stimulate the economy, and benefit
the general public. Grants can be awarded for a wide-variety of activities including research, data collection,
infrastructure improvements or any other activities to benefit the public. The process of successfully serving the
public through grants, though, can be quite complex.

Government agencies and private entities provide grant funding opportunities. Government grant programs
originate from laws, and then are administered by the appropriate local, state or federal agency.

Local Grants

Recently, state legislation has allowed local governments to provide grant opportunities that SWCDs can take
advantage of. The most recent examples include funding for local aquatic invasive species control and buffer
implementation funding. A county or local entity may use their tax dollars to provide additional funding for
specific activities.

State Grants

Several state agencies offer grants that fit well within the purpose and duties of SWCDs. Usually, these grant
funds are competitive in nature and occur cyclically. The majority of the funding sources are administered by the
state agency through a legislative appropriation and can change depending on annual legislation. Competitive
grant funding pools are usually insufficient to meet all requests and grant agreements are of limited

duration. SWCDs find establishing long-lasting programs difficult with competitive grants. SWCDs will need to
work with their county government for additional inter-governmental assistance and seek grant funding from a
wider range of partners like non-government organizations or enter into contractual agreements with
organizations that have a comparable conservation mission.
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Board of Water and Soil Resource Grants

BWSR grants provide funding to local units of government to deliver soil and water conservation services to
their communities. Grant funds support and increase local capacity to implement programs and, provide cost-
share with landowners who install conservation practices on their land to benefit state water and soil resources.

Watershed-based implementation grants are an alternative to the traditional project-by-project competitive
process often used to fund water quality improvement projects. This funding allows collaborating local
governments to pursue timely solutions based on a watershed's highest priority needs. The approach depends
on comprehensive watershed management plans developed under One Watershed, One Plan program or the
Metropolitan Surface or Ground Water Management framework to provide assurance that actions are
prioritized, targeted and measurable.

Federal Grants

The United States Department of Agriculture Natural Resources Conservation District (NRCS) is an established
partner with SWCDs. NRCS may provide financial and technical assistance to SWCDs to assist with conservation
work. This is usually done through a written agreement.

Other federal agencies may offer grants to SWCDs. These agencies could include the Environmental Protection
Agency, US Forest Service, etc.

Loans
2019 Memo to SWCDs regarding obtaining loan or incurring debt.
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Chapter 7: Records Management

(This chapter was published April 1, 2020)

Information provided in this chapter is intended to be guidance. Please work with your legal counsel for advice
and to review of your records retention schedule and procedure.

General Information

SWCDs are required to develop and maintain an efficient records management program (MINN. STAT. 138.17
Subd. 7). The staff is responsible for developing a records management and retention policy, which is adopted
by the board. This policy should include an inventory of records and a schedule establishing a time period for

retention or disposal of a records series.

The Minnesota Historical Society State Archives has guidance on “Preserving and Disposing of Government
Records” (December 2016). The document includes information on the following topics:

e Whatis arecord

e Taking aninventory

e Records retention schedules

e Preservation of archival records
e Records disposal

e Setting up a records storage area
e More information

Historical records

SWCDs contain many series of records that have significant historical value. Records with historical value of Soil
and Water Conservation Districts and Watershed Districts are listed on State Archives government records
information leaflet no 10: http://www.mnhs.org/preserve/records/docs pdfs/recordservices/infoleaf10.pdf

Records that no longer have administrative value to a district may be eligible for transfer to the State Archives of
the Minnesota Historical Society.

Public Access to Records

SWCDs are responsible to comply with the Minnesota Government Data Practices Act (MGDPA). The Act states
that government data are public unless a state or federal law indicates that the data are not public (Minnesota
Statutes Chapter 13). Government data is defined as “all data collected, created, received, maintained or
disseminated by any government entity regardless of its physical form, storage media or conditions of use”
(MINN. STAT. 13.02 subd. 7.)

It is your responsibility to keep all government data in a way that simplifies public access to public data. It is also
your responsibility to protect not public data. An inventory process will assist in complying with this requirement
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and protect your organization.

Additional Resources

There are many resources available to assist you in creating or maintaining a records management program. See

below.

Minnesota Statute and Rules Related to Records Management and Data Practices
https://www.revisor.mn.gov/

Data Practices
https://mn.gov/admin/government/data-info/

Electronic Management
http://www.mnhs.org/preserve/records/recordsguidelines/docs pdfs/04Sept2009V3Ch4.pdf

Records Retention Schedules, Guidelines, and Forms
http://www.mnhs.org/preserve/records/index.php
http://www.mnhs.org/preserve/records/recser.php

Records Disposal
http://www.mnhs.org/preserve/records/recordspanel.php
http://www.mmd.admin.state.mn.us/

National Archives and Records Administration (NARA)
https://www.archives.gov/

Minnesota Management and Budget (MMB)- Fiscal Retention Schedule
https://mn.gov/mmb/assets/SW-retention-fin tcm1059-129731.pdf
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Chapter 8: Technical Service Areas
(This chapter was published April 1, 2020)

Background

Technical Service Areas (TSA) are a critical component of the conservation delivery system in Minnesota. TSAs
provide technical assistance to and through member soil and water conservation districts (SWCD), in
cooperation with BWSR and other local, state, and federal government units. These services are considered
essential to the success of private lands conservation programs administered by BWSR and other state and
federal agencies.

Eleven SWCD joint powers organizations®? (JPOs) were established in 1994. This was done in conjunction with
the establishment of the Agricultural Best Management Practices Loan Program and Clean Water Partnership
Loan Program from the State Revolving Fund. SWCDs identified that accelerated technical assistance was a
critical need for program implementation. The legislature appropriated General Funds to BWSR to create the
Non-Point Engineering Assistance Program (NPEAP). These funds were used by the TSAs to provide engineering
assistance to the member SWCDs.

Engineering was the sole focus of the program until 2003, when the Conservation Technical Assistance
Committee (CTAC), comprised of SWCD representatives from the eleven JPOs, met to discuss potential
consolidation (which didn’t occur at that time) and recommended revising the name to Technical Service Areas
(TSA) to encourage the inclusion of other technical services. In 2009, the original eleven TSA boundaries were
revised to reduce the total number to eight TSAs due primarily to funding constraints and to be co-aligned with
the Minnesota Association of Soil and Water Conservation Districts area boundaries (see map).

Organizational Structure

Board

Pursuant to (Minn. STAT. 103C.231 (2017), a SWCD may join or cooperate by agreement as provided in MINN.
STAT. 471.59 (2017) with another SWCD in an operation or project in which the SWCDs have a common interest.
All TSAs operate under a Joint Powers Agreement (JPA), which establishes a Joint Powers Entity (JPE). This type

of agreement delivers a service or product or manage or own property jointly by creating a new entity. The TSA
board operates autonomously from the boards of its constituent members). Each member appoints a
representative to serve on the TSA board. Members are primarily SWCDs, however the metro area also has
county members where SWCDs do not exist.

1 The term joint powers organization is meant to include both joint powers collaborations and joint powers
entities, which are discussed in more detail in the next section.
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Host District Manager and Fiscal Agent

One member SWCD serves as the host district manager, and in most cases, also serves as the fiscal agent for the
grants received from BWSR. In a few cases, one member SWCD is the host district manager and another SWCD is
the fiscal agent.

Employees/Independent Contractors

All of the TSAs have employees, except TSA 4 where technical assistance is provided by independent contractors
or in-house SWCD staff. All the TSAs boards are the employers, except TSA 2 where several TSA member SWCDs
employ the staff. Staff may be located at various locations within the TSA boundary.

See Employees Chapter [hyperlink] for more information about employees. Personnel policy [hyperlink].
Roles and Responsibilities

Board and Board Members

The role of the TSA board ranges from approving grants and budgets to approving work plans. Each TSA board
operates according to its bylaws. For board member responsibilities, see example position description in
Appendix A.

Host District Manager

The role of the host district manager is to serve as the primary contact between BWSR and the TSA, as well as,
between the partner SWCDs.

Typical responsibilities include:

e Communicates and collaborates with SWCD partners.

e Convenes the TSA board and provides regular reports to the board

e Reports to BWSR on TSA accomplishments

e Prepares annual TSA work plan and budget, in collaboration with partner SWCD managers

Fiscal Agent

The role of the fiscal agent is to serve as the primary contact between BWSR and the TSA for any BWSR grants.
The host district manager may also serve as the fiscal agent.

Typical responsibilities include:

e Reports to BWSR regarding TSA grants received
e Manages grant funds

Employees

TSA Engineer
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The role of the TSA engineer is to provide engineering services for projects submitted to the TSA.

Typical responsibilities include:

e Conducts site evaluations, including survey work

e Develops/approves designs for projects

e Oversees construction work

e Signs off on projects after completion

e Communicates with partner SWCD staff on the project in their county

e Communicates with partner SWCDs regarding project status and engineering work completed, in
progress, or in the cue.

TSA Conservation Technician

The role of the TSA technician is to provide support to the TSA engineer.

Typical responsibilities include:
e Conducts site evaluations, including survey work

e Develop preliminary designs for projects

Partner SWCDs

The role of the partner SWCDs is to coordinate and collaborate with the TSA board and staff on projects, work
plans, budgets and reporting.

Typical responsibilities include:

e Act as the main contact for landowners who are doing projects using the TSA staff
e Collaborate and communicate with TSA staff on project work
e Complete initial site assessments

Independent Contractors

The role of the independent contractor is to provide services at the request of the TSA. Services provided could
include engineering, marketing, geographic information system (GIS), accounting, etc.

Funding

TSAs are eligible to receive State General Funds via Nonpoint Engineering Assistance (NPEA) Grants. The Non
Point Engineering Assistance (NPEA) Grants are allocated annually to the TSAs to increase the capacity of soil
and water conservation district to provide engineering technical assistance to landowners.

The Clean Water Fund (CWF) has allowed some TSAs to expand the number of staff and types of expertise they
employ to provide shared technical assistance to member SWCDs. TSAs are eligible to receive CWFs via TSA
Enhanced Shared Technical Services Grants. This non-competitive CWF grant invests in building the capacity of
NPEA (TSA) Joint Powers Boards to increase the capacity of soil and water conservation districts to provide
technical and engineering assistance to landowners. For grants issued in FY18 or later, there is a 10% match
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required. For FY16 and 17, two grants were issued to each TSA; Part 1 has no matching requirement, while Part

2 requires a 25% match, of which 10% must by local cash match.

TSAs can receive additional technical assistance funding through fees for service, member SWCD contributions
(membership fees), and other grant funding sources.

Annual Financial Statement

The TSA must submit an annual financial statement to BWSR by March 15th of each year. BWSR will then submit

the financial statements to the Office of the State Auditor. The TSA shall post and retain the annual financial
statement on the TSA fiscal agent’s website.

Audit Requirements

A TSA needs to be audited at least once every three years or sooner if its total revenue since last audit reaches

$500,000. The audit must be conducted by an independent certified public accountant and then submitted first

to the Office of the State Auditor in draft form, and once approved, sent to BWSR.

Records Retention

Program files must be retained by the TSA pursuant to Minnesota Statutes, §138.17, consistent with ongoing
records retention schedules, and the BWSR Grants Administration Manual. For more information, see the
Records Management Chapter of this handbook [add hyperlink].

Website Reporting Requirements

e TSA Non-Point Engineering Assistance Program (NPEAP) grant: Annual financial report and eLINK work
plans should be posted on the host SWCD website, unless the joint powers board has its own website.

e The Legacy logo should be prominently displayed on the grantee’s website.

e |n addition to reporting grant activities, documents such as annual reports, annual work plans,
organizational budgets and similar documents may be required by the grant program.

It is a best practice to post TSA board meeting agendas and minutes on the TSA website.
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Template C: Technical Service Area Board Member Position Description

Position Purpose

A Technical Service Area (TSA) is Joint Powers Board (JPB) of the member Soil and Water Conservation Districts
that is established to provide engineering assistance and other desired technical services. The members of the
JPB are appointed by their conservation districts to serve as governing members of the TSA. These TSA board
members provide operational oversight for the TSA and make decisions such as strategic directions, annual
budgeting and operational planning, and fiscal management decisions. Many of these TSA board work through
agreements with their local Soil and Water Conservation Districts to host TSA employees or to serve as the TSA
fiscal agent.

The role of the appointed SWCD representative is to serve as a member of the governing board of the technical
service area. As the TSA is an organization that has powers and duties independent of the member Soil and
Water Conservation Districts, it is important for the TSA board member to have a solid understanding of the
purpose and organization of their TSA. In addition, the TSA Board member will be an active participant in the
decision making for the organization including strategic directions, planning and budgeting, and ensuring local
accountability. The TSA board member will also need to act as a liaison between the TSA and their member
district to ensure the member district’s needs are adequately represented within the TSA board and the
member district board is aware of the actions of the TSA.

Duties of a Technical Service Area Board Member

1. Role within the TSA Board

1.1. Develop and maintain an understanding of the purpose of the technical service area, including the role
of providing technical services to the member districts

1.2. Understand the Joint Powers Agreement that established the TSA to ensure the TSA works within the
parameters as envisioned by the partner districts

1.3. Participate in the development of long-term strategic and annual operational planning
1.4. Participate in the development of the TSA annual budget
1.5. Prepare for and attend TSA board meetings

1.5.1.Review financial statements and treasurer’s report

1.5.2.Review Minutes

1.5.3.Review agenda and prepare for identified action and decision items

1.5.4.Develop and prepare to discuss additional agenda topics of interest to the member conservation
district or the larger TSA

1.6. Review annual TSA engagement with member districts to ensure requests for assistance are met within
a timely fashion
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1.7. Solicit and attend required and recommended training

2. Role within the SWCD Member District
2.1. Serve as a liaison between the TSA and the member district
2.1.1.Provide a summary of TSA activity to the member district board

2.1.2.Develop requests for information and governance action from the member district to the TSA
Board

2.2. Ensure staff is aware of process for submitting requests to the TSA for assistance
2.3. Work with member district board and staff to assess overall timeliness and responsiveness of TSA

2.4. ldentify potential needs and opportunities that may be better served by the TSA
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Chapter 9: Financial Management

(This chapter was published July 13, 2020. A revised version was published December 8, 2020.)

This chapter was developed to provide guidance for a uniform system of budgeting, accounting, and financial
reporting for the soil and water conservation districts (SWCDs) in Minnesota to aid in preparing financial reports
in accordance with generally accepted accounting principles (GAAP). As of its release date, the chapter
represents best practices for SWCDs which have been identified by stakeholders across the state. BWSR does
not provide accounting or legal advice. Please consult with your accountant or legal counsel for further
information.

Overview of Accounting System and Methods

Accounting Principles and Concepts

Accounting principles and concepts provide a basic framework for accounting and financial reporting. They
ensure the users of financial information are not misled by varying accounting practices which conflict with the
spirit of the accounting profession. Accounting principles and concepts are integral to GAAP. Included here are
some of the principles and concepts to reference when determining how to handle various accounting
transactions.

General Accounting and Concepts
e Arm’s Length Principle: parties to a transaction are independent and on equal footing with no conflict of

interest present

e Comparability Principle: accounting standards and policies are applied consistently from one period to
another

e Consistency Principle: accounting methods are applied in the same manner in the future and enables
comparability

e Fiscal Responsibility: the act of creating, optimizing, and maintaining a balanced budget

e Going Concern Concept: likelihood of the agency continuing its normal course of business

e Matching Principle: Must record expenses in the period in which the related revenues are earned, which
is the basis of the modified accrual accounting method

e Materiality Concept: relating to the importance/significance of an amount to be considered material in
nature (typically $100 or more)

Internal Controls

e Separation of Duties Concept: having more than one person required to complete a transaction and is
an internal control to prevent fraud and/or error

Qualitative Characteristics
e Relevance Concept: Information is needed and it is expected to affect decision making

e Reliability Concept: Information is required to be accurate, true, and fair
e Understandability Concept: Information is understandable by others who have reasonable background
knowledge
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Accounting System

An accounting system is designed to record all transactions of the organization. Separate logins should be
established for each authorized user with specific rights defined according to his/her position and authorized
authority.

Accounting Methods

Most agencies have the option of whether to use the cash or modified accrual method for accounting purposes.
Some of the differences between the two methods are as follows:

Cash Method
e Revenue and cost are recognized when cash is received and/or spent
e Most agencies can use
e Saves time since there’s less accounting entries and is not as complicated
¢ Good method to use if there’s a lower risk of under/over-stating the agency’s financial position

Modified Accrual Method (preferred)
e Revenue recognized when earned, measurable and available

e Expense recognized when the liability is incurred

e Provides a more accurate snapshot of agency’s financial position which allows comparability throughout
the year

e Helps identify potential cash flow issues, based on revenue earned and liabilities incurred

e Grant funds received in advance are recognized as unearned revenue (liability) until expenditure(s) are
made and revenue is earned

e Financial statements are prepared using the modified accrual method thus less end-of-year adjustments

Debt and Credits

In double-entry accounting, debits must always equal credits and, as such, every transaction recorded is “in
balance.” The normal balance (NB) for each type of account is shown. For example, assets normally have a debit
balance, which means debit an asset to increase it; crediting the asset account decreases the account balance.

ASSETS = LIABILITIES + FUND BALANCE + REVENUES - EXPENSES
Debit Credit Debit Credit Debit Credit Debit Credit Debit Credit
NB NB NB NB NB
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Internal Controls?

Employees may have financial pressures which provide the motive/incentive to commit fraud and rationalize
their behavior. Proper internal controls reduce the opportunity. Districts should strive to implement internal
control strategies such as segregation of duties, strong control environment, and other internal control
procedures to protect public funds from fraudulent activities. The Fraud Triangle, first identified by sociologist
Donald Cressey, is a model for explaining the three components involved which together may lead to
occupational fraud:

Motive/Incentive

Rationalization

Opportunity

There are various types of fraud that are considered felonies such as:

e Theft: which includes temporary taking of even a small amount of public funds (Minn. Statute 609.52)

e Embezzlement: is to refuse or omit to turn over public funds (Minn. Statute 609.445 and 609.54)

e False claims: is presenting, allowing, or paying falsified information (Minn. Statute 609.465 and 609.455)

e Forgery: such as check forgery or altering a public record with the intent to defraud (Minn. Statute
609.631, 609.625 and 609.63)

e Misuse of public funds or assets

In a strong control environment, the same rules apply to everyone. Don’t belittle internal control procedures nor
allow management to override procedures. Avoid conflicts of interest (Minn. Statute 471.87 — 471.89), have a
policy of appropriate discipline for violations, be alert to an employee’s outside interests, and always remember
it’s the public’s money.

The Office of the State Auditor (OSA) Legal/Special Investigations Division investigates allegations of theft or
misuse of public funds. It also provides legal compliance information and training to local government officials.
The following are the reporting requirements if fraud is suspected (Minn. Statute 609.456):

e Public employee/officer who discovers evidence of theft, embezzlement, unlawful use or misuse of
public funds, or property must promptly report to the state auditor (in writing) and to law enforcement

e Identity of a Minn. Statute 609.456 reporter is private data, per Minn. Statute 6.715, subd. 2

e Reporting form is on the OSA website:
http://www.auditor.state.mn.us/default.aspx?page=reportingfinancialconcerns

2 A special thank you to the Office of the State Auditor Legal/Special Investigations Division for providing the
majority of internal control recommendations noted within this chapter.

2022 Archive SWCD Operational Handbook 69


http://www.auditor.state.mn.us/default.aspx?page=reportingfinancialconcerns

Board Oversight

Annual Budgeting Process

Soil and Water Conservation Districts (SWCDs) boards and staff play a vital role in implementing the state’s soil
and water conservation policy by providing a direct link between state and federal programs and their local
communities including farm producers, lakeshore owners, partnering local governmental departments, and the
broader public who is concerned about the sustainability of these critical resources. Without local levy authority,
SWCDs rely on federal and state funding, charges for services, and county support. According to the Minnesota
State Soil and Water Conservation Policy:

“Maintaining and enhancing the quality of soil and water for the environmental and
economic benefits they produce, preventing degradation, and restoring degraded soil and
water resources of this state contribute greatly to the health, safety, economic well-being,

and general welfare of this state and its citizens.”

Due to the diverse and complex internal operation of SWCDs, coordination between the District Manager, fiscal
agent/other staff, and District Board is important in the development of the SWCD’s annual budget,
establishment of financial target, and meeting financial goals.

Look at Past Financial Trends

Complete a 5+year analysis of the SWCD’s financial statements (see Audited Financial Statements — Going
Concern Calculation section of this chapter) to calculate the number of months the fund balance would support
district operations. It’s not a perfect system since there are assumptions and pitfalls but it is good for reviewing
long-term trends. Year-end financial statements require a modified accrual-based view of the district finances.
Cash based views of finances do not work well for financial trend analysis. The same concept appears to be true
for preparing an annual budget.

Establish a Financial Target

How many months of unassigned fund balance reserves should you have? Work with your Board to establish a
financial target in terms of percent of operating budget, not a dollar amount. Establishing a fund balance in
terms of percent of operating budget should include an assessment of the Board’s comfort with the financial risk
of their revenue streams. For Boards who have a high certainty regarding the stability of their operating fund
revenue streams, a lower fund balance reserve may be appropriate whereas Boards whose operational funds
are unstable, subject to change or discontinuation, and at greater risk, a higher fund reserve balance may be
needed to provide short-term coverage in the event a revenue stream is reduced or discontinued. Strive for
unanimous agreement, not a majority or consensus, and make decisions based upon that target.

Governmental Accounting Standards Board (GASB) Statement of Position #54 minimum fund balance section
states “determine and establish in their fund balance policy a desired minimum level of unrestricted fund
balance.”

SAMPLE UNASSIGNED FUND BALANCE POLICY
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“The xxx SWCD acknowledges the need to maintain an unassigned fund balance for several purposes including
cash flow and ability to reimburse cooperators of district programs in a timely manner. This need has increased
in recent years as state and federal agency policies have changed to a system which includes withholding all or
some revenues from the district and/or cooperators until projects are completed.

Taking in consideration “Statement of Position Fund Balances for Local Governments Based on GASB Statement
No. 54” reviewed by the Minnesota Office of the State Auditor February 2014, xxx SWCD has reviewed
estimated monthly unassigned fund balances (xxx through xxx), timing of revenue streams, and reliability and
volatility of revenue streams. xxx SWCD will strive to maintain an unassigned fund balance of 50 to 75 percent of
operating revenues, as measured at year end. Additionally, management should periodically monitor the
unassigned fund balance throughout the year. Because estimated unassigned fund balances have fluctuated as
much as xx percent in a 12-month period, the SWCD will consider the long-term trend in year-end fund balances
when making decisions related to meeting unassigned fund balance goals.”

Classifications of Fund Balance

As part of the budgeting process, dedicating funds within the Committed or Assigned Fund Balance categories
should be done only after sufficient discussion has occurred related to the specific purpose of setting aside the
funds. For example, the District Board may have identified a need for a large equipment purchase where it could
take several years to purposely budget and generate funds to cover the purchase. Budget for the capital asset,
review budget to actual throughout the year, and at year end, reserve the amount within the Fund Balance if
sufficient net revenues were generated. Dedicating funds within the Fund Balance demonstrates a planned
approach for significant future cash needs of the district. Fund balance is divided into five classifications based
primarily on the extent to which the district is bound to observe constraints imposed upon the use of the
resources in the General Fund.

NON-SPENDABLE

This category includes amounts that cannot be spent because they are not in spendable form, or legally or
contractually required to be maintained intact. The “not in spendable form” criterion includes items that are not
expected to be converted to cash. (i.e. inventory, prepaid items, long-term receivables in the general fund,
permanent principal of endowment funds)

RESTRICTED

Fund balance is reported as restricted when constraints placed on the use of resources are either externally
imposed by creditors (such as through debt covenants), grantors, contributors, or laws or regulations of other
governments; or is imposed by law through constitutional provisions or enabling legislation. (i.e. restricted by
state statute, unspent bond proceeds, grants earned but not spent, debt covenants, taxes dedicated to a specific
purpose, revenues restricted by enabling legislation)

COMMITTED

The committed fund balance classification includes amounts that can be used only for the specific purposes
imposed by formal action (resolution) of the District Board. Those committed amounts cannot be used for any
other purposes unless the District Board removes or changes the specified use by taking the same type of action
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(resolution) it employed to previously commit those amounts. (i.e. governing body decision to set aside funds
for a specific purpose, property tax levies for a specific purpose by resolution)

ASSIGNED

Amounts in the assigned fund balance classification the District Board intends to use for specific purposes that
do not meet the criteria to be classified as restricted or committed. In the General Fund, assigned amounts
represent intended uses established by the district or the District Manager who has been delegated that
authority by district resolution. (i.e. compensated absences, governing body decision to set aside funds for a
specific purpose and District Manager could amend up to $xxx, governing body delegates the authority to assign
fund balance to the District Manager, governing body has appropriated fund balance often to balance next
year’s budget, positive residual balances in governmental funds other than the general fund)

UNASSIGNED

Unassigned fund balance is the residual classification for the general fund and includes all spendable amounts
not contained in the other fund balance classifications.

Manage Decisions to Meet Financial Goals

For SWCDs, the BWSR billable rate calculator closely represents actual cost of providing services. Although the
billable rate calculator doesn’t factor in a profit margin, it does include nearly all costs and provides the
opportunity to use non-federal/state funds, such as the county allocation, for other purposes.

The Board and staff should discuss the annual plan of work, outlining goals and accomplishments for the
upcoming year(s). Create a draft budget starting with expenses to determine the amount of funding needed to
accomplish the desired work plan. Identify revenue sources available and brainstorm about potential
partnerships to help fund shared goals.

Review existing expenses such as fixed costs that are constant without regard to revenue generated such as
personnel wages, rent, utilities, insurance, etc. Then consider variable expenses that fluctuate depending upon
goods or services provided such as supplies, dues, capital purchases, special projects funded, etc.

Review more secure sources of revenue such as county funding, awarded grants, and approved contracts. Then
consider other revenue sources such as potential contracts, grants applied for, charges for services, and sales.
Strive to find diversification in funding sources. Since personnel costs are typically the largest item of the budget,
what projects/programs will staff be working on in the next year to cover their personnel costs? If employees
track all of their time, managers and supervisors can understand how employees spend their time and, during
the budgeting process, staff workload can be aligned with funding sources available to cover the personnel
costs. This should provide a good base for determining budget over the next year. Periodic review of budget to
actual throughout the year helps the District Board determine if it is on target with anticipated revenues and
expenses then adjust accordingly.

Contemplate putting together a tentative budget for the next 2-5 years related to revenue sources and
projected expenses, including inflation.

STRATEGIC PLAN
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When new opportunities arise or there’s the capacity to expand programs, the District’s Strategic Plan (if one
exists) should be used to assist in the decision-making process. The Strategic Plan includes financial questions for
making program decisions such as:

Are the outcomes provided by the new program worth the resources (time and funding) expended to obtain
those outcomes? OR What is the program funding duration?

Budget Data in Accounting System

Once the budget has been developed and approved, consider entering it into the accounting system. To simplify
the budget entry, it is acceptable to record the entire budget in the first month of the year (January column) vs.
splitting the amounts out over all twelve months. Recording the budget within the accounting system would
allow a budget vs. actual report to be generated.

Working with County Boards

One of the primary sources of funding for many conservation districts is the local county board. In order to
optimize the partnership with the county board and ensure they have a full understanding of the district’s role in
local conservation, a District Board may want to adopt the Know Yourself, Know Your County, and Make Your
Ask paradigm.

Know Yourself

Before a SWCD can spread their message and express their value to others, the board and staff need to have a
solid understanding of who they are as an organization and what they hope to accomplish in the future. For
many organizations, there is a danger of falling into a rut where the same things done yesterday are what will
happen tomorrow, without any clear understanding why. Many of these long-standing activities are important
and fulfill the mission of the district but, without clearly stating and reaffirming current and future directions,
there is a risk of continuing to do things the same way because it’s the way it has always been done. The efforts
that go into knowing yourself will force the District Board and staff to consciously reaffirm the direction of the
conservation district and give a clearer understanding of where the district wants to be in the near-term future.

Have a clear understanding and agreed upon statement of what you do and how you do it to explain the value

n

of the district’s work: “Our mission is to .....

e Define the SWCD’s outputs from the past year (trees sold, linear feet of shoreland restored, etc.)

e How outputs lead to outcomes: Shoreland buffer program — linear feet of shoreland restored — reduced
suspended sediment in lake —improved water clarity in lake

e Provide data from past few years to support the info above

Many SWCDs also want to expand their operations and do more than they are doing now by providing more
outreach and services to their cooperating landowners and community members. If so, be sure to define
additional outputs for the upcoming year.

Evaluating current programs, outputs, and outcomes allows a SWCD board and staff to review what has

happened in the recent past. This evaluation can show what has worked well, less well or not worked at all.
Looking at outputs and outcomes can also allow for a general assessment of the efficiency of an operation.
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While looking to the past can help reinforce the foundation of a conservation district, looking toward the future
will be critical in building a vision in which others, including county commissioners, are willing to invest.

Review budget and spending trends over the past few years, including inflation rate and staff wage increases.
Use these inflation rates to predict the budget moving forward. If the expected annual rate of inflation holds
true to the past rates, the district will need an additional Sxx in revenue over the next five years just to maintain
basic district operations at the current level. This information is vitally important as the SWCD Board and staff
continue their working relationship with the county to enhance both near- and mid-term financial planning.

While it is important to consider and plan for the base operations into the future, many districts will want to do
new things and expand their outreach and service to their landowners and other conservation partners.
Working from desired outcomes, what inputs and outputs are needed to achieve the outcomes and how does
this affect future budget planning?

Know Your County

Unlike SWCDs, which are Special Purpose Districts, counties are general purpose units of governments tasked
with providing a variety of services. Many of these services are dictated by the state while others are selected by
the local county board of commissioners.

By understanding how much of the county budget goes to support core services, conservation district boards
and staff can better understand the budgetary and mental priorities of county commissioners and
administrators or coordinators.

Within the larger expenditure record, there is a line item for the Conservation of Natural Resources. This line
item includes budget items such as the conservation and development of natural resources including agricultural
and forestry programs and services, weed inspection services, and soil and water conservation services. Knowing
the percentage of the county’s budget that goes toward natural resource management can provide a tool for
better understanding how the county commissioners value conservation and how the SWCD intergovernmental
transfer relates to the larger conservation of natural resources within the county.

The county budget for next year is likely determined but there is still room for some moderate changes. Cost
savings in one area may be available for allocation to another area. Most county administrators will have next
year’s budget for the county mostly framed based upon the current year’s budget. In addition, county
department heads will also be anticipating future budgets that are fairly similar to the current year so changes
to the next year’s budget structure are likely to require some significant negotiation. If the SWCD board and lead
staff would like to see significant increases in their county allocation in next year’s budget, they will likely need
to engage with their county department head allies to advocate for departmental reprioritization and
reprogramming.

SWCD boards and staff have a comprehensive understanding of the programs which they deliver for the benefit
of the county residents. However, many of these programs may not be clear to county board members.
Providing enough program details so the county commissioners can understand the local benefits of a program
is another critical step in giving the county commissioners enough information to better understand the value of
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the conservation district. (i.e. SWCD Cost Share Program — provided $15,000 to three landowners for the
installation of BMPs to stabilize streambanks)

This similarity of representing the interests of residents within the county is a commonality that should allow for
a strong relationship between the county commissioners and the soil and water conservation district
supervisors. However, when SWCD supervisors are developing a working relationship with the county
commissioner, it is important to account for the general purpose nature of county government. With county
commissioners focused on the general government duties, they may not have a full understanding for the role
of the soil and water conservation district within the county structure or even that a conservation district is
different from a county department.

Make Your Ask

When conservation districts are thinking about making their ask of the county board, there should be significant
deliberation and preparation beforehand to allow for a presentation that puts the conservation district and the
budgetary request in the best light. This pre-work includes preparing the ask, activating partners, practicing, and
making the ask. Following the ask and receiving the response from the county, evaluating the process is also
important so the conservation district can make any modifications to the process for the next year’s ask.

The SWCD board would also begin working with the county administrator and individual board members to
build an expected operational budget increase into the annual county request to offset the expected inflationary
pressures so the district could continue providing high quality services to the residents of the county. Does a 10-
year analysis of county allocation funding to inflation rates show the county allocation has kept pace?

Since 2016, BWSR has been providing local capacity service funding. The grant provides the SWCD with funds for
the general administration and operation of the district and for building capacity. Eligible activities include
staffing, facility administration, supplies, conservation practice cost share and incentives, and equipment. How
has county funding increased to maximize this source of funding through BWSR?

Complete a 5+ year analysis of the SWCD’s financial statements (use audited financial statement data if available
- see Audited Financial Statements - Going Concern Calculation section of this chapter) to calculate the number
of months the fund balance would support district operations. What is the trend? Compared to peers, how is the
district trending?

Review the three previous years budgeted to actual, including the percentage of variance, and identify if the
need exists to readjust budget in alighnment with current spending needs. In addition to county support, external
funding such as grants or charges for services could prove very helpful for increasing the fund balance of the
district. Staff time tracking helps the district manager understand how employees spend their time and, based
upon funding available, could help redirect employees’ activities towards funding sources thereby increasing
state grant revenue and personnel costs chargeable to grants. Has there been any changes to the total charges
for services revenue over the past few years? Perhaps a review of these activities is warranted. How do budget
projections increase district capacity to enable investing in capital equipment purchases or increasing the fund
balance?

When preparing a budget request with multiple components, itemizing the request will allow the county board
and administrator/coordinator to have a fuller understanding of the conservation district’s budget request.
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During the itemization process, it is helpful to create a story scaffolding around the dollar amount. This puts the
dollar amount within the larger context of what is being gained or lost through this particular item of the budget
request and allows the county board to select items to fund or select items not to fund. It also allows the
conservation district to provide a solid linkage to what is being lost if the funding request is not met. What does
an itemized review of expenses by type for the past three years and compared to the proposed budget request
look like?

When the SWCD board and staff have developed their ask, the next step is to activate the partners within the
county governing structure and other supportive groups to communicate in support of the conservation
district’s budget.

Prior to making the specific ask before the county board, remind the county department heads of the
relationship between the conservation district and the department including the benefits the conservation
district brings to the county department, particularly if there is no additional cost to the specific county
departments. If there are any specific activities or projects that were done in cooperation with the county
department staff or partners, these should be highlighted during the discussions. Indicating to the department
head that the conservation district is planning to ask for an increase and explaining how this increase will allow
for continued or enhanced cooperation can remind the department head small additional investments to the
conservation district will bring real meaningful benefits to the department, often beyond what can be
accomplished with direct funding from the county to the specific department.

In addition to working with the county department heads individually, the conservation district manager should
make a specific effort to sit in on county department head meetings during which the county administrator
presents budget targets and where the department heads may present their overall budget. Attendance at
these specific budget meetings elevates the conservation district to an integral part of the county operational
structure. This allows the conservation district manager to present the case for the conservation district’s
budget and to understand the larger context within which the district’s budget operates in terms of the overall
county budget.

Another important support structure are those landowners and others with whom the conservation district has
partnered over the past year. When landowners or other project cooperators make direct contact with their
county commissioner and county administrator/coordinator, those contacts carry far more weight than when a
conservation district staff or board member advocates on behalf of their own organization. As conservation
district staff are contacting their project partners, providing some coaching on what to say as they are making
these contacts can help tailor a specific message in support of the conservation district. For example, what
project was installed, what did the conservation district staff do in terms of design and project oversight, and if
the project would have been installed without the presence of the conservation district.

Regular chats between the county commissioner and the SWCD board is a good place to casually inform the
county commissioners about the district’s budget proposal and any potential requests for increases in funding.
During these discussions, the SWCD board member may sense the county commissioner’s general feelings
regarding the likelihood for success of the requested increase, the potential positions of other county
commissioners, and if there is anything that might be particularly useful in enhancing the acceptance of the
requested increase.
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In order for the conservation budget presentation to carry the appropriate weight, it is beneficial to have both
the conservation district manager and at least one board member in attendance at the county board meetings.
If the conservation district board member can also present the budget request, it places the request as one
between elected officials, which adds a further strength. In addition, based upon discussions with the county
department heads, the county administrator/coordinator, and the individual county commissioners, the SWCD
manager and board members should have an understanding for some of the questions and concerns which may
arise following the budget request.

Once the SWCD board member or manager has made the budget request, which includes the budget increase,
the conservation district personnel should allow the county commissioners to make the next move. As county
commissioners begin to ask questions about the budget request, provide short but sufficient answers to the
specific questions. Let the commissioners explore topics of their interest and concern.

Immediately following the conservation district’s presentation, the manager and attending conservation district
board members should take some time to evaluate how the presentation went, compare impressions on the
reactions of the county commissioners and determine next steps. How was the content? Was there a clear
message? Was the presentation style appropriate to the setting?

What the district is today as it completes the process of knowing itself will change over time. The interests of the
people and the uses of the land evolve following local, regional, national, and even international pressures and
trends. As the people and the land use within a conservation district changes, a conservation district should
evaluate and make the appropriate changes to ensure the goals and operational capacity of the district remain
relevant to the local conservation needs.

Board Treasurer’s Report

District Fiduciary Duties

A SWCD is governed by specific state laws which provide the framework wherein much of district financial
management occurs. Understanding these laws is important to know the parameters within which a district can
operate financially. MN State Statute 103C.321 Officers and Employees:

e Subdivision 1. Officers. (c): A secretary and treasurer shall be appointed who need not be members of
the board.

e Subdivision 5. Delegating Duties: The district board may delegate to its chair or other officer, to one or
more supervisors, or to one or more agents or employees the powers and duties they deem proper.

The District Treasurer’s basic role is to work with designated staff for the financial oversight of the district.
Duties may include:

e Oversee the completeness and accuracy of district receipts and expenditures

e Review the credit card statement for appropriate charges

e Be prepared to answer questions from other board members regarding monthly, quarterly, or annual
financial data and reports

e Oversee payment of bills approved by the board and issuance of receipts for incoming funds

e Assure all bills authorized for payment by the district board are recorded in the meeting minutes

e  Work with the district staff to develop a fiscal year budget
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e Arrange for surety bonds covering appropriate SWCD supervisors and staff

o MN Statute 103C.321.Subd.3 Employee and Officer Bonds. The district board shall provide for
the execution of surety bonds for all employees and officers who are entrusted with funds or
property.

Consider multiple year appointments for the treasurer position since the person identified to fill this role should
adopt a long-term perspective to better understand how the district’s finances evolve over time which allows for
enhanced responsiveness to changes. The treasurer should have financial expertise, familiarity with finances, or
a willingness to learn the financial realm. Examples of this oversight may include:

e Knowledge of financial trends:
o Revenues may be periodic
o Some expenditures are constant
o Deficit spending is troublesome
e Long-term fiscal outlook of the district
e Year to year review of the financial statement data (5+ year analysis)
e Provide a second review for the district staff of receivables and payables

Periodic review of budget to actual revenues and expenditures will help identify unmet expectations. When this
occurs, the treasurer may lead the board discussion on what has changed, how it influences the budget, and
whether expectations need to be adjusted.

Treasurer’s Report

The purpose of financial reporting is to make sure any decisions needed take into consideration accurate and
up-to-date financial data. SWCDs are local units of government utilizing public funds. Therefore, regardless of
the frequency of meetings, it is useful to give board members a treasurer's report monthly. The Board Treasurer

should have knowledge, awareness, and/or oversight of the day-to-day expenses, including cash receipts and
expenses for a given month.

Treasurer’s Reports can be tailored to fit the District’s needs. There’s less chance of human error if the data for
the report is pulled directly from the accounting system. Districts are encouraged to utilize the functionality of
computerized accounting to increase the integrity of the data reported and reduce staff time to prepare manual
reports. If payroll is reported as a lump sum on the report, a detailed report (such as the Payroll Summary)
should be included for the Treasurer’s review. Follow a similar approach for any amounts summarized (credit
card charges, etc.). A sample Treasurer’s Report is included in the Appendix, along with instructions on how to
set up the report in QuickBooks (common accounting software used by SWCDs but not specifically endorsed for
usage).

Signature on a Treasurer’s Report validates the report has been reviewed and by whom. Validation of the review
is considered a best practice demonstrating accountability in the management of public funds.

Internal Controls
The District Treasurer is an important role in fiscal oversight of the district. Best practice would be for the
Treasurer to review district receipts and expenditures prior to the Board meeting, choose a few of each
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receipt/expenditure and review the original documents, then report the outcome to the full Board during the
meeting. Each month test different types of expenditures.

Consider having the bank statement mailed or online viewing access given to someone, other than fiscal staff,
who can provide review/oversight as an internal control. For more information, see the Bank Statements
Internal Controls section of this chapter.

If the District Treasurer serves as the custodian of any imprest fund (i.e. Petty Cash), review of the itemized
claim for all disbursements could occur prior to the board meeting and included as part of the Treasurer’s
update to the board. Review should also be done when there are changes to investment, savings, or certificate
of deposit accounts. The District Treasurer should review all credit card statements and supporting
receipts/invoices for compliance with the Credit Card Policy. Sample policy provided in the Payables — Credit
Cards section.

Board Meetings

The job of board members is very complex and collaborative. Making the most of board meetings is essential to
good governance, strong leadership, and healthy organizations. Since governance is a collective process,
meetings are a necessity of board work. Good meetings increase member engagement, maximize collective
wisdom, and ensure the right focus at the right time.

As a board member, be open to new ideas or perspectives. It’s okay to disagree and seek to understand through
listening and open questions. Be aware of intent and impact. It is possible with the best of intentions to have a
negative impact. Turn from negative judgment to compassionate inquiry. Don’t rush to consensus and create a
“parking lot” for unresolved issues the board needs to revisit later.

Parliamentary Procedure

Boards generally utilize some type of parliamentary procedure during meetings. Robert’s Rules of Order is the
standard for facilitating discussions and group decision making. Having an agreed upon set of rules helps
meetings run smoother thus increasing productivity of the group.

Open Meeting Law

Per Minn. Statute 13D. Open Meeting Law, at least one copy of all printed or prepared meeting materials
available to the board members before or during the meeting must be available in the meeting room for
inspection by the public during the meeting. Best practice is to make the materials available on the SWCD

website prior to the meeting.

Quorum
According to MN Statute 103C.315 Subd. 3, a majority of the supervisors is a quorum and the concurrence of a
majority in any matter is required for its determination except as otherwise expressly provided.

Policy on Board Meetings
The district should have a policy in place related to when or how often the Board will meet and how

bills/invoices are reviewed and paid. Be sure to include a contingency plan should a board meeting be cancelled
or rescheduled.

Board Packet
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A board packet serves as an outline for the meeting and provides relevant data for the topics to be discussed
and decisions to be made at the meeting. The contents of the board packet will vary by organization, whether
the meeting is public or private and should cue up the meeting so time is spent in robust dialogue and discussion
vs. sharing information which could have been read in advance. Include as many relevant documents as possible
per the agenda provided. Best practice would be to send out the board packet (mail, email, or link on SWCD
website as pre-Board packet) at least one week in advance of the meeting to allow board members sufficient
time to review.

Consent Agenda

To ensure more time for discussion, a consent agenda may be used to handle uncontested and routine business
not requiring discussion. Typical items might be acceptance of minutes, final approval of items already vetted,
and acceptance of routine reports. Such items are grouped into one agenda item and approved in one motion.
Although consent agendas are an efficient use of time, be careful not to include important items warranting
discussion and proper vetting by the board. To ensure items are indeed appropriate for the consent agenda,
provide sufficient background materials in the board packet. Allow members to request an item be pulled from
the consent packet if they feel a discussion is necessary.

Agenda
The meeting agenda is very important to cover all applicable items and the Chair’s responsibility to keep the

members on task. Agenda items could include who is responsible for presenting each item and leading the
discussion. Possible order of the agenda as follows:

e Call meeting to order
e Consent Agenda (if applicable)
e Adopt the agenda (in case of additions/changes)
e Secretary’s Report
o Review and approval of last month’s Board meeting minutes
e Review of the Balance Sheet, Profit and Loss report and receipts/deposits (report in QuickBooks: Receipt
Journal). During review, note the following:
o Sources of revenue
o Timing of revenue
o May help explain motions requested throughout the meeting
e Bills pending and paid since last meeting
o Best practice is for the Board to review bills prior to payment. Districts may choose to delegate
this authority to district staff or the Board Treasurer, with the delegation reviewed on an annual
basis and documented in the Board minutes.
e Treasurer’s report
e Cost-share project(s): approval of contract(s), approval of payment(s)
e District manager, staff, commissioner, or other reports
e Old Business (items discussed at previous meetings but not yet approved/finalized)
e New Business (new items not yet discussed at previous meetings):
o Legislative update
o BWSR update
e  Workshops/trainings
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o Attended and upcoming
e Adjourn the meeting

Meeting Minutes
Meeting minutes are a summary of the Board discussion, not a word by word verbatim of the conversation. If

the Board Treasurer or District staff provide their report in written form, attach as part of the meeting minutes.
It may be helpful to draft the meeting minutes soon after the meeting with current memory. The minutes are
unofficial until the next meeting where the minutes are reviewed and approved. The Board Secretary or district
designated staff should record the meeting minutes.

Supervisor Duties
The duties of a district board supervisor may include hiring/firing lead staff, budgeting, and fiscal accountability,

listening to your constituents, setting/changing direction, being transparent, seeking solutions, and respecting
the decisions of the Board.

Supervisor Compensation
Per MN Statute 103C.315 Subd. 4 and law enacted during the 2021 1% Special Session, a supervisor shall receive

compensation for services up to $125 per day and may be reimbursed for expenses, including travel expenses,
necessarily incurred in the discharge of duties. A supervisor may be reimbursed for the use of the supervisor’s
own automobile in the performance of official duties at a rate up to the maximum tax-deductible mileage rate
permitted under the federal Internal Revenue Code.

Internal Controls
The Board may delegate check signing authority to district staff, with the delegation reviewed on an annual

basis. Best practice would be to limit additional check signing authority and access to bank accounts to two
Board members such as the Treasurer and Chair.

The Treasurer’s Report section identifies internal controls the Treasurer and/or Board could provide.

SWCD Accounting

Chart of Accounts

The purpose of a chart of accounts is to secure a fixed structure of accounts used in accounting and is necessary
to provide for uniform terminology and meaningful financial reporting. The chart of accounts is a list of account
titles (may include numbers) used by the district showing accounts used and classification by type of account
(i.e. assets, liabilities, revenues, expenditures). Too many accounts create confusion so it’s a good idea to
periodically review the chart of accounts and mark unused accounts inactive. Typically, a four-digit number
system should suffice for most districts and keeps the numbering scheme easier. However, larger districts may
find it beneficial to use a five-digit number system for increased flexibility.
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Best practice is to use numbered account titles. Account numbers simplify recording transactions during the
year and allow a better flow of data into the annual financial statements. It is also easier for auditors to propose
journal entries referencing specific accounts with numbers. Account numbers enable sorting grants and
accounting activities. To require account numbers in QuickBooks:

Edit menu — Preferences — Accounting — Company Preferences

Preferences

% Biils ACCOUNTS Cancel
@ Calendar « Require accounts

Help

B2 Checking

Basic Chart of Accounts

Assets and Liabilities

Assets and liabilities are listed in order of liquidity - short-term followed by long-term.

Prepaid asset accounts are only needed for those items paid in advance for goods or services to be delivered the
following year (i.e. trees, insurance, dues/subscriptions, software licenses). See the End-of-Year Accounting
Adjustments section for more information.

Recommend breaking out unearned revenue by type (i.e. county, federal, state, etc.) to facilitate year-end
reporting. Best practice is to set up an unearned revenue account for each advanced payment grant. The
unearned revenue grant account is where all revenue and expenses are individually tracked and reviewed during
a financial reconciliation of the grant.

Districts may create unearned revenue accounts for monies received from the county and move the monies to
revenue as earned or on a periodic basis during the year to reduce variance in the Profit and Loss report during
the year. By year-end, remember to record all revenue received for the year unless it meets the definition of
unearned revenue. For information on how to track unearned revenue, refer to the Grants Management —
Unearned Revenue Method for Advanced Payment Grants section.

Revenues
As a unit of government, revenue accounts are listed in alignment with the district mission of intergovernmental
revenues first, followed by charges for services, and then miscellaneous revenues.

Recommend breaking out county revenue by function to facilitate year-end reporting (i.e. allocation, water plan,
WCA, feedlot, abandoned wells, DNR shoreland, AlS, etc.).

If tracking advanced payments on grants as unearned revenue when received, there’s no need to break out
revenue and expense by grant. The unearned revenue grant account is where all revenue and expenses are
individually tracked and reviewed during a financial reconciliation of the grant.
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It is a good practice to set up corresponding revenue and expense accounts for a specific item if the district
wants to track the item’s financial benefit (i.e. drill revenue generated vs. cost to maintain/use/rent the drill).

Expenditures
The order of expenditures would be: district operation accounts, other services and charges, supplies, capital
outlay, and project/program expenditures.

Sample Chart of Accounts

The layout described also aligns with the standard format for financial statements. A very simplified sample
chart of accounts is provided in the Appendix. As always, adjust to meet the needs of your district. Grant
subaccounts are a suggested format when using the unearned revenue method of accounting.

If the district is using QuickBooks class tracking, there’s no need to create subaccounts for any revenue or
expense accounts which have been set up as a class since the reports will show each class in a columnar format.
For more information, refer to the Grants Management - QuickBooks Class Tracking for Advanced Payment
Grants section.

General Accounting

Affidavit of No Receipt
Receipts/invoices are needed before expenses can be paid, including expense reimbursement to employees and
supervisors. If a receipt was lost or never received and the district allows a substitute, purchaser could submit an

Affidavit of No Receipt (sample in the Appendix). Granting agencies may or may not accept an Affidavit of No
Receipt in lieu of an actual receipt for a grant/match cost.

Petty Cash
Petty Cash is easily accessible money for expenditures of small items. Claims submitted must include an invoice

or receipt detailing the item(s) purchased.

To initially fund or replenish the Petty Cash account:

Date Memo Account Debit Credit
06/01/2018 To Fund Petty Cash 1020 - Checking 100.00
To Fund Petty Cash 1010 - Petty Cash 100.00
100.00 100.00
TOTAL 100.00 100.00

The Petty Cash account is to be reconciled monthly, like other checking/financial accounts. Depending upon the
process used to track payments made with petty cash, manually reconcile petty cash on hand with
receipts/invoices received. The total of cash and receipts to match the beginning amount from the first of the
month (if reconciled monthly) of petty cash. Record in the accounting system the expenses paid with petty cash.

e [f using QuickBooks, open the Check Register for Petty Cash and create entries using the existing
numbering protocol (i.e., 102 - cash, in place of the check number) for each expense noting the correct
date, payee, amount, expense account, etc. (if applicable, enter class).
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Date Memo Account Debit Credit

6/30/2019 Petty Cash Summary Entry 1010 - Petty Cash 17.30
US Postal Service 5240 - Postage, Mailing Service 9.80
Office Max 5810 - Office Supplies 7.50

17.30 17.30

TOTAL 17.30 17.30

Next, write a check to “Petty Cash” from the checking account to replenish the Petty Cash account. For example,
if there is $82.70 in petty cash and $17.30 in receipts, write the check for $17.30 to replenish Petty Cash on hand
to its initial amount of $100.00. Reconcile Petty Cash within the accounting system similar to reconciliation of

the checking or savings accounts. When complete, the difference should be “zero.” Print and file documentation

as heeded.

Internal Controls
Use Petty Cash funds only if it is impractical to pay the claim in another manner. In addition:

e Petty Cash cannot be used for salary or personal expenses of a supervisor or district staff

e Secure petty cash funds in a metal lock box that is maintained in a locked desk, locked cabinet, or locked
safe to which access is limited

e Board appoints a custodian of each imprest fund. The custodian is personally responsible for the cash
entrusted to the fund.

e Custodian presents itemized claim for disbursements from the fund at the next board meeting

e Reconciliation of the petty cash fund should be done by someone other than the person approving
withdrawals from the fund

e See Treasurer’s Report - Internal Controls section if custodian is the Board Treasurer

Investments/Certificate(s) of Deposit

If the district has investments, savings, and/or certificates of deposit, the funds should be reconciled at least
annually (end of the year for financial statement purposes) or whenever interest is accrued. Typically, the
financial institution would send a statement indicating date and amount of interest accrued.

Each investment/savings/certificate of deposit should be recorded in the accounting system as a separate
account or subaccount and would be included on the Treasurer’s Report. Record as much detail within the
account setup as appropriate.

To initially fund an investment, savings, or certificate of deposit:

Date Memo Account Debit Credit
3/1/2019 Fund Certificate of Deposit 1020 - Checking 10,000.00
xxMo CD Maturing mm/dd/yy 1040 - xxBank CD 10,000.00
10,000.00 10,000.00
TOTAL 10,000.00 10,000.00

To record interest accrued during the year:
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Date Memo Account Debit Credit

9/1/2019 6 months interest on xxBank CD 4810 - Investment Rev 50.00
6 months interest on xxBank CD 1040 - xxBank CD 50.00
50.00 50.00
TOTAL 50.00 50.00

When the investment or certificate of deposit has matured, the final amount realized would be updated within
the accounting system and the account balance transferred to either a checking, savings, or another
investment/certificate of deposit account. The investment/certificate of deposit account which has matured
would then be inactivated within the accounting system.

Internal Controls

The Board Treasurer should review all changes to investment, savings, or certificate of deposit accounts during
the regularly scheduled review.

Inventory
Inventory is the goods and materials the district holds for resale at a later date. Typically, trees do not need to

be tracked as Inventory since all trees are sold before year-end. Recommendation is to track inventory when the
district maintains a physical value of $2,500 or more. The Cost of Goods Sold account is used when inventory
becomes a significant part of the district’s total revenue.

If Inventory is tracked, at least annually a physical count should be conducted to compare the physical inventory
to inventory recorded in the accounting system.

Deposit on Tree Sales

Deposit on Tree Sales are payments received in advance for future tree purchases.

Payments received in advance should be recorded as a current liability:

Date Memo Account Debit Credit
10/11/2019 John Doe advanced sale 1020 - Checking 50.00
John Doe advanced sale 2310 - Deposits on Tree Orders 50.00
50.00 50.00
TOTAL 50.00 50.00

When the trees are sold (delivered), the deposit would be taken out of the current liability account and recorded
as revenue:

Date Memo Account Debit Credit
4/17/2020 John Doe advanced sale 2310 - Deposits on Tree Orders 50.00
John Doe advanced sale 4710 - Tree Sales Revenue 50.00
50.00 50.00
TOTAL 50.00 50.00
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Bank Statements

A bank reconciliation is used to compare your records (book balance) with those of your bank (bank balance)
and reconcile any differences between the two balances. Timing differences of transactions recorded by the
organization vs. when updated in the bank’s system are most common. Bank reconciliations are an important
accounting procedure and can identify errors by the bank or organization as well as detect/prevent fraud.

When the bank sends a statement, the burden shifts to the customer to promptly notify the bank of
unauthorized payments (Minn. Statute 336.4-406). Organizations are encouraged to review their financial
institutions’ agreement to understand the length of time they have to identify fraudulent items and mistakes.

Bank Statement Reconciliation

The bank statement should be reconciled monthly and within a timely manner upon receipt. The District fiscal
staff/agent should reconcile the bank statement, in addition to a separate reconciliation as noted in the Internal
Controls below. Reconcile within the accounting system if this capability exists. Because QuickBooks is a
commonly used accounting software for SWCDs, the following outlines the process within this software to
reconcile the bank statement:

1. Within QuickBooks, click on “Banking” then “Reconcile”
2. Choose an account from the dropdown menu
3. Verify “Statement Date” is the same as the end date on the bank statement
4. Verify the “Beginning Balance” is the same as the beginning balance on the bank statement
5. Enter the “Ending Balance” from your current bank statement
a. 5.a. Enter interest and fees as noted on the bank statement

6. Click on “Continue”

7. Check off each of the “Checks and Payments” in QuickBooks which cleared per the bank statement
8. Check off each of the “Deposits and Other Credits” in QuickBooks which cleared per the bank statement
9. Verify “Difference” is $0.00 when completed. If not $S0.00, there is most likely an error when checking

off cleared debits or credits. Reconcile all differences.
10. Click “Reconcile Now”
11. Select the type(s) of Reconciliation Report(s) to print

12. Click “Print”

Internal Controls

Typically, cash is the most vulnerable asset for the organization. Bank reconciliations provide the necessary
control mechanism to help protect this valuable resource and are the most common way fraudulent activities
are identified.
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Consider having the bank statement mailed or online viewing access given to someone, other than fiscal staff,
who can provide review/oversight as an internal control. At least monthly, someone NOT involved with writing
checks or making payments should provide a double-check for the fiscal staff/agent by reconciling the bank
statement to records of claims approved. Review for:

e Amount altered

e Proper payee

e Void check cashed

e Checks out of sequence
e Unauthorized payments

Sample Bank Statements Policy:
“As an internal control measure, all bank statements will be reviewed in a timely manner by
xxx, who has not been involved with writing checks or making payments. (identify what
documents will be used for the review process) Any irregularities identified will be promptly
reported to xxx.” (xxx — identify by position type)

If someone other than the fiscal staff/agent cannot reconcile the bank statement, another option would be to
hire the accounting firm conducting the audit to request bank statements directly from the banking institute and
review as part of the audit process.

A best practice would be to require two signatures on all checks and review monthly to assure compliance.
Signatures of authorized signers should be on record with the bank. Checks written out for cash should be
monitored closely to assure appropriate documentation of related expenses or discouraged altogether.

Sample Checking Account Policy:

“All District checks will be required to have two authorized signatures. District Board
Memobers (list specific Board members/positions) and the District Manager are authorized to
sign checks. If there is a check outstanding for more than xx months, the district will contact

the payee to inquire on the status of the check.”

Political subdivisions sometimes issue checks that are never cashed or are returned as undeliverable. Under
Minnesota’s Unclaimed Property Laws, uncashed and returned checks must generally be reported to the
Minnesota Department of Commerce. More information is available on the Department of Commerce website
at: https://mn.gov/commerce/industries/unclaimed-property/. (Minn. Statute 345 Unclaimed Property)

Other internal control measures would be to involve the bank and not allow cash withdrawals or periodically
obtain from the bank a list of all the organization’s bank accounts. Another measure is a Positive Pay System
whereby the bank only pays based upon a supplied list of checks issued.

Receivables

Receivables are debts owed to the district by its customers for goods or services the district provided.
Receivables can either be in the form of cash receipts or accounts receivable invoices.
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Cash Receipts
The purpose of cash receipts is to provide written documentation to purchasers of monies received by the

district for goods or services. A receipt should be provided timely for all monies received, whether in the form of
cash or check. A receipt produced by the accounting system is preferred; however, if this is not possible, a
receipt book with pre-numbered duplicate forms may be used. If an error is made when recording in the receipt
book, the form should be marked “void” and all copies of the form retained in the receipt book. The district
should have a policy for the handling of cash receipts.

Sample Cash Receipts Policy:

“Receipts will be issued timely for all monies received. Preferably, a receipt will be produced
by the accounting system. If a receipt book is used, the receipts will be pre-numbered and in
duplicate form. All cash or check receipts shall be endorsed upon receipt as payable to the
district, recorded, and deposited in the bank within a timely manner but no later than by the
end of the work week.”

Accounts Receivable

Accounts receivable is an asset account reflecting amounts due on account from persons or organizations for
services or goods furnished. All invoices for customers and government entities should be created in Accounts
Receivable after the services or goods have been provided. Any projects with holdbacks should have the
holdback invoiced through Accounts Receivable. Tracking manually is not advised since the risk of
forgetting/losing revenue is high and/or good records do not exist for the audit. An example of this is when
invoicing another local government unit for services provided. Once invoiced through Accounts Receivable (QB:
Customers — Create Invoices), record payments towards the invoice(s) when received.

Example: Invoice Stormy SWCD for technician services provided - not related to a grant:
DEBIT: 1200 - Accounts Receivable
CREDIT: 4630 - Charges for Services — Contracted Services

Accounts receivable containing non-public data to be stored in a secure location or locked file cabinet within a
lockable office space. When a check is received, stamp “for deposit only” on the back of the check as soon as it is
received.

When invoicing for services provided and the funding source is known, accounting standards recognize revenue
by funding type (i.e. state, county, local, federal, etc.). This is helpful when invoicing another local government
unit for services provided on a state grant to use the appropriate billable rates and for proper classification of
revenue on the annual financial statements. If governmental units are invoiced using the Accounts Receivable —
Due From Other Governments account, the funding type is recognized when the invoice is generated thus
avoiding the need to reclassify at year end.

Bad Debts

Accounts Receivable not expected to be collected should be taken to the board for approval to write off and
documented in the Board minutes. Within the month approved, access the accounts receivable invoice within
the accounting system and record the invoice amount as a discount used for the applicable funding source
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(Charges for Services — Bad Debts). This will zero out the balance due within Accounts Receivable and reduce
total revenue.

Internal Controls

Typically, cash is the most vulnerable asset for the organization. Fraudulent activities when receipts are not
deposited may include:

e Skimming — cash removed prior to deposit (unreceipted cash)
e lapping — receipted cash replaced with unreceipted checks

If the district is large enough, separation of duties between several staff protect district assets. Otherwise, the
Board Treasurer or Board could provide assistance with managing cash receipts. To safeguard district funds
when received, consider building in double-checks to the process such as:

e Someone other than the person collecting monies compares items sold to monies collected
e Person collecting monies is not the person preparing the deposit

e Person collecting monies receives periodic report of deposits

e Second period reviews and okays all voids/refunds

Other internal controls for cash receipts may include:

e Daily bank deposits

e Reconcile receipts with deposits daily

e Do not leave receipts unattended

e Know the amount in any change fund (starting balance)

e Consolidate cash collection points

e Periodic report of deposits to person/department collecting payments

e Pre-numbered receipts for all payments/sales

e Note if payment is by cash or check (include check number) and compare to deposit
e Deposits made intact

e Beware of voids and refunds

e No cashing of personal checks out of undeposited receipts

e No “borrowing” from public funds (no I0Us or “markers”)

e Upon receipt, the back side of all checks received should be stamped “For Deposit Only”

Payables
Payables are debts owed by the district to its suppliers for goods or services the district received.

Debit Cards

A debit card is a payment card which deducts money directly from the user’s checking account to pay for a
purchase. While entities have the authority to make purchases using credit cards, the authority to use debit
cards is less clear. Debit cards allow funds to be immediately withdrawn from the entity’s financial account,
provide fewer protections than credit cards provide and circumvent statutory claims approval safeguards.
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Recommend entities use credit cards, not debit cards, to make purchases for the public entity. See Office of the
State Auditor Statement of Position on Credit Card Use and Policies.

Credit Cards

A credit card is a payment card issued to a user to enable the cardholder to pay a merchant for goods or services
based on the cardholder’s promise to the card issuer to pay them for the amounts plus other agreed upon
charges. Because of the ease in using credit cards, the district should consider having a policy in place to ensure
the district’s credit cards are used for appropriate purposes and adequate controls are established for day-to-
day use. See Minn. Statute 103C.321 Subd. 6.Credit Card Use.

Recommendations for a credit card policy:

o Identify the employees and supervisors authorized to make purchases using the district’s credit
card;

e Obtain signed written acknowledgments of the credit card policies from all authorized card users;

e |dentify the particular purchases allowed to be made with the credit card and the maximum charge,
if any;

e Restrict the total amount of charges that can be made on the credit card;

e Set up a review process for all purchases made with the credit card;

e Require supporting documentation for all purchases made with the credit card; and

e Prohibit the use of the credit card for personal purchases

Sample Credit Card Policy:

“The xx SWCD credit card may only be used for: pre-approved travel expenses for hotel rooms
and meals (limited to food and non-alcoholic beverages up to allowable per-diem) for
overnight meetings, gas for district vehicles, emergency repairs for the district vehicle when
problems occur traveling to and from district meetings, miscellaneous supplies under Sxx, and
other necessary pre-approved purchases as deemed appropriate by the Board or District
Manager. The authorized signatures assigned to the credit card are xxx. No other person(s)
shall be allowed to sign for approved purchases or allowed to use the credit card. Use of the
credit card for personal purchased is prohibited and any such unauthorized use shall be
reviewed at the next Board meeting. If any credit card purchase is not approved by the Board,
the supervisor or employee responsible for the charge is personally liable for the purchase
amount. All charges on the credit card must be supported with detailed receipts/invoices and
submitted in a timely manner to xxx (position who reconciles the credit card). The credit card
statement and related original receipts will be reviewed by xxx and the Board Treasurer.”

Internal Controls

Many local government governing boards are specifically authorized by statute to approve credit card use. If an
officer/employee makes a credit card purchase that is not approved by the board, “the officer or employee is
personally liable for the amount of the purchase.” Credit card purchases must otherwise comply with all
statutes, rules, or district policies applicable to public purchases and be supported with original receipt from the
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point of sale. Include the specific vendors, not just the credit card company, on claims submitted to the district
board for approval.

Accounts Payable
Accounts payable is a current liability account in which the district records the amounts it owes to suppliers or

vendors for goods or services the district received on credit. The module is used primarily with modified accrual
accounting. More information can be found in the Overview of Accounting System and Methods — Accounting
Methods section of this chapter.

If amounts owed to governmental units are recorded using the Accounts Payable — Due To Other Governments
account, the funding type is identified when the liability is recognized thus avoiding the need to reclassify at year
end.

Check Payments
A check is a negotiable instrument drawn against deposited funds to pay a specified amount to a supplier or

vendor for goods or services received. The district board should review expenditures on a regular basis,
documenting the approval or denial in board minutes.

Invoices must have sufficient detail to adequately document the materials or services provided. Invoices should
have a vendor name and address, date of invoice, complete listing of supplies, materials or services showing
guantity of each, unit cost, total for each item, and total invoice amount. If services were provided, the invoice
should include the timeframe services were rendered.

Payments should be generated from the accounting system and printed on pre-numbered checks. Blank checks
would be stored in a secure location or locked file cabinet within a lockable office space.

When an error is made on a check, write “VOID” with an ink pen across the face of the check and signature area
or remove the signature area. Be sure to void the check in the accounting system; do not delete the check.
Voided checks should be kept along with the cancelled checks, filed in check number order, or attach the voided
check to the check stub and invoice paid.

If separation of duties is feasible, the person who drafts the check would have no check signing authority and
checks would be signed by someone who has no check drafting authority. Oversight is recommended to assure
the process is being followed consistently. The check signer(s) should review the expenditure paperwork to
verify it’s an appropriate district expense and correct payee and amount. A best practice would be to have a
Board policy related to the review and approval of invoices and the drafting and signing of checks.

Sample Check Writing Policy:

“The district board will review expenditures on a regular basis, documenting the approval or
denial in the board minutes. Only pre-numbered checks will be used to generate payments
with blank checks securely stored xxx and only xxx shall have access to the area. After Board
approval, (list position[s] responsible for writing checks) shall write the checks and xxx (list all
authorized signers) are authorized to sign the checks. No district check with a blank payee
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line or amount can be signed. (As an internal control, explain how oversight of the process
will be handled).”

Internal Controls

Typically, cash is the most vulnerable asset for the organization. Fraudulent actions may occur without proper
procedures and oversight of the check writing process. Some considerations include:

e Bank should have the authorized signers on file for each account;

e Policy outlining who has authority to transfer monies and dollar limits associated with each
authority;

e Checking, savings, or investment account numbers is non-public data and should be protected
accordingly;

e Policy outlining check signing authority limits; and

e Debit cards should be discouraged since they lack fraud protection.

Capital Assets

Capital assets means tangible or intangible assets used in operations having a useful life of more than one year
and capitalized in accordance with generally accepted accounting principles (GAAP). Capital assets include:

e Land, buildings/facilities, equipment, and intellectual property (including software) whether acquired by
purchase, construction, manufacture, lease-purchase, exchange, or through capital leases; and

e Additions, improvements, modifications, replacements, rearrangements, reinstallations, renovations, or
alterations to capital assets that materially increase their value or useful life (not ordinary repairs and
maintenance).

The district should have a Board approved policy establishing a threshold for capital asset purchases.
Recommendation is a capital asset threshold of somewhere between $2,500 to $5,000, depending upon the size
of the district.

Sample Capital Assets Threshold Policy:

All tangible and intangible assets having a useful life of more than one year and costing
52,500 or more shall be capitalized and depreciated according to Generally Accepted
Accounting Principles.

Capitol Asset Purchases
Provided are examples of how to record in the accounting system a variety of capital asset purchases.

The district uses cash to purchase a pickup with no trade-in of another vehicle. License fees and sales tax are
considered part of the capital asset purchase. Record as follows:
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Date Memo Account Debit Credit
4/1/2019 Pickup, license fees, sales tax 1020 - Checking 25,750.00
Pickup, license fees, sales tax 5900 - Capital Outlay 25,750.00
25,750.00 25,750.00
TOTAL 25,750.00 25,750.00

Three months later, the district decides to purchase a $200 toolbox and $100 signage for the pickup. The cost
would be recorded as a vehicle expense if the cost is below the district’s threshold for capitalizing assets.

Capitol Asset Sales or Trade Ins
The district sold a pickup (2013 Silverado) it owns. Record as follows:

Date Memo Account Debit Credit
5/1/2019 Sale of 2013 Silverado 4930 - Misc Revenue-Asset Sale Proceeds 25,000.00
Sale of 2013 Silverado 1020 - Checking 25,000.00
25,000.00 25,000.00
TOTAL 25,000.00 25,000.00

Upon sale, remove the capital asset original cost and accumulated depreciation from the equipment log. If the
capital asset is not fully depreciated, the remaining cost would be recorded as additional expense in the
equipment log:

Your SWCD Capital Assets
Beginning Ending
Expenditure  Purchased/ Useful Adjusted Ending  Accumulated 2018 Accumulated  Asset
Class Asset Function Constructed Life Balance Additions Deletions Balance Depreciation Depreciation Deletion Depreciation  Balance
Equipment, furniture and vehicles

2013 Siverado 2013 10 40,000.00 40,000.00 0.00 20,000.00 4,000.00 24,000.00 0.00 0.00
4 Office Computers 2016 7 3,500.00 3,500.00 750.00 350.00 1,100.00 2,400.00
Total equipment, furniture, vehicles 43,500,00 0,00 40,000,00  3,500,00 20,750,00 4,350,00  24,000,00 1,100.00 2,400,00
Total Capital Assets 43,500.00 0,00 40,000,00  3,500.00 20,750.00 4,350.00  24,000.00 1,100.00 2,400.00

1/1/2018 Additions  Deletions 12/31/2018
Capital Assets 43,500 - (40,000) 3,500
Accumulated Depreciation (20,750} (4,350) 24,000 (1,100)
Net book value 22,750 (4,350) (16,000) 2,400

Instead of selling the 2013 Silverado outright, the pickup was traded in for a newer model. Record the trade-in
(not fully depreciated) and purchase as follows:

e Traded older asset (2013 Silverado) for a trade allowance of $25,000
e Purchase a 2017 Silverado costing $45,000

e Total amount paid from checking was $20,000 (545,000 purchase price less $25,000 trade-in value)

Date Memo Account Debit Credit
5/1/2019 Purchase 2017 Silverado;Trade 2013 Silverado 1020 - Checking 20,000.00
Purchase 2017 Silverado;Trade 2013 Silverado 5900 - Capital Outlay 20,000.00
20,000.00 20,000.00
TOTAL 20,000.00 20,000.00
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For the equipment log, the new adjusted balance of the 2017 Silverado is $36,000 (520,000 cash paid plus
$16,000 book value [$40,000 less $24,000] from the older 2013 Silverado):

Your SWCD Capital Assets

Beginning Ending
Expenditure  Purchased/  Useful Adjusted Ending  Accumulated 2018 Accumulated  Asset
Class Asset Function  Constructed Life Balance  Additions Deletions Balance Depreciation Depreciation Deletion Depreciation  Balance
Equipment, furniture and vehicles
2013 Siverado 2013 10 40,000.00 40,000.00 0.00 Z(]'U(I{LUU 4,000.00 24J(](]H_H[l 0.00 0.00
4 Office Computers 2016 7 31 500.00 3,500.00 750.00 350.00 1J1ll[l_l3(] 2,400.00
2017 Silverado 2018 10 ](,,l][)(l.(l{] }(),U()(!.UU 0.00 1,800.00 1130[1_[][] }4,2(!{].{]0
Total equipment, furnilurs, vehicles 43,500.00 36,000.00 40,000.00 39,500.00 20,750.00 6,150.00 24,000.00 2,900.00 36,600.00
Total CAD\((\I Assets 43,500.00 36,000.00 40,000.00 39,500.00 20,750.00 6,150.00 24,000.00 2,900.00 36,600.00

1/1/2018 Additions  Deletions 12/31/2018
Capital Assets 43,500 36,000 (40,000) 39,500
Accumulated Depreciation (20,750) (6,150) 24,000 (2,900)
Net book value 22,750 29,850 (16,000) 36,600

When the purchase and/or sale of capital assets seems confusing, contact your accountant who can guide you
through the process for updating the accounting system and equipment log.

Depreciation

Depreciation represents the reduction in value, due to wear and tear, of an asset over its useful life. For
governmental accounting, capital asset purchases and related depreciation are not reported on the Balance
Sheet and, consequently, do not need to follow Internal Revenue Service rules since net book value of capital
assets reporting is for financial statement purposes only. Generally Accepted Accounting Principles rules do not
give an exact useful life for capital assets; therefore, the following guidelines are provided:

e Computers: 3-5 years
o Bundle computer, monitor, docking station, etc. together if purchased at the same time
e  Trucks: 5-7 years
e Equipment: 7-10 years
e Furniture and Fixtures: 7-10 years
e Buildings: 40 years
e Pole Sheds: 20 years
e Lland: no depreciation
o Break out cost if attached to a building at the time of purchase

Calculating book depreciation by month is the most accurate method. It should be used for large capital asset
purchases to prevent recalculation during the audit. For example, record 11 months of depreciation the first
year for a capital asset purchased in February ([capital asset purchase price divided by number of years useful
life] multiplied by .92 = first year depreciation amount). Partial year depreciation multipliers are as follows:

e January =12 months or 1 July = 6 months or .50

e February = 11 months or .92 August = 5 months or .42

e March =10 months or .83 September = 4 months or .33
e April =9 months or .75 October = 3 months or .25

e May =8 months or .67 November = 2 months or .17
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e June =7 months or .58 December = 1 month or .08
The following is a simplified method for calculating book depreciation on capital asset purchases:

e Purchased January thru June, record a full year of depreciation the year of purchase
e Purchased July thru December, record a half year of depreciation the year of purchase
|”

e |n most scenarios, the half-year depreciation calculation will be close enough to actual that a “materia
difference would not exist or require recalculation during the audit

Total book depreciation cannot exceed the asset’s purchase price thus the ending/net asset balance cannot be
negative. Capital assets with less than 12 months of depreciation the first year typically would have less than a
year of depreciation remaining during the last year of useful life. The district should maintain an equipment log
to track capital asset purchases and annual depreciation. After a capital asset is fully depreciated, the capital
asset should remain on the equipment log until disposal.

Equipment Log

An equipment log is useful for keeping track of equipment for insurance purposes. In addition, the equipment
log should track the date (mm/dd/yy) the capital asset was purchased, what funding source(s) used for purchase
and the capital asset threshold effective mm/dd/yy as set by the district board.

If the depreciation amount is for less than a full year, the amount will need to be manually entered since the
spreadsheet automatically calculates a full year of depreciation.

A sample equipment log (fixed asset template) can be found on the BWSR website at:
https://bwsr.state.mn.us/grants-administration-manual-optional-and-example-forms. The best way to update
the equipment log for the new year’s information is to copy the existing spreadsheet and create a new
sheet/tab for the upcoming year (locate the current year’s sheet/tab and right mouse Move or Copy, indicate

placement of copied sheet and click on Create a Copy then rename the new tab to the upcoming year). Since the
spreadsheet has changed over time, review the following and make updates as appropriate:

e Update the new sheet header for the current year xxxx

e Items in the “Additions” column in year ended are no longer “Additions” in the new year. Move the
amount(s) into the “Adjusted Balance” column. For any items in the “Deletions” column, delete from the
sheet or move to a Deletions sheet/tab for future reference. Make sure the “Adjusted Balance” column
of the new year equals the “Ending Balance” column for the year just ended. If not, check line-by-line for
any errors.

e Update the “Beginning Accumulated Depreciation” column amounts for the new year to equal the
“Ending Accumulated Depreciation” amounts from the year just ended. Make sure the column totals
equal.

e Update the new year’s depreciation column title to the current year xxxx. Review depreciation amounts
listed and make sure depreciation amount listed is for a full year (some purchases may only have been
eligible for a few months of depreciation in the year of purchase which also means the item most likely
has less than a full year depreciation during the last year of its useful life) and the “Ending Accumulated
Depreciation” amount does not exceed the “Ending Balance” amount (cannot claim depreciation in
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excess of asset’s actual cost). Adjust the new year’s depreciation column amounts as appropriate. Verify
the “Asset Balance” column is a positive number; otherwise, check for errors.

e As capital assets are purchased in the new year, add lines to the sheet and copy row formulas.

e For capital assets deleted in the new year, enter the “Adjusted Balance” amount in the “Deletions” and
“Deletion” columns. Enter any remaining balance to depreciate the asset fully in the current year’s “20xx
Depreciation” column. If entered correctly, the “Asset Balance” column should be $0.00.

End-of-Year Accounting Adjustments

Prior to Year-End

It’s always a good idea to prepare as much in advance as possible for the year-end process. An early start on
preparing for year-end helps ward off some of the extra work in January.

Inventory

If you have inventory recorded in the accounting system, a physical count should be done and compared to the
accounting balance, then reconcile any discrepancies. See the General Accounting — Inventory section for more
information.

Capital Assets

Throughout the year, capital asset purchases should have been recorded in the accounting system to the Capital
Outlay expense account. Review the detail in the account to verify all purchases recorded meet the capital asset
threshold and have been included on the equipment log. Check that all capital asset purchases have been
recorded to the Capital Outlay expense account.

Update the equipment log to record the depreciation for the year. For more information, see the Capital Assets
section. If there’s uncertainty on the correct amount of depreciation to claim, contact your accountant who can
provide guidance. There’s no need to wait until the annual audit to update the equipment log.

Compensated Absences

Compensated Absences represents the cost to the organization of benefits owed (vacation, sick, comp time,
etc.) if all employees end employment as of December 31. Compensated Absences is generally an adjustment
for financial statement purposes only (see Unaudited Financial Statements section) unless the total amount
becomes a significant cost to the organization, then consider recording the cost of compensated absences
within the accounting system. Record as either assigned or committed, depending upon how the funds were set
aside (see Annual Budgeting Process — Classifications of Fund Balance section).

e Debit: Assigned — Compensated Absences (fund balance)
Credit: Compensated Absences (liability)
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Review Reports

Print a Balance Sheet and review if there are any prior year adjusting entries which should have been reversed
at the start of the year. Check that all account balances make sense and match the records.

If the district has any auxiliary or manual journals and/or spreadsheets, check to be sure the amounts match the
accounting system records.

Complete December Processing

Complete all reports as normally done for the month and quarter. Print a Balance Sheet and Profit and Loss
report before proceeding with the year-end process.

Year-End Process

The year-end process is part of the accounting function for closing the year just ended and should be completed
soon after the year is done.

End-of-year accounting adjustments are not part of the financial statement process. Consider making a backup
of the accounting data prior to beginning the year-end process and label it “1231yyyy YearEnd Before
Adjustments.” The purpose of the adjustments is to recognize all revenue and expense for the year.

Note: Most year-end adjustments only needed if the amount is considered “material” (greater than or equal to
$100)

Interest Receivable

Interest receivable is interest earned on investments but not yet received as of December 31. Examples of
interest receivable/earnings which may require an end-of-the-year adjustment:

e Given the low interest rates lately, these adjustments are only needed if the total interest is material
(typically $100 or more).
e Checking/Savings account accrued interest in December
o If the bank statement through December 31 is not received yet, contact the bank to find out
how much interest was earned in December. Record as revenue and either interest receivable
(reverse entry as of January 1) or directly to the checking/savings account (if the monies would
post directly to the account by the end of December). If recording the interest directly to the
checking/savings account, remember recording the interest when conducting the month-end
reconciliation of the account.
o Debit: applicable checking/savings account or interest receivable
= Credit: Interest Income

e Certificates of deposit or other savings certificates are issued by financial institutions when depositing
money for a specified length of time, often one or more years in length. An end-of-year adjustment is
needed when the amount of interest through year-end is considered material. For example, a one-year
certificate of deposit which comes due March 31:

2022 Archive SWCD Operational Handbook 97



o Although the interest wouldn’t be paid until the certificate came due March 31, interest would
be accruing during the year. Only report the interest earned from April 1 — December 31 less any
penalty for early withdrawal. Record as a receivable if the interest would not post directly to the
account by December 31 (certificate due end of March).

Debit: Interest Receivable (asset)
Credit: Interest Income

Type of Certificate Number | Percentage Purchase Price Accrued Interest to
Investment Yield of Investment 12/31 Less Penalties
S S
S S
S S
Total Interest Receivable as of December 31 S

Accounts Receivable

Accounts receivable are monies owed to the district by individuals or businesses for goods or services the district
provided. This adjusting entry is for accounts receivable which have not yet been invoiced through the
accounting system and may include interest and/or service charges on outstanding accounts receivable invoices.
Use Accounts Receivable or Accounts Receivable — Due From Other Governments (In QuickBooks, Customers —
Create Invoices) in the accounting system to record.

e Best accounting practice is to regularly invoice for services and/or products sold

e Atyear-end, be sure to invoice for all material amounts (typically $100 or more)

e Invoice through the accounting system so the invoice and subsequent payment can be tracked (don’t
send an invoice generated using a word processing or spreadsheet software)

Example: December seeding of grass and wildflowers on a landowner’s property
e Debit: Accounts Receivable
e Credit: applicable revenue account and Sales Tax Payable (if applicable)

Example: District services scheduled in December to be provided in January
e Not an accounts receivable yet since services have not been provided, only anticipated

Example: Services provided by December 31 to another SWCD or TSA (shared position, T/A)
e Debit: Accounts Receivable — Due From Other Governments
e Credit: applicable revenue account

Example: Use Accounts Receivable to assess interest or a service charge on an outstanding accounts receivable
invoice
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e Debit: Accounts Receivable or Accounts Receivable — Due From Other Governments
e Credit: Interest Earnings (revenue)

Example: Received an invoice from Pheasants Forever for services rendered on the FarmBill grant October -
December. The invoice from Pheasants Forever should be recorded as a Payable. Invoice BWSR using Accounts
Receivable — Due From Other Governments for reimbursable services provided through December as follows:

e Debit: Accounts Receivable — Due From Other Governments
e Credit: applicable state revenue account

Name of Revenue Account Amount Billed Service Sales Total Amount
Person/ Entity for Goods/Services for Charges Tax of Receivable
Billed Type Goods/Services
S
$
S
$
Total S

Due From Other Governments

Due From Other Governments represents monies owed TO the district by other units of government for goods
or services the district provided. Distinguishing typical Accounts Receivable from governmental income due
provides better information to the public, governmental income is lower risk since it has a higher probability of
being collected, and separation for financial statement purposes is required by the Governmental Accounting
Standards Board (GASB). Unless initially recorded as Accounts Receivable — Due From Other Governments,
review all outstanding invoices in Receivables to determine which invoices are issued to governmental
organizations and enter a General Journal entry as follows:

e Debit: Due From Other Governments
e Credit: Accounts Receivable
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With this journal entry, amounts owed to the district are broken out into monies owed by individuals/
businesses (Accounts Receivable) and governmental agencies (Due From Other Governments). Examples of
amounts due from other governments:

e SWHCD staff services rendered October through December to be reimbursed by the TSA after the charges
for services and related costs are approved (similar process for reimbursement grants)
o Complete the billing as part of the year-end process, invoice the amount owed to the district
using Accounts Receivable - Due From Other Governments

e December time worked for a shared position with another SWCD in which your district serves as the
hiring authority
o Invoice the amount due through Accounts Receivable - Due From Other Governments

e Atthe end of the year, update all grant program/project logs (and eLINK if possible) and record in the
accounting system as Due From Other Governments any monies owed to the district. Applies to
advanced payment grants when grant expenditures exceed advanced payment(s) received. Record as
follows:

o Debit: Due From Other Governments
o Credit: applicable revenue account

Governmental Unit Type of Goods/Services Provided Amount

Total Due From Other Governments as of December 31 S

Prepaid Items

Prepaid items are monies paid in advance for goods or services to be delivered in the new year. A Prepaid
Insurance entry is only needed if the annual insurance premium paid includes month(s) into the new year and
the amount is considered “material.” If the insurance premium covers January through December and the
district’s year ends December 31, no adjusting entry needed. Same is true for Prepaid Dues and Subscriptions.

A Prepaid Software Licenses entry is only needed for software licenses purchased for a timeframe of more than
one year, total amount paid falls below the capital assets threshold for amortization, and the amount paid
includes month(s) into the new year with the dollar amount considered “material.”
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A good example of a prepaid item is trees to be sold next spring when the initial cost/down payment to the

nursery/landscape company was charged to an expense account (Tree Expense). General Journal adjusting entry

as follows:

e Debit: Prepaid Iltems — Trees (asset)
e Credit: Tree Expense (expense)

Payee

Amount

Total Prepaid Items (Trees) as of December 31

If the district received a significant amount of trees (or any other item which would be resold), the district may

want to record the trees as Inventory (asset) upon receipt of the trees and, when sold, the Inventory (asset)
account would be decreased and the tree cost recorded to the appropriate expense account. For more
information, refer to the General Accounting — Inventory section.

Accounts Payable

Accounts Payable is the amount the district owes to suppliers or vendors for goods or services the district

received on credit (recorded in but not yet paid through the accounting system). You may consider contacting
the organization to request an invoice for goods or services received. A year-end adjustment is needed for goods

or services received by the end of the year but not yet recorded or paid through the accounting system as

follows:

e Debit: appropriate expense account

e Credit: Accounts Payable or Accounts Payable — Due To Other Governments (liability)
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Use your best judgment in terms of whether the expense amount is material (typically $100 or more) and should
be recorded. The following are examples of payable scenarios you may encounter:

e December rent due January 10% or health insurance premiums owed for the year-ended
o Create an Accounts Payable entry to record the expense

e Office supplies received in December but no invoice received yet
o Since the district took possession of the items before year-end, a liability exists to pay for the
goods received. Create an Accounts Payable entry to record the expense.

e Items on back order and not received by the end of December; no purchase order issued.
o Since the district hasn’t taken possession of the items, no year-end adjustment needed
o If a purchase order had been issued, then the funds would already be encumbered in the
accounting system and no further year-end adjustment needed
e Example: Received an invoice from Pheasants Forever for services rendered on the FarmBill grant
October through December. Invoice BWSR using Accounts Receivable — Due From Other Governments
for reimbursable services provided through December. The invoice from Pheasants Forever should be
recorded using Accounts Payable as follows:
o Debit: State Project Expenses — xxxx FarmBill
Credit: Accounts Payable (liability)

Payee Expense Account for Date Liability | Amount Payable
Type of Goods/Service | Incurred

Total Accounts Payable as of December 31 S

Due To Other Governments

Due To Other Governments represents monies owed BY the district to other units of government for goods or
services the district received. Distinguishing typical Accounts Payable from governmental expense provides
better information to the public and separation for financial statement purposes is required by the
Governmental Accounting Standards Board (GASB). Unless initially recorded as Accounts Payable — Due To Other
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Governments, review all outstanding invoices in Payables to determine which invoices are issued by

governmental organizations and enter a General Journal entry as follows:

e Debit: Accounts Payable

e (Credit: Due To Other Governments

With this journal entry, amounts owed by the district are broken out into monies owed to individuals/

businesses (Accounts Payable) and governmental agencies (Due To Other Governments). Examples of amounts

due to other governments:

e Payroll related expenses withheld or owed such as PERA contributions, payroll taxes, health insurance

premiums to a governmental unit, etc.

e December time worked for a shared position with another SWCD in which that district serves as the

hiring authority

o Ifaninvoice has not been received yet for services rendered through December 31, contact the

agency and request an invoice or billing detail. Then record as much of the liability in your

accounting system as possible.

e Atyear end, update all grant program/project logs (and eLINK if possible) and record in the accounting

system as Due To Other Governments any monies owed by the district. Applies to advanced payment

grants to be closed at year-end when advanced payments received have not been fully expended and

funds not yet returned to the grantor. Record as follows:

o Debit: applicable unearned revenue account or applicable revenue account
o Credit: Due To Other Governments

Unit of Government

Type of Goods/Service

Date Incurred

Amount Payable

Total Due To Other Governments as of December 31

Beginning-of-year reversing entry except for unspent expired grants since the monies remain owed to the

granting agency until paid.
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Salaries Payable/Accrued Wages

Salaries Payable/Accrued Wages is monies owed to employees/supervisors for wages earned, but not paid, for
the year ended (i.e. December 31). Use best judgement when creating this end-of-year adjustment. For
example, if standard payroll is every two weeks and there are three working days left in the year for the pay
period which crosses calendar years, it is acceptable to use 3/10 of the standard payroll and fringe costs (i.e.
FICA, Medicare, PERA, etc.). Keep the entry as simple as possible. There are two options for recording the entry:

e Option #1: Record fringe costs in the same account as wages/compensation if fringe benefits are a
minor expense compared to the cost of wages/compensation
o Debit: Employee Wages Expense
Supervisor Compensation Expense
Credit: Accrued Wages (liability)

e Option #2: Record fringe costs in separate account(s) from wages/compensation
o Debit: Employee Wages Expense
Supervisor Compensation Expense
Employee Benefits Expense
Credit: Accrued Wages (liability)

Employee No. of Hours Owed Hourly Rate Total Gross Salary Owed

Total Salaries Payable/Accrued Wages as of December 31 S

Deposits on Tree Sales

Deposits on Tree Sales represent monies received during the year for trees to be sold in the new year. If the
monies received were initially recorded to the tree sales revenue account, then an adjusting entry is needed at
year end:

e Debit: Tree Sales revenue
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e Credit: Deposit on Tree Orders (liability)

Name of Individual Date Received Receipt Number Amount

Total Deposit on Tree Orders as of December 31 S

Note: If the tree receipts were initially recorded to Deposit on Tree Orders liability account, no end-of-year
adjusting entry needed.

Unearned Revenue

Unearned revenue represents monies received by the district before the related goods and/or services have
been provided (earned). Formerly referred to as deferred revenue, these monies are advanced payments on
grants with the funds deposited to the district financial account.

If the district is recording advanced payments on grants when received as unearned revenue and grant
revenues/expenses when earned/spent throughout the year, no end-of-year adjusting entries needed (i.e.
unearned revenue method for grants accounting). Unearned revenue to be classified by funding type (i.e.
federal, state, county, etc.).
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Although not recommended, if the district is recording advanced payments on grants when received as grant
revenue, then an end-of-year adjusting entry is needed to reduce grant revenue to actual amount earned during
the year. Entry as follows:

e Debit: appropriate revenue account

o Credit: Appropriate unearned revenue account (liability)

Granting Agency Funding Type Grant Title Amount

Total Unearned Revenue as of December 31 S

Note: Funds to be returned to a granting agency should not be entered as Unearned Revenue. See Due To Other
Governments section.

Form 1099-MISC and 1099-NEC

The IRS brought back Form 1099-NEC to report payments made for non-employee compensation. If you file
Form 1099-MISC and Form 1099-NEC, a separate summary Form 1096 is needed for each type of Form 1099
filed.

Form 1099-NEC

Starting with 2020 payments, non-employee compensation is now reported on Form 1099-NEC in Box 1. (Prior
to 2020, non-employee compensation was reported on Form 1099-MISC.) The PATH Act accelerated the filing
deadline to January 31 for Form 1099-NECs reporting non-employee compensation.
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Report payments for non-employee compensation made in the course of business to a person who’s not an
employee (individual) or to an unincorporated business (partnership, estate, etc.) which meet the reporting
threshold. In addition, Form 1099-NEC must be filed if any non-employee compensation payments, regardless of
the amount, were paid to a person where federal income tax was withheld under the backup withholding rules.
Examples of the 2020 reporting requirements when you may want to issue a Form 1099-NEC for non-employee
compensation payments of $600 or more to recipients who are not corporations are as follows:

e Cost-share payment for reimbursement of contractor costs and payment for landowner labor

e Services performed by someone who is not your employee

e Cash payments for fish or other aquatic life purchased from anyone engaged in the trade or business of
catching fish

e Advertising

e Auto Repair

e Construction

e Custodial/Maintenance Landscapers

e Locksmiths

e Photographers

e Printing Services

e Professional Services

e Accountants

e Appraisers

e Architects

e Consultants

e Engineers

Form 1099-MISC
Report other payments made in the course of business to a person who's not an employee (individual) or to an

unincorporated business (partnership, estate, etc.) which meet the reporting threshold. Some exceptions for
reporting payments to corporations noted below. Form 1099-MISC has a filing deadline of February 28.
Examples of the 2020 reporting requirements when you may want to issue a Form 1099-MISC for payments of
S600 or more to recipients who are not corporations are as follows:

e Rents (Form 1099 MISC, Box 1)
o Office Space
o Parking Lot Space
o Equipment
e Other Income (Form 1099 MISC, Box 3)
o Incentive payment on a flat rate contract with a landowner
o Other income payments
e Medical and Health Care Payments (Form 1099 MISC, Box 6, includes corporations)
o Ambulance Services
o For-Profit Hospitals
o Dentists
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o Doctors

e Gross Proceeds Paid to an Attorney (Form 1099-MISC, Box 10)
o Attorney Fees (includes corporations)

e Various other payments reported on the Form 1099-MISC:

Prizes and awards

Cash paid from a national principal contract

Any fishing boat proceeds

Crop insurance proceeds

Section 409A

Nonqualified deferred compensation

O O O O O

Form 1099-MISC is also used for individuals who have been paid at least $10 in royalties or broker payments in
lieu of dividends or tax-exempt interest.

Other Information

Examples of 2020 reporting requirements when you may not want to issue a Form 1099:
e Payments for:
o Cost-share payment for reimbursement of contractor costs only
Products
Workmen’s Compensation
Storage
Telephone
Income reported elsewhere (W-2 wages, K-1s, etc.)

O O O O

o Merchandise
e Payments of S600 or more to:
o Governmental Agencies
o Corporations (Except MEDICAL and ATTORNEYS)

Penalties can be assessed for late filings. Recommend using Form W-9 Request for Taxpayer Identification
Number and Certification to collect taxpayer identification number and the federal tax classification of the
payee. Form is available on the IRS website at: https://www.irs.gov/forms-pubs/about-form-w-9. Additional
recommendations to simplify the year-end process:

e Require a Form W-9 on file for every vendor
e Include the form as part of your vendor approval process
e Do not make vendor payments without a Form W-9 on file

If questions about current filing requirements or assistance with the filing process, please consult with your
accountant. The above information on Form 1099-MISC and Form 1099-NEC is provided to increase awareness
of potential filing requirements. BWSR does not provide accounting advice.

Year-End Reports After Adjustments
e Print a Balance Sheet and Profit and Loss report after completing the end-of-year adjustments.
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e Consider making a backup of the accounting data after the end-of-year adjustments have been completed
and label it “1231yyyy YearEnd After Adjustments.”

Internal Controls

Some paperwork may require collecting non-public data. Districts should keep this in mind when determining
how to securely retain and store the documentation so non-public data does not get into the wrong hands. Best
practice would be a locked file cabinet within a lockable office space. When the data is no longer required to be
retained, the hard copy files should be securely disposed of or shredded.

Beginning-of-Year Accounting Adjustments

Beginning-of-Year Process

The beginning-of-year process is part of the accounting function for starting out a new year and should be
completed as of the beginning of the year (i.e. January 1). The process to start out the year begins with reversing
end-of-year accounting adjustments made for modified accrual basis accounting. Adjustments are needed
depending upon how the district tracks grants revenue.

Review the End-of-Year Accounting Adjustments section to identify end-of-year accounting adjustments which
need to be reversed at the beginning of the new year. Reversing entries, if applicable, should be made at the
beginning of the year for the following:

e Interest Receivable

e Due From Other Governments

e Prepaid Items

e Accounts Payable

e Due To Other Governments

e Salaries Payable/Accrued Wages

e Deposit on Tree Sales

e Unearned Revenue (only if not tracking unearned revenue throughout the year)

Accounting System Cleanup

Throughout the year, specific accounts within the Chart of Accounts, vendors and/or suppliers may become
obsolete or no longer needed. Review all active accounts and inactivate as appropriate:

e Grants closed during the previous year

e Accounts within the Chart of Accounts no longer needed
e Obsolete vendors

e Obsolete customers

Other items to consider:

e Condense data if file is getting large
o Recommend keeping for 7 years
e (Create backup copies often
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e Accountant copies are used to send the file to the accountant while you continue to work with the file
o Accountant sends changes made back for you to import
e Clean up old outstanding checks and deposits
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Grants Management

Grant funding helps SWCDs deliver soil and water conservation services to their communities, supports and
increases local capacity to implement programs, and provides cost-share with landowners who install
conservation practices on their land to benefit state water and soil resources. Based on 2018 data, state funding
accounted for 52% of Minnesota’s SWCDs total revenue. Proper grants management is needed to demonstrate
fiscal accountability and transparency with public funds. In addition, accurately recording when revenue is
earned enables district managers and boards to make better decisions for district management.

Program/Project Logs

Although not required, program/project logs assist the district in tracking grant expenses and can be used as a
double-check for the accounting system grant records and to designate funds for future use such as landowner
contracts in process. Sample program/project logs are available on the BWSR website at:
https://bwsr.state.mn.us/grants-administration-manual-optional-and-example-forms.

Advanced Payment Grants

BWSR provides advanced payments on various grants such as grants advanced 100% upon award or the
50%/40% advanced payments on clean water fund grants. These advanced payments represent a liability of
unearned revenue to the district because the monies are received before the related goods and/or services have
been provided (earned).

Unearned Revenue

Tracking advanced payments on grants using unearned revenue liability accounts prevents distortion to the
district’s net revenue, adds integrity to the accounting process, and provides managers and boards with better
financial information throughout the year. Unearned revenue accounts are easier to reconcile with grant
spending reported in eLINK (for BWSR grants) and eliminates the need to calculate unearned revenue at year-
end.

Unearned Revenue Method for Advanced Payment Grants

For demonstration purposes, the following is a very simplified 50/40/10 clean water fund (CWF) grant example
which shows the unearned revenue method of accounting entries for a capital asset purchase, staff time and
other direct costs chargeable to the grant. Disclaimers:

e Expenses in alignment with BWSR approved WorkPlan

e Timeline and expenses are exaggerated to provide the grants management overview

e Employees paid monthly

e Conservation practice required match provided by the landowner

e Grant fully executed 1/2/19 and completed by 9/30/19

Best practice is to set up an unearned revenue account for each advanced payment grant.

As transactions occur, pay attention to the Net Income reported on the Profit and Loss report. When using the
unearned revenue method, income is only reported when earned.
ADVANCED PAYMENT - Received 50% advanced payment on the $50,000 CWF grant

e Debit: Checking
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Credit: Unearned Revenue — BWSR 2019 xxx Grant

e Go to... | E Print... | [Z Edit Transaction Eq QuickReport Setup Bank Feeds

g

R FPAYEE

ACCOUNT

TvoE A e T o
TYFE i

PAYMENT v DEPt

01/02/2.. B |Number |BWSR
DERP 2600 - Unearne ~ | Deposit

2700 - BWSR 2019 xxx Grant

= |Payment 25,000.00

Other Current Liability

Effect to Balance Sheet and Profit and Loss reports

Stormy SWCD Stormy SWCD
Balance Sheet Profit & Loss
As of January 31, 2019 January 2019
Jan 31,19
TASSETS I Net Income » 0.00 4
¥ Current Assets S
¥ Checking/Savings
¥ 1000 - Cash
1020 - Checking » 25,000.00 4
Total 1000 - Cash 25,000.00
Total Checking/Savings 25,000.00
Total Current Assets 25,000.00
TOTAL ASSETS 25,000.00
¥ LIABILITIES & EQUITY
¥ Liabilities
¥ Current Liabilities
¥ Other Current Liabilities
¥ 2600 - Unearned Revenue - State
2700 - BWSR 2019 xxx Grant 25,000.00
Total 2600 - Unearned Revenue - State 25,000.00
Total Other Current Liabilities 25,000.00
Total Current Liabilities 25,000.00
Total Liabilities 25,000.00
TOTAL LIABILITIES & EQUITY 25,000.00
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DIRECT COST - Purchased $15,000 piece of equipment for CWF grant activities

e Debit: Capital Outlay Expense

Credit: Checking

Charge CWF grant for the capital asset purchase (in the same accounting entry)

e Debit: Unearned Revenue

— BWSR 2019 xxx Grant

Credit: State Revenue — State-Capital Assets
Remember to pay the invoice in the accounting system (QB: Pay Bills)

=

Main Reports

¢ » Q E gg Cre&reeCopy g @ @

Enter Bills

B E &

Find New  Save Delete ¢Memorfze Print Attach Enter Clear Recalculate Pay
ik 22 File Time Splits Bill
@ Bill  © Credit
VENCOR |Equr’pmenWendor - DATE 06/14/2018 B
T FEF. MO
anpress | 123 Main Street
Anytown, MN 54321 AMOUNTDUE [15,000.00
BiLL DUE 06/30/2019 B
TERMS -
MEMO
Expenses $15,000.00 Jtems £0.00

m
ki
]
T
T

5500 - Capital Ou...

15,000.00 BWSR 2018 xxx Grant

2600 - Unearned ...
4400 - State Rev..

Effect to Balance Sheet and Profit a

Stormy SWCD

Balance Sheet
As of June 30, 2019

13,000.00 BWSR 2018 xxx Grant
-13,000.00 BWSR 2019 xxx Grant

nd Loss reports

Stormy SWCD

Profit & Loss
January through June 2019

Jun 30,19
 ASSETS ¥ Income
¥ Current Assets ¥ 4400 - State Revenue
¥ Checking/Savings 4430 - State-Capital Assets »
¥ 1000 - Cash Total 4400 - State Revenue
1020 - Checking » 10,000.00 4 Total Income
Total 1000 - Cash 10,000.00 ¥ Expense
Total Checking/Savings 10,000.00 5900 - Capital Outlay

Total Current Assets
TOTAL ASSETS
¥ LIABILITIES & EQUITY
¥ Liabilities
¥ Current Liabilities
¥ Other Current Liabilities
¥ 2600 - Unearned Revenue - State
2700 - BWSR 2019 xxx Grant
Total 2600 - Unearned Revenue - State
Total Other Current Liabilities
Total Current Liabilities
Total Liabilities
TOTAL LIABILITIES & EQUITY

Jan - Jun 19

15,000.00 4
15,000.00
15,000.00

15,000.00

10,000.00
10,000.00 I Net Income

1
0.00 I

10,000.00

Recording as State Revenue — State-Capital Assets allows the district to track capital assets purchased with state
dollars within the accounting system. Accounting standards require capital purchases recorded as Capital Outlay

expense.
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DIRECT COST - Reimburse landowner for expenses on a conservation practice covered by CWF grant
e Debit: State Project Expenses — State-Advanced Payment Grants or State Project Expenses
Credit: Checking
Charge CWF grant for landowner costs (in the same accounting entry to prevent overlooking this entry)
e Debit: Unearned Revenue — BWSR 2019 xxx Grant
Credit: State Revenue — State-General
Remember to pay the invoice in the accounting system (QB: Pay Bills)

Enter Bills

Main Reports

«*» B B XQoeeeew &F § O B B &

Find New  Sawve Delele aﬁ{emﬁze Print Attach Enter Clear Recalculate Pay
- - File Time Splits Bill
® it ) Credit +| Bill Received
VENDOR | andowner = CWTE 068232019 HE
REF. MO,
appeess | Landowner

AMOUNT DUE | 10,000.00

EILL DUE 09022019 E4
TERMS -
MEMO
Expenses $10,000.00 Jtems 5000
6400 - State Froject Expenses 6410 - State-Advanced Payme. .. 10,000.00 BWSR 2019 xxx .
2600 - Unearmed Revenue - State:2700 - BWSR 2019 xxx Grant 10,000.00 BWSR 2019 xxx ...
4400 - State Revenue: 4410 - State-General -10,000.00 BWSR 2015 xxx .

| . | .

Effect to Balance Sheet and Profit and Loss reports

Stormy SWCD Stormy SWCD
Balance Sheet Profit & Loss
As of August 28, 2019 January 1 through August 28, 2019
Aug 28,19 Jan 1 - Aug 28, 19
ASSETS ) 0.00 4 7 Income
LIABILITIES & EQUITY 0.00 ¥ 4400 - State Revenue
4410 - State-General » 10,000.00 4
4430 - State-Capital Assets 15,000.00
Total 4400 - State Revenue 25,000.00
Total Income 25,000.00
¥ Expense
5900 - Capital Outlay 15,000.00
¥ 6400 - State Project Expenses
6410 - State-Advanced Payment Grants 10,000.00
Total 6400 - State Project Expenses 10,000.00

Total Expense 25,000.00
I Net Income 0.00I

NOTE: 50% advanced payment is now fully spent. Update eLINK and request 40% payment.
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ADVANCED PAYMENT - Received 40% advanced payment on the $50,000 CWF grant
e Debit:

Checking
Credit: Unearned Revenue — BWSR 2019 xxx Grant

DATE NUMBER PAYEE PAYMENT v DEPOSIT BALANCE
06/28/2019 | To Print | Equipment Vendor 15,000.00 10,000.00 —
BILLPMT| 2000 - Accounts P
0&28/2019 To Print | Landowner 10,000.00 0.00 l
BILL PMT 2000 - Accounts B
Pa/30/2019 BWSR 20,000.00 20,000.00
DEFP 2600 - Unearned | 40% Fayment
Effect to Balance Sheet and Profit and Loss reports
Stormy SWCD Stormy SWCD
Balance Sheet Profit & Loss
As of August 31, 2019 January through August 2019
Aug 31,19 Jan - Aug 19
T ASSETS ¥ Income
RACHITCILATSOE ¥ 4400 - state Revenue
dCheokingioavings 4410 - State-General » 10,000.00 4
¥ 1000 - Cash
4430 - State-Capital Assets 15,000.00
1020 - Checking » 20,000.00 4
Total 1000 - Cash 20,000.00 Total 4400 - State Revenue 25,000.00
Total Checking/Savings 20,000.00 jlotalicoms 200000
Total Current Assets 20,000.00 ¥ Expense
TOTAL ASSETS 20,000.00 5900 - Capital Outlay 15,000.00
¥ LIABILITIES & EQUITY ¥ 6400 - State Project Expenses
¥ Liabilities 6410 - State-Advanced Payment Grants 10,000.00
¥ Current Liabilities Total 6400 - State Project Expenses 10,000.00
¥ Other Current Liabilities
¥ 2600 - Unearned Revenue - State I Net Income D_ml
2700 - BWSR 2019 xxx Grant 20,000.00
Total 2600 - Unearned Revenue - State 20,000.00
Total Other Current Liabilities 20,000.00
Total Current Liabilities 20,000.00
Total Liabilities 20,000.00
TOTAL LIABILITIES & EQUITY 20,000.00
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DIRECT COST - Signage for CWF project
e Debit: State Project Expenses — State-Advanced Payment Grants or State Project Expenses
Credit: Checking
Charge CWF grant for signage cost (in the same accounting entry to prevent overlooking this entry)
e Debit: Unearned Revenue — BWSR 2019 xxx Grant
Credit: State Revenue — State-General

Remember to pay the invoice in the accounting system (QB: Pay Bills)

Enter Bills

Main Reports
@ P ﬁ E g@ Creats a Copy g
Find New Save Delete ﬁmemfze Print
® it (O Credit
VENCOR | Signage Vendor -
ADDRESS Signage Vendor
TERMS -
MEMO
Expenses $3,000.00 [tems £0.00

6400 - State Project Expenses 6410 - Stale-Advanced Payment Grants

2600 - Unearmed Revenue - State:2700 - BWSR 2018 xxx Grant

o ©

Attach

B B @&

Enter Clear Recalciate Pay
File Time: Splits Bilt
| Bill Received
CUTE 10/20/2015 HE
REF. NO.
AMOUNT DUE | 2 000.00
BILL DUE 082320159 H

3.000.00 BWSR...
3.000.00 BWSR ..

|44OO - State Revenue 4410 - State-General

- -3,000.00 BWSR ... ~

Effect to Balance Sheet and Profit and Loss reports

Stormy SWCD

Balance Sheet
As of August 31, 2019

Aug 31,19
T ASSETS
¥ Current Assets
¥ Checking/Savings
¥ 1000 - Cash
1020 - Checking » 17,000.00 4
Total 1000 - Cash 17,000.00
Total Checking/Savings 17.000.00
Total Current Assets 17.000.00
TOTAL ASSETS 17,000.00
Y LIABILITIES & EQUITY
¥ Liabilities
¥ Current Liabilities
¥ Other Current Liabilities
¥ 2600 - Unearned Revenue - State
2700 - BWSR 2019 xxx Grant 17,000.00
Total 2600 - Unearned Revenue - State 17.000.00
Total Other Current Liabilities 17,000.00
Total Current Liabilities 17,000.00
Total Liabilities 17,000.00
TOTAL LIABILITIES & EQUITY 17,000.00
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Stormy SWCD

Profit & Loss
January through August 2019

Jan - Aug 19
¥ Income
¥ 4400 - State Revenue
4410 - State-General » 13,000.00 4
4430 - State-Capital Assets 15,000.00
Total 4400 - State Revenue 28,000.00
Total Income 28,000.00
¥ Expense
5900 - Capital Qutlay 15,000.00
¥ 6400 - State Project Expenses
6410 - State-Advanced Payment Grants 13,000.00
Total 6400 - State Project Expenses 13.000.00

I Net Income 0.

I




SWCD PAYROLL - staff time for the month ended 9/30/19 (for demonstration purposes only, all staff time during
the month chargeable to the CWF grant - $15,000 wages plus $3,333 fringe)
e Debit: Employee Wages
Payroll Taxes, PERA Expense, Employee Benefits
Credit: Checking
NOTE: Unable to provide payroll printout to demonstrate payroll processing

DIRECT COSTS OF STAFF TIME - Charge CWF grant for staff time directly related to workplan activities
e Grant could be charged by pay period, monthly, or quarterly (recommend by pay period or monthly to
align with reporting to the district board)
e Grant activity categories detail provided in eLINK (administration, technical assistance, project
development) align with detail in the program/project log for the CWF grant
e Debit: Unearned Revenue — BWSR 2019 xxx Grant
Credit: State Revenue — State-Personnel

Make General Joumnal Entries

Main Reports HoaA
& P ﬁ E g@ Cresate a Copy @ g @
Find New  Save Delete aMemorfze Reverse Print Attach
T File

atE  09/30/2019 ENTRY NO. 3

2600 - Unearned Revenue - State:2700 - BWSR 2019 xxx Grant 2200000 Sept payroll chargeable to...
|44OO - State Revenue 4420 - State-Personnel - 22 000.00 Sept payroll chargeable to... | -

Effect to Balance Sheet and Profit and Loss reports

Stormy SWCD Stormy SWCD
Balance Sheet Profit & Loss
As of September 30, 2019 January through September 2019
Sep 30,19 Jan - Sep 19
T ASSETS ~ Income
~ Current Assets ~ 4400 - State Revenue
~ CheckingiSavings 4410 - State-General » 13,000.00 4
L E D 4420 - State-Personnel 22,000.00
1020 - Checking » -1,333.00 4 4430 - State-Capital Assets 15,000.00
Total 1000 - Cash -1,333.00 Total 4400 - State Revenue 50,000.00
Total Checking/Savings -1,333.00 Total Income 50,000.00
Total Current Assets -1,333.00 S EmIes
LOTACASSERS EA300) ¥ 5100 - Personnel Services
-
LIABILITIES & EQUITY 5110 - Employee Wages 15,000.00
e
Liabilities 5120 - Payroll Taxes 1,147.50
E t Liabilit
urrent Liabiliies 5130 - PERA Expense 1,125.00
¥ Other C t Liabiliti
er urrent Liabilities 5140 - Employee Benefits 1,060.50
¥ 2600 - Unearned Revenue - State
Total 5100 - Personnel Services 18,333.00
2700 - BWSR 2019 xxx Grant -5,000.00 .
5900 - Capital Qutlay 15,000.00
Total 2600 - Unearned Revenue - State -5,000.00
¥ 8400 - State Project Expenses
Total Other Current Liabilities -5,000.00
o 6410 - State-Advanced Payment Grants 13,000.00
Total Current Liabilities -5,000.00
B Total 6400 - State Project Expenses 13,000.00
Total Liabilities -5,000.00 S
= Total Expense 46.333.00
~ Equity ﬁ
Incom :
Net Income 3,667.00 Jetincome —
Total Equity 3,667.00

TOTAL LIABILITIES & EQUITY -1,333.00

CWEF grant for $50,000 is flow fully expended and workplan activities are copAplete. Unearned revenue account
shows a negative $5,000, which is the final 10% payment due. Net income represents overhead and admin costs
included in BWSR billable rate calculations. Separating out State Revenue — State-Personnel allows district to
track total staff time paid with state dollars (includes overhead/admin).
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FINAL PAYMENT - Update final reporting in eLINK (must be done within 30 days of completion of grant activities)
and request final 10% reimbursement. Received 10% payment on the $50,000 CWF grant.
Checking
Credit: Unearned Revenue — BWSR 2019 xxx Grant

e Debit:

£ Goto.. | &) Print. | & Edit Transaction
DATE PAYEE PAYMENT v DEPOSIT BALANCE
08/30/2019 To Print || Signage Vendor 3,000.00 17.000.00 =
BILL PMT 2000 - Accounts P
09/30/2018 | 2 18,333.00 -1,333.00
GENJRN 5100 - Personnel .
10/31/2018 BWSR 5.000.00 3.667.00 'I
DEP 2600 - Unearned | BWSR 2018 xxx G
Effect to Balance Sheet and Profit and Loss reports
Stormy SWCD Stormy SWCD
Balance Sheet Profit & Loss
As of October 31, 2019 January through October 2019
Oct 31,19 Jan - Oct 19
~ ASSETS ¥ Income
¥ Current Assets ¥ 4400 - State Revenue
~ Checking/Savings 4410 - State-General » 13.000.00 4
~ 1000 - Cash 4420 - State-Personnel 22,000.00
4430 - State-Capital Assets 15,000.00
1020 - Checking » 3,667.00 4
Total 4400 - State Revenue 50,000.00
Total 1000 - Cash 3,667.00
Total Income 50,000.00
Total Checking/Savings 3.667.00 =
Expense
Total Current Assets 3.667.00 ¥ 5100 - Porsonnol Sorvicas
RUTACRSSERS SO 5110 - Employee Wages 15,000.00
¥ LIABILITIES & EQUITY 5120 - Payroll Taxes 1,147.50
~ Equity 5130 - PERA Expense 1,125.00
Net Income 3,667.00 5140 - Employee Benefits 1,060.50
Total Equity 3,667.00 Total 5100 - Personnel Services 18,333.00
TOTAL LIABILITIES & EQUITY 3,667.00 5900 - Capital Outlay 15,000.00
¥ 6400 - State Project Expenses
6410 - State-Advanced Payment Grants 13,000.00
Total 6400 - State Project Expenses 13,000.00

I Het Income 3,667.00 I

Final grant payment has been received and the grant closed in eLINK. Unearned Revenue - BWSR 2019 xxx Grant

account has a zero balance and can be inactivated within the accounting system.
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Customize Report Comment on Report Share Template Memorize Print v Emal ~ Excel v Hide Header Refresh
Dates  Custon ~ From 0101/2019 B To 12/31/2019 B TofalBy Accountlist ~ Sort By Defauit -
Report Basis: @ Accrual Cash Show Filters.
%21 P Stormy SWCD
b Transaction Detail by Account
Accrusl Basis January through December 2019
Type Date Num Name Memo cir Split Amount Balance
2600 - Unearned Revenue - State
2700 - BWSR 2019 xorx Grant
» 2300000 2500000 4
Unearned Revenue - BWSR r500m00 10000
. -10,000 00 000
2019 xxx Grant account detail 2000 2000000
2300000 17,000.00
to be reviewed during financial 2200000 500000
300000 000
reconciliation. a0 o
Total 2600 - Uneerned Revenue - Siate 000 0.00
TOTAL 0.00 0.00
C
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QuickBooks Class Tracking for Advanced Payment Grants

QuickBooks tracking by class can be an effective tool for grant management although it requires all accounting
entries (district, county, federal, state, etc.) to be classed. QuickBooks classes are very versatile but be careful to
select how to filter, sort, and total by class. Subclass levels work well to track activity category (administration,
project development, technical assistance, etc.). To enable class tracking:

e Edit menu — Preferences — Accounting — Company Preferences (be sure to check both boxes because the
“Prompt to assign classes” is a helpful reminder)

| B sus Accounts Cancel
m Calencar & Use account numbers ¥ Require gccounts
Hel
B2 Cchecking Show fowest subaccount only 3

" Desktop View — Default
@l -
inance Charge y
" @ [Use clags tracking for transactions
B o [Use diags racking for ransactions Also See:
@ Prompt to assign classes
B integrated General

To create classes in advance:

e Lists menu — Class List — New Class

New Class

ClassName |BWSR Easements
Subclass of Cancel

HNext

Classis
inactive

Class v

To set up a class when needed during the invoicing process:

Main  Formstting  Send/Ship  Reports
e« B B X Bcrwscry @ - @ v P 0 B mmecoess 5
Find New Save Dot @bMemorze  MarkAs Pt Emai [ | Emallater  Atach | WgApply Credis Rec
T = Pending 7 7 File Payn
Invoice zmos m
mworce &
1
- .
[BWSREss.. ~ |1 Easements ’Jw - 1- 75000 *

I <AddNew]

When entering transactions, the system will show a reminder if a class hasn’t been assigned. However, it’s very

easy to tab through the reminder since the default is “Save Anyway:”

Main  Formatting  Send/Ship  Reponts

-« Create a Copy
£ > . “ Penang yme

Save anyway or cancel and retum to the form?

J— "

Cancel

Invoice T T

[BWSREas. ~ 1 Easements. 200000 ~ - 2,000.00|*
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Recommend running the Profit & Loss Unclassified report periodically to i

Enter Bill¢

Stormy SW

Report Center
Memorized Reports
Scheduled Reports
Commented Reports
Company Snapshot
Process Muitiple Reports

Company & Financial ¥

Custorners & Receivables
Sales

Jobs, Time & Mileage
Vendors & Payables
Employees & Payroll
Banking

Accountant & Taxes

Stormy SWCD

denti

op Pro

Profit & Loss Standard

»  Profit & Loss Delail
Profit & Loss YTD Comparison

»
¥ Profit & Loss Prev Year Comparison
»

Profit & Loss by Job
»  Profit & Loss by Class

[ Profit & Loss Unciassified

»  Income by Customer Summary

Profit & Loss Unclassified
January through October 2019

¥ Income

¥ 4400 - State Revenue

4441 - Reimb--BWSR Easements »

Total 4400 - State Revenue
Total Income
Expense

Net Income

To print the Profit & Loss by Class report:

\mpany Cystomers Vendgrs Empioyees Banking JCeit]

age Ipsights.

®

Enter Bitig

Report Center

Mem Reports

Scheguled Reports »

Commented Reports

Company Snapshot

Process Multiple Reports

Customers & Receivabies »

Sales »

Jobs, Time & Mileage »

v
Y

Vendors & Payables
Employees & Payroll
Rankine

Stormy SWCD

Profit & Loss by Class

January through October 2019
I BWSR 2019 xxx Grant ©  BWSR Enseqms

Jan - Oct 19

2,000.00 4
2,000.00
2,000.00
0.00
2,000.00

Profit & Loss Standard
Profit & Loss Detail
Profit & Loss YTD Comparison
Profit & Loss Prev Year Comparison
Profit & Loss by Job
Profit & Loss by C

Proit £ 1 ace | Inclassifiard

¥ Income
¥ 4400 - State Revenue
4441 - Reimb—BW SR Easeme... b
4400 - State Revenue - Other
Total 4400 - State Revenue
Total Income
¥ Expense
¥ 5100 - Personnel Services
5110 - Employee Wages
5120 - Payroll Taxes
5130 - PERA Expense
5140 - Employee Benefits
Total 5100 - Personnel Services
5900 - Capital Outlay
6400 - State Project Expenses
Total Expense

Net Income
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000 4
50,000.00
50,000.00
50,000.00

15.000.00
1,147.50
1,12500
1,060.50

18.333.00
15,000.00
13,000.00
3633300
36700
=

TOTAL
750.00 750.00
0.00 50,000.00
750.00 50,750.00
750.00 50,750.00
0.00 15.000.00
0.00 1,147.50
0.00 1,125.00
0.00 1,060.50
oo 1833300
0.00 15,000.00
0.00 13,000.00
0.00 6,333.00
750.00 Tsa17.00
—_— —

fy unclassed entries:
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For demonstration purposes, the following is a very simplified 50/40/10 clean water fund (CWF) grant example
using QuickBooks class tracking including unearned revenue accounting entries for a capital asset purchase, staff
time, and other direct costs chargeable to the grant. Disclaimers:

e Expenses in alignment with BWSR approved WorkPlan

e Timeline and expenses are exaggerated to provide the grants management overview

e Employees paid monthly

e Conservation practice required match provided by the landowner

e Grant fully executed 1/2/19 and completed by 9/30/19

Best practice is to set up an unearned revenue account for each advanced payment grant.

Only revenue type accounts (county, local, federal, state, etc.) needed since specific funding is identified by a
class code. Breakout of various revenue accounts no longer needed:

4100 County | Revenue Income
“ 2 o e Income
Income
Income
Income
ells Income
afd Income

q . Income
4300 - Federal Revenue Income
4400 - Income
Income
Income
Income
nBill Income
pts Income
Income

Income

ue Income
lenue Income

T lpment RsntaJ Revel
metaclScrvices Re!

Only expense type accounts (county, local, federal, state, etc.) for program and project expenses needed since

specific expenses are identified by a class code. Breakout of various expense accounts no longer needed:

6100 - County Project Expenses Expense
6150 - Local Project Expenses Expense
6200 - District Pro'ecr Expenses Expense
B ¢ 8 Expense
Expense
Expense
Expense
Expense
Expense
Expense

If all classes detail were requested, the challenge would be to print a report wide enough to display all classes
(20+ classes) but the report can be exported to Excel:

Stormy SWCD
Profit & Loss by Class

January through October 2019
I BVWWSR 2019 xomx Grant BWSR Ease*nts TOTAL

¥ Income

As transactions occur, pay attention to the Net Income reported on the Profit and Loss report. When using the
QuickBooks class tracking including unearned revenue method, income is reported when earned.
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ADVANCED PAYMENT - Received 50% advanced payment on the $50,000 CWF grant
e Debit: Checking
Credit: Unearned Revenue — BWSR 2019 xxx Grant

1000 - Cash:1020 - Checking

e Go to... | E] Print... | [Er Edit Transaction Ei QuickReport Setup Bank Feeds

01/02/2.. B |Number |BWSR ¥ || Payment 2500000
DEF 2600 - Unearne ~ | Deposit

2700 - BWSR 2019 xxx Grant Other Current Liability

Effect to Balance Sheet and Profit and Loss reports

Stormy SWCD Stormy SWCD
Balance Sheet Profit & Loss
As of January 31, 2019 January 2019
Jan 31,19
T ASSETS I Net Income » 0.00 4
¥ Current Assets —
¥ Checking/Savings
¥ 1000 - Cash
1020 - Checking 4 25,000.00 4
Total 1000 - Cash 25,000.00
Total Checking/Savings 25,000.00
Total Current Assets 25,000.00
TOTAL ASSETS 25,000.00
T LIABILITIES & EQUITY
¥ Liabilities

¥ Current Liabilities
¥ Other Current Liabilities

¥ 2600 - Unearned Revenue - State

2700 - BWSR 2019 xxx Grant 25,000.00

Total 2600 - Unearned Revenue - State 25,000.00

Total Other Current Liabilities 25,000.00
Total Current Liabilities 25,000.00
Total Liabilities 25,000.00
TOTAL LIABILITIES & EQUITY 25,000.00

2022 Archive SWCD Operational Handbook

122



DIRECT COST - Purchased $15,000 piece of equipment for CWF grant activities
e Debit: Capital Outlay Expense
Credit: Checking
Charge CWF grant for the capital asset purchase (in the same accounting entry)
e Debit: Unearned Revenue — BWSR 2019 xxx Grant
Credit: State Revenue
Remember to pay the invoice in the accounting system (QB: Pay Bills)

Main  Reports
¢ B B 2 Qcewocr F i (0] BE & &
Find New  Save Deiete Qb Memorize Print Attach Enter Clear Recalcuate Fay
= - Filg Time Spits
® B T Cregit ¥ Bull Receiveo
VENDOR | Equipment Vendor - DATE 06142019 W
ACCrE 123 Main Street
© | Anytown, MN 34321 c 1500000
06242019 W

Expenses  $15000.00 Mems £0.00

5600 - Capial Outlay 15,000.00
2600 - Uneamed Revenue - Stale 2700 - BWSR 2019 o Grant | 15,000.00
4400 - State Revenue ~ 13000 | -

BIWSR 2019 Joox Grant
swescose [N -

Effect to Balance Sheet and Profit and Loss reports

Stormy SWCD

Balance Sheet
As of June 30, 2019

Stormy SWCD
Profit & Loss by Class
January lhrouah June 2019

Jun 30, 18 BWSR 2019 xxx Grant TOTAL
TASSETS * Income
¥ Current Assets 4400 - State Revenue 13 15,000.00 15,000.00
¥ Checking/savings Total Income 15,000.00 15,000.00
¥ 1000 - Cash ~ Expense
1020 Chinecng » loooo0o 4 5900 - Capital Outlay 15.000.00 15,000.00
Total 1000 - Cash 100000 Total Expense 15,000.00 15,000.00
Total Checking/Savings 10,000.00
e I Net income 0.00 0.00
Total Current Assets 10,000.00
TOTAL ASSETS 10,000.00
¥ LIABILITIES & EQUITY
¥ Liabilities
¥ Current Liabilities
¥ Other Current Liabilities
¥ 2600 - Unearned Revenue - State
2700 - BVWSR 2019 xxx Grant 10,000.00
Total 2600 - Unearned Revenue - State 10,000.00
Total Other Current Lisbilities 10,000 00
Total Current Liabilities 10,000.00
Total Liabilities 10,000.00
TOTAL LIABILITIES & EQUITY 10,000.00
—_— ol

Can record directly to State Revenue since class tracking reports capital assets funded with state dollars.
Accounting standards require capital purchases recorded as Capital Outlay expense.
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DIRECT COST - Reimburse landowner for expenses on a conservation practice covered by CWF grant

e Debit: State Project Expenses
Credit: Checking

Charge CWF grant for landowner costs (in the same accounting entry to prevent overlooking this entry)

e Debit: Unearned Revenue — BWSR 2019 xxx Grant

Credit: State Revenue

Remember to pay the invoice in the accounting system (QB: Pay Bills)

Enter Bills
Main | Reports
«* B B X Boweecw @ 0 O g @
Find New Save Delete @ Memorize Print Attach Enter Clear Recaiculste Pay
¥ s File Time Spiits Bill
® i O GCregit ¥ Biil Received
VENDOR | Landowner - DATE 08/23/2019
aporess | Landowner i
DUE  10,000.00
BILL CUE 08/30/2019
MEMO
Expenses $10,000.00 [ltems $0.00
I 6400 - State Project Expenses I 10,000.00 BWSR 2019x.. &
2600 - Unearned Revenue - State: 2700 - BWSR 2019 xxx Grant  10,000.00 BWSR 2019 x...
4400 - State Revenue - -10,000 - -

= Add New >

Save & Close

Effect to Balance Sheet and Profit and Loss reports

Stormy SWCD
Balance Sheet
As of August 31, 2019

Aug 31,19
ASSETS » 000 4
I LIABILITIES & EQUITY

0.00

BWSR 2019 xxx Grant

Stormy SWCD
Profit & Loss by Class

January through August 2015
EAV SR 201D xax Grant

~ income
4400 - State Revenue * 300000 4
Total Income 2300000
¥ Expense
S0 - Capetal Dutlay 75 000 00
6400 - State Project Expenses 000 00

Tetal Expense 235 000 0O
B
I Rel Income 000 I

NOTE: 50% advanced payment is now fully spent. Update eLINK and request 40% payment.
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ADVANCED PAYMENT - Received 40% advanced payment on the $50,000 CWF grant
e Debit: Checking
Credit: Unearned Revenue — BWSR 2019 xxx Grant

1000 1020

) g
$ Goto... | & Print... ‘ B2 Edit Transaction [E2) QuickReport

Setup Bank Feeds

DATE NUMBER PAYEE PAYMENT o DEPGSIT BAL

i

06/28/2019 | To Print | Equipment Vendor 15,000.00 10,000.00 A
BILLPMT 2000 - Accounts P

08/20/2019 | To Print | Landowner 10,000.00 0.00
BILLPMT 2000 - Accounts P

08/30/2.. B |Number |BWSR ~ |Payment 20,000.00 l
DEP 2600 - Unearn ~ | Memo JV

Splits

Effect to Balance Sheet and Profit and Loss reports

Stormy SWCD Stormy SWCD
Balance Sheet Profit & Loss by Class
As of August 31, 2019 January through August 2019
Aug 31,19 BWSR 2099 xcx Grant TOTAL
¥ Income
TASSETS 4400 - State Revenue L 25.000.00 4 235,000.00
¥ Current Assets Total income 25,000.00 25 000,00
¥ Checking/Savings ¥ Expense
* 4000 - Cash 5900 - Capital Outlsy 15,000 00 14,000.00
1020 - Checking » 20.000.00 4 6400 - State Project Expenses &,\}J 10.000 00
Total 1000 - Cash 20,000.00 IM —_ —_
Total Checking/Savings 20,000.00 et Sa_ % E
Total Current Assets 20,000.00
TOTAL ASSETS 20,000.00
¥ LIABILITIES & EQUITY
¥ Liabilities
¥ Current Liabilities
¥ Other Current Liabilities
¥ 2600 - Unearned Revenue - State
2700 « BWSR 2019 st Grant 20,000.00
Total 2600 - Unearned Revenue - State 20,000.00
Total Other Current Liabilities 20,000.00
Total Current Liabilities 20,000.00
Total Liabilities 20,000.00
TOTAL LIABILITIES & EQUITY 20,000.00
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DIRECT COST - Signage for CWF project
e Debit: State Project Expenses
Credit: Checking

Charge CWF grant for signage cost (in the same accounting entry to prevent overlooking this entry)

e Debit: Unearned Revenue — BWSR 2019 xxx Grant
Credit: State Revenue
Remember to pay the invoice in the accounting system (QB: Pay Bills)

Enter Bills

Main Reports

@« D m E % Creste a Copy @ @ (b %

Find New Save Delete Qmmm_ye Print Attach Enter Clear Recalculate Pay
= 2 File Time Spiits Bill
® il © Cregit
VENDOR | Signage Vendor - CATE 08/15/2019 B
REF N
sroeess | Signage Vendor P

AMOUNTDUE | 3,000.00

o PAID

BILL DUE 08/29/2019

TERM. -

MEMO
Expenses $3,000.00 ltems $0.00
6400 - State Project Expenses 300000 BWSR 2019x.. &
2600 - Unearned Revenue - State:2700 - BWSR 2019 xxx Grant = 3,000.00 BWSR 2019 x...
4400 - State Revenue ~ | -3.000.00 - -

< Add New >

BWSR 2019 xxx Grant

Effect to Balance Sheet and Profit and Loss reports

Stormy SWCD Stormy SWCD
Balance Sheet Profit & Loss by Class
As of August 31, 2019 January through August 2019
Aug 31,19 BYWSR 2019 oux Grant
¥ ASSETS ¥ Income
¥ Current Assets 4400 - State Revenue b 28,000.00
¥ Checking/Savings Total Income 28,000.00
~ 1000 - Cash ~ Expense
1020 - Checking » 17.000.00 4 £800 - Capital Outiay 15,000.00
Total 1000 - Cash 17,000.00 5400 - State Project Expenses| 13,000.00
Total Checking/Savings 17,000.00 Total Expense 28.000.00
Total Current Assets 17,000.00 I Net Income 0.00
TOTAL ASSETS 17,000.00 S—
* LIABILITIES & EQUITY
¥ Liabilities
¥ Current Liabilities
¥ Other Current Liabilities
¥ 2600 - Unearned Revenue - State
2700 - BWSR 2019 x00x Grant 17,000.00
Total 2600 - Unearned Revenue - State 17,000.00
Total Other Current Liabilities 17,000.00
Total Current Liabilities 17,000.00
Total Liabilities 17,000.00
TOTAL LIABILITIES & EQUITY 17,000.00
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SWCD PAYROLL - staff time for the month ended 9/30/19 (for demonstration purposes only, all staff time during
the month chargeable to the CWF grant - $15,000 wages plus $3,333 fringe)
e Debit: Employee Wages
Payroll Taxes, PERA Expense, Employee Benefits
Credit: Checking
Unable to provide payroll printout to demonstrate payroll processing

DIRECT COSTS OF STAFF TIME - Charge CWF grant for staff time directly related to workplan activities
e Grant could be charged by pay period, monthly, or quarterly (recommend by pay period or monthly to
align with reporting to the district board)
e Grant activity categories detail provided in eLINK (administration, technical assistance, project
development) align with detail in the program/project log for the CWF grant
e Debit: Unearned Revenue — BWSR 2019 xxx Grant
Credit: State Revenue

Make General Joumnal Entries - 0O %
Main Reports HoA
«» B @ X B & @ @
Find New Save Delete @ Memorize Reverse  Print Attach
- File

i 09/30/2019 @ ENTRY NO 5

2600 - Unearned Revenue - State:2700 - BWSR 2019 xxx Grant = 22,000.00 I BWSR 2019 xxx Grant I

4400 - State Revenue - 22,000.00 ~ | || Bwsr2019 0 Grant -

L | |
Effect to Balance Sheet and Profit and Loss reports
Stormy SWCD Stormy SWCD
Balance Sheet Profit & Loss by Class
As of September 30, 2019 January through September 2019
Sep 30,19 BWSR 2019 o0 Grant TOTAL
¥ ASSETS ¥ Income
¥ Current Assets 4400 - State Revenue ¥ 50,000.00
¥ Checking/Savings Total Income 50,000.00
¥ 1000 - Cash ¥ Expense
1020 - Checking » -1,333.00 4 ¥ 5100 - Personnel Services
Total 1000 - Cash -1,333.00 5110 - Employee Wages
Total Checking/Savings -1,333.00 5120 - Payroll Taxes
Total Current Assets -1,333.00 5130 - PERA Expense
TOTAL ASSETS -1,333.00 5140 - Employee Benefits
¥ LIABILITIES & EQUITY Total 5100 - Personnel Servic...
¥ Liabilities

5500 - Capital Outlay

13,000.00

¥ Current Lisbitios 6400 - State Project Expenses 13,000.00 13,000.00
¥ Other Current Liabilities Total Expense 45,333.00 46,333.00
¥ 2600 - Unearned Revenue - State I Net Income 3,66? m
2700 - BWSR 2019 xox Grant -5.000.00
Total 2600 - Unearned Revenue - State -5,000.00
Total Other Current Liabilities -5,000.00
Total Current Liabilities -5,000.00
Total Liabilities -5,000.00
¥ Equity

Net Income 3,657.00
Total Equity 3,667.00
TOTAL LIABILITIES & EQUITY -1,333.00

CWEF grant for $50,000 is ngiv fully expended and workplan activities are coshplete. Unearned revenue account
shows a negative $5,000, which is the final 10% payment due. Net income represents overhead and admin costs

included in BWSR billable rate calculations. Using class tracking allows the district to track total staff time paid
with state dollars.
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FINAL PAYMENT - Update final reporting in eLINK (must be done within 30 days of completion of grant activities)

and request final 10% reimbursement. Received 10% payment on the $50,000 CWF grant.

Debit:

Checking

Credit: Unearned Revenue — BWSR 2019 xxx Grant

1000 20 - Checking

& Goto.. | &5 Print.. | B2 Edit Transaction [ QuickReport () Setup Bank Feeds
- - " = - -
08/30/2019 To Print | Signage Vendor 3,000.00 17.000.00 '
BILLPMT 2000 - Accounts P
09/20/2019 4 18,333.00 -1,333.00
GENJRN 5100 - Personnel .
10/31/2019 BWSR 5,000.00 3,667.00
DEP 2600 - Unearned | Deposit
Effect to Balance Sheet and Profit and Loss reports
Stormy SWCD Stormy SWCD
Balance Sheet Profit & Loss by Class
As of October 31, 2018 enunry thisugh Oclobar AHE
Oct 31, 18 BWER 20119 xxx Grant TOTAL
VASEETH ¥ Incomae
4400 + State Revenue 1 50,000.00 « 50.000.00
~ Curront Assets Total Income 30,000 00 50,000.00
¥ Checking/Savings * Expanse
¥ 1000 - Cash ¥ 5100 - Personnel Services
1020 - Checking L3 3667.00 4 5110 - Employee Wages 14, 000,60
Total 1000 - Cash 388700 6420 - Payroll Taxes 1,147.50
Total Checking/Savings 3667.00 5130 - PERA Expense 112500
Total Current Assets 386700 £444 - Employee Banelits 1,060 30
TOTAL ASSETS 3,667.00 Total 5900 « Personnei Servic... 1833300
~ LIABILITIES & EQUITY T 5000 - Capital Dutlsy 13,000,060
* Equity 6400 - State Project Expenses 13,000 00
Net Income 3,667.00 M“ -
Total Equity 3,667.00 Hetinoorr ELLiy
TOTAL LIABILITEES & EQUITY 366700

Final grant payment hg€ been received and the grant closed in eLINK. Unearned Revenue - BWSR 2019 xxx Grant
account has a zero balance and can be inactivated within the accounting system.

Transaction Detail

Customize Report Comment on Report Share Template Memorize Print v Email v Excel v Hide Header Refresh
Dates  Custom ~ |From |01/01/2019 B To |10/31/2019 B4 | Total By Account list ~ Sort By Default -
Report Basis: ® Accrual () Cash Show Filters
12:42 PM Stormy SWCD
1012719 Transaction Detail by Account
Accrual Basis January through October 2019
Type Date Num Name Memo Class : CIr Split Amount Balance
2600 - Unearned Revenue - State e
2700 - BWSR 2019 xxx Grant
Deposit 010272019 BWSR Deposit 1020 - Check... -25,000.00 -25,000.00
Bilt 08/14/2019 Equipment Vendor BWSR2.. 2000 - Accou... 15,000.00 -10,000.00
Bilt 08/15/2019 Signage Vendor BWSR2.. 2000 - Accou... 3,000.00 -7,000.00
Bilt 082372019 Landowner BWSR2.. 2000 - Accou... 10,000.00 3,000.00
Deposit 08/30:2019 BWSR Deposit 1020 - Check.. -20,000.00 -17,000.00
General Journal 093002019 5 BWSR2.. 4400 - State ... 22,000.00 5,000.00
Deposit 10/31/2019 BWSR Deposit 1020 - Check.. -5,000.00 0.00
Total 2700 - BWSR 2019 xxx Grant 0.00 0.00
Total 2600 - Unearned Revenue - State 0.00 0.00
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Reimbursement Grants

A grant agreement is a written instrument or electronic document defining a legal relationship between a
granting agency and a grantee when the principle purpose of the relationship is to transfer cash or something of
value to the recipient to support a public purpose authorized by law. Grants issued on a reimbursement basis
require the costs to be incurred to provide the goods and/or services prior to requesting repayment. Staff time
tracking is required to support the reimbursement requested.

Invoicing for Services/Goods Provided

Invoices to government entities should be created in Accounts Receivable — Due From Other Governments (QB:
Customers — Create Invoices) after the services or goods have been provided, including holdbacks. Tracking
manually is not advised since the risk of forgetting/losing revenue is high and/or good records do not exist for
the audit.

e When invoicing for services provided and the funding source is known, accounting standards recognize
revenue by funding type (i.e. state, county, local, federal, etc.).

e There is no need to break out reimbursement grants by grant within the Chart of Accounts although it
may provide better tracking of revenue and expenses. Class tracking in QuickBooks already records to
the specific funding source. To set up a new account in QuickBooks:

o Company menu— Chart of Accounts — New Account — Account Type: Income

Stormy SWCD - QuickBooks Desktop Pro 2019

ompany Customers Vendors Employees Banking Repors Window Help

Add New Account

{771 AccountType  Income = w

Account Name | Reimb-ooTW1P Select from Examples
7 Subaccountol 4400 - State Revenue

OPTIONAL

Description

Note

o After setting up the new account, consider creating the “item” for invoicing purposes. To set up
a new item in QuickBooks, click on Customers menu — Item List — New ltem:

D - QuickBooks Desktop Pro 2019

ympany Cystomers Vendors Employees Banking Reporfs Window Help

speciaiized labor, consulting hours, or professional
fees

— Hext %

Item Name/Numi Subitem of PayBi

Cancel

Hotes
D IWIP b

Custom Fields

This Service s used in assembiies of is performed by a SUDCONTAcor of parter

Spelling

Description Rate

- ——
Account

4400 - State Revenue ds =

4442 - Reimb-oocW1P
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o Items can also be created during invoice generation:

Main Formatting Send/Ship Reports

- ‘ E P4 B crsescorry @ - @ Y Pae (] (R Adc TimerCosts [}
Find New Save Deleie €3 Mark As Frint  Emas Emai Later Attsch Recem
J = J E File d

Poymen

Memorize

Pending

cusronen oo (R evere

Invoice S T

1

ot W1P Service

For example, the district is not the grantee/fiscal agent for a state grant but working with partners on a 1IW1P
planning grant. Revenue should be recorded as state revenue and not charges for services. To invoice xxSWCD
for staff time worked on a reimbursement grant, as outlined in the approved grant workplan, the QuickBooks

process would be as follows:
Create a new revenue account, if tracking revenue for the project/program

[ )
o District preference
o Not applicable if using QuickBooks class tracking

e Create a new item to use when invoicing (within QuickBooks)
o Not applicable if using QuickBooks class tracking

e When generating the invoice within QuickBooks:

Main Formatting Sena/Ship Reports
«+ B B 8 Qoo @ & @ v Arteer 0 Bommecoss &
Fi Print  Email Email Later attsch W Apply Credits Rece

ind New Save Delete amm_-p Mark As L
. - - - Fiie Paymei

C e |

Invoice EaEE

1

< [ i’ - 3e WP - A
[pooxr 10 | Sanvices on 45.62 J456.2¢)

For example: The district was awarded a FarmBill reimbursement grant through BWSR. In July, the district
received an invoice from Pheasants Forever for 4" quarter services on the FarmBill grant eligible for

reimbursement from BWSR:
e Pay Pheasants Forever invoice
Debit: 6400 State Project Expenses — BWSR FarmBill

Credit: 1020 - Checking
Invoice BWSR for services rendered using Accounts Receivable (QB: Customers — Create Invoices —

O

process outlined above)
Debit: 1200 Accounts Receivable — Due From Other Governments

O
Credit: 4440 State Revenue — Reimb.-BWSR FarmaBill
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Reimbursement Contracts

A contract is an agreement to provide a good or service that legally binds two or more parties. Contracts issued

on a reimbursement basis require the costs to be incurred to provide the goods and/or services prior to

requesting repayment.

Invoicing for Services/Goods Provided

Invoices to government entities should be created in Accounts Receivable — Due From Other Governments after
the services or goods have been provided, including holdbacks. Tracking manually is not advised since the risk of

forgetting/losing revenue is high and/or good records do not exist for the audit.

e When invoicing for services provided and the funding source is known, accounting standards recognize

revenue by funding type (i.e. state, county, local, federal, etc.).

e There is no need to break out reimbursement contracts by contract within the Chart of Accounts

although it may provide better tracking of revenue and expenses. Class tracking in QuickBooks already

records to the specific funding source.

For example, charging for services provided on a reimbursement contract related to an easement delivery work

order to be funded by the state. In June, $750 of easement delivery work orders were completed:

e Debit: 1200 Accounts Receivable — Due From Other Governments
Credit: 4441 State Revenue — Reimb.-BWSR Easements

Main  Formafting  Send/Ship  Reports

INVOICE #
1

BWSR Easements Service

BUIRD Carmill
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€« | B X Crestea Copy €@ & = e @ Basmmecess
Find New  Save Delete Memoriz Mark As Print  Email Email Later Attach &3 Apply Credits Receiv
M M Pending M M File
cusTouerJoe NS d PSR [ntuit Servi.. ~
I I e L TO
nvoice 10272019 @

TERMS
( % -1 Easement 750.00 ~ 750.00]
"Add New >
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Payroll

New Employee Hiring and Orientation

Orientation for new employees helps solidify their relationship with the district and is the process of introducing
new employees to their position and work environment. There are many ways in which to orient a new
employee. Suggest creating a checklist of items to review with new employees and the following are ideas on
documents to include in an orientation packet:

e Form I-9 Employment Eligibility Verification

e Form W-4 Employee’s Withholding Allowance Certificate

e Form W-4MN Minnesota Employee Withholding Allowance/Exemption Certificate
e Minnesota New Hire Reporting Form

e Completed Dept. of Labor and Industry Employee Notice Form

e PERA: Just the Basics brochure

e MCIT Employee Assistance Program fact sheet (if applicable)

e Emergency contact form (if available)

e Background check form (if applicable)

e Payroll direct deposit form (if applicable)

e Health insurance information and enrollment form (if applicable)
e District’s Policy Handbook (if available)

e General information sheet on district (if available)

e Common acronyms used listing (sample provided in Appendix)

Payroll Forms

A brief overview for several payroll forms is provided in this section. This may not be an all-inclusive list and is
subject to change as laws and regulations are updated or initiated. BWSR does not provide accounting or legal
advice. Please consult with your accountant or legal counsel for more current or additional information. You
may also want to check with your county Human Resources for assistance.

Eligibility for Employment

To verify that a new employee is legally eligible to work in the United States, complete the U.S. Citizenship and
Immigration Services Form 1-9, Employment Eligibility Verification (sample provided in Appendix) available on
their website: https://www.uscis.gov/forms. Within QuickBooks, the form may be found in the Payroll Center,

Hiring Forms. Both employees and employers (or authorized representatives of the employer) must complete
the form. The employee must attest to his or her employment authorization and present acceptable
document(s) to support identity and employment authorization. The employer must examine the documents to
determine if genuine and related to the employee then record document(s) reviewed on the Form I-9.
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Income Tax Withholding

To know how much federal income tax to withhold from an employee’s wages, the employer should have a
Form W-4 Employee’s Withholding Allowance Certificate on file. The form is typically updated annually by the
Internal Revenue Service (IRS).

e Ask all new employees to provide a signed Form W-4 when they start work and make the form effective
with the first wage payment. If a new employee doesn’t provide the signed form, withhold income tax
as if he/she is single with zero withholding allowances.

e Employees may file an updated Form W-4 periodically, especially if they owed taxes or received a large
refund the previous tax year.

e Form W-4 available online at: https://www.irs.gov/forms-pubs/about-form-w-4 or potentially within the
district’s payroll program. Within QuickBooks, the form may be found in the Payroll Center, Hiring
Forms.

e A Form W-4 claiming exemption from withholding is effective when it is given to the employer and only
for that calendar year. To continue to be exempt from withholding in the next calendar year, an
employee must provide a new Form W-4. More detail is provided in IRS Publication 15 in Section 9.
Withholding from Employees’ Wages.

e A withholding adjustment for non-resident alien employees is outlined in IRS Publication 15 in Section 9.
Withholding from Employees’ Wages.

e NOTE: If the IRS determines that an employee does not have enough withholding, the IRS will notify the
employer by issuing a “lock-in” letter. More info available online
at: https://www.irs.gov/businesses/small-businesses-self-employed/withholding-compliance-questions-
and-answers.

To know how much Minnesota state income tax to withhold from an employee’s wages, the MN Dept. of
Revenue recommends employees use Form W-4MN to find their MN withholding allowances separate from
their federal allowances. New for 2020, every employee that completes a 2020 federal Form W-4 must complete
Form W-4MN to determine their Minnesota withholding tax; if the employee does not complete a Form W-
4MN, the employer must withhold tax at the single filing status with zero allowances. More information
available online at: https://www.revenue.state.mn.us/minnesota-withholding-employees.

New Hire Reporting

Employers report any new employee hires to a designated state new hire registry. A new employee is an
employee who hasn’t previously been employed by the organization or was previously employed by the
organization but has been separated from such prior employment for at least 60 consecutive days. Many states
accept a copy of Form W-4 with employer information added in Boxes 8, 9 and 10. Visit the Office of Child
Support Enforcement website for more information: https://www.acf.hhs.gov/css/employers. (IRS Publication
15)

According to the MN New Hire Reporting Center, the State of MN may accept the Form W-4 as noted above,
Minnesota New Hire Reporting Form (sample provided in the Appendix), or employers can choose to submit
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electronically. Most SWCDs submit the Minnesota New Hire Reporting Form. For more
information: https://newhire-reporting.com/MN-Newhire/faqg.aspx.

Employee Notice

As of July 1, 2019, all employers must provide each employee with a written notice of specific information at the
start of their employment and keep a signed copy of the notice on file. The notice must contain required
information about an employee’s employment status and terms of employment.

A sample form provided by the Dept. of Labor and Industry is provided in the Appendix. See their website for a
Word or editable PDF version of the form: https://dli.mn.gov/business/employment-practices/employee-notice.

PERA’s Defined Benefit Plan

The Notice of Member Enrollment into PERA’s Defined Benefit Plan form identifies the information needed to
enroll an employee whose coverage under the Coordinated or Basic plan is required under M.S. §353.01, subd.
2a, 2d(a)(5) or 2d(b). Completion may be required even if the person has prior membership in a different PERA
plan based on another public service position or another Minnesota retirement system. In most cases, the data
is entered by the district using their online PERA account and most district employees apply for enroliment in
the Coordinated Plan. The hard copy form is only submitted by employers who do not have internet or email
capabilities. A sample form is provided in the Appendix and also located on PERA’s website

at: https://www.mnpera.org/forms/#employer. Best practice would be to provide new employees with
information on PERA, such as the PERA: Just the Basics brochure (sample provided in the Appendix) found on

the PERA website: https://www.mnpera.org/publications/.

MCIT Employee Assistance Program

If the district is a member of the Minnesota Counties Intergovernmental Trust (MCIT), employees may have
access to no-cost, convenient, and confidential counseling. The Employee Assistance Program is a risk
management program designed to help employees identify and resolve challenges that may impair their
performance at work. It is a voluntary program to assist the employee, employee’s spouse, and employee’s
dependents with difficult personal issues through access to professional counselors. Best practice would be to
provide employees with a MCIT Employee Assistance Program fact sheet (sample provided in the Appendix)
upon hire and have extra fact sheets available in the district office. More information on the MCIT

website: https://www.mcit.org/employee-assistance-program/.

Internal Controls

New hire paperwork often requires collecting personal information about employees. Employers should keep
this in mind when determining how to securely retain and store the documentation so personal information
does not get into the wrong hands. Best practice would be a locked file cabinet within a lockable office space.
When the data is no longer required to be retained, the hard copy files should be securely disposed of or
shredded.
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Officers from the Department of Homeland Security, employees from the Immigrant and Employee Rights
Section at the Department of Justice and employees from the Department of Labor may ask to inspect the Form
[-9s. No matter how you choose to store the Form I-9s, you must be able to present them to government
officials for inspection within three business days of the date requested. U.S. Citizenship and Immigration
Services recommends employers keep Form 1I-9s separate from personnel records to facilitate an inspection
request. More information at: https://www.uscis.gov/i-9-central/retain-store-form-i-9/storing-form-i-9.
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SWCD Financial Statements
Annual Financial Statement Reporting Requirements

Current Reporting Requirements

In accord with Minn. Statute 103C.325, Subd. 2, the Office of the State Auditor (OSA) and the MN Board of Soil
and Water Resources (BWSR) require all soil and water conservation districts (SWCDs) to have an annual
financial audit regardless of revenue, effective with the 2019 financial statements.

For the purposes of fulfilling the audit requirement, SWCDs may contract directly with a Certified Public
Accountant (CPA) with experience in auditing governmental entities and in good standing with the State Board
of Accountancy. Refer to the Audit Bid Letter for information needed to obtain bids for the annual audit and you
may want to include the CPA Guide when sending the audit bid letter to CPA firms for a price quote. Both
documents can be found at: https://bwsr.state.mn.us/swcd-financial-statements

Draft copies of the annual audited financial statements are due to OSA by October 31, following the year ended
December 31. The OSA will review one-third of the draft SWCD audited financial statements each year.
However, review of a district’s financials could occur more often if requested by BWSR (i.e. significant
deficiencies identified by the CPA firm during the audit process). OSA’s review schedule for SWCD financial
statements 2019 through 2021 can be found at: https://bwsr.state.mn.us/swcd-financial-statements.

Final copies of the annual audited financial statements are due to OSA, BWSR’s Chief Financial Officer, and other
parties having an interest in the SWCD operations by December 31, following the year ended the previous
December 31.

Breakdown of county revenue should be submitted to BWSR’s Chief Financial Officer no later than October 31,
following the year ended December 31. A reporting form can be found at: https://bwsr.state.mn.us/swcd-

financial-statements.

Iltems to note:

¢ Unaudited financial statements or summary Balance Sheet/Profit and Loss reports (Finance Report
packages) no longer need to be submitted to BWSR by March 15.

e |If the district contracts with a CPA firm for bookkeeping services and the firm has two or less partners,
the annual audit is to be prepared by a separate independent CPA firm. A CPA firm providing consulting
services could also prepare audited financial statements. (Recommendation by AICPA National Peer
Review Committee)

e The Office of the State Auditor may have additional annual reporting requirements which are
independent of the financial statement requirements to BWSR and OSA.

Accounting Adjustments from CPA Audit

Districts should carefully review accounting adjustments requested by the CPA firm preparing audited financial
statements. These adjustments identify opportunities for improvement in the district’s accounting. If needed,
ask the CPA for further clarification “Please help me understand why these adjusting entries are needed to
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prevent having to make them again next year.” Use a similar approach if the district’s equipment log does not
match the CPA calculations for beginning balance, additions, deletions, and ending balance of equipment,
accumulated depreciation, and net capital assets.

2019 SWCD Audit Work Group

In 2019, a SWCD Audit Work Group was formed to review various issues related to SWCD financial activities,
reporting, and frequency of audits. The work group included representatives from SWCD supervisors and staff,
MASWCD, OSA, and BWSR. The group identified a need for SWCD training in the areas of accounting, grants
management, and internal controls.

Ongoing challenges identified were: 1) each year several SWCDs need assistance to prepare unaudited financial
statements and BWSR doesn’t have the capacity to provide these services and 2) there has been considerable
variance in some SWCD’s unaudited vs. audited financial statement data reported.

Because funding levels have increased significantly, the majority of SWCDs annually meet the revenue threshold
requiring audited financial statements. A survey of SWCDs identified unaudited financial statements were time
consuming to prepare while prepping for an audit by a CPA firm required less staff time. Since CPA firms must
begin their process using the most recent audited financial statements, annual audits are more cost effective
and the cost is an allowable expense as overhead in the BWSR billable rate calculations. Most importantly,
audited financial statements are more accurate and provide insights into the financial management of SWCDs,
as reviewed from a CPA perspective. Based on the recommendation from this work group, BWSR moved
forward with updating its Memorandum of Understanding with OSA to require annual SWCD audited financial
statements.

History

Minn. Statute 103C.325, Subd. 2, requires the state auditor to annually audit the books of the SWCDs or, at the
request of the district board, the state auditor can allow for a certified public accountant (CPA) to perform the
annual audit. Further, the state auditor may determine that an annual audit is not necessary.

In 1993, an understanding was reached between the OSA and BWSR to establish guidelines for the audits of
SWCDs. The agreement allowed a SWCD to hire a private CPA to conduct the audit; it also set a threshold for the
frequency of the audit. Based on the 1993 agreement, a SWCD was required to have an audit of its financial
records when its accumulated revenues since the last audit reached $300,000, but not less frequently than once
every four years. Over the years, at BWSR's request, the accumulated revenues threshold was changed to
$500,000 and no less frequently than once every three years.

A pilot process was used for the 2018 financial statements. The MOU between BWSR and OSA was updated in
2019 with the current annual financial statement requirements outlined above.

Audited Financial Statements

A financial statement is a formal record of the financial activities and position of the district. Annual financial
statements are financial reports based on a 12-month consecutive time period. Financial statements
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demonstrate the district’s ability to manage public dollars and are a fiscal responsibility. Audited financial
statements assess the district’s strengths and weaknesses. According to Generally Accepted Accounting
Principles (GAAP), financial statements are presented using modified accrual accounting and follow a
standardized format which enables comparability of district trends for revenues and expenses over several years
and to its peers. Financial data is summarized to gauge the health of the district and can be used to calculate the
district’s going concern. Understanding financial statements enable the district to take actions and make
decisions which allow the district to grow and be successful.

Items to note:

e The End-of-Year Accounting Adjustments section contains the entries needed to close the year within
the accounting system. End-of-year accounting adjustments are not part of the financial statement
process.

e The Office of the State Auditor may have additional annual reporting requirements which are
independent from the audited annual financial statements required.

Financial Statement Components

Management’s Discussion and Analysis

This section of the financial statements enables the district to highlight accomplishments from the past year,
discuss significant developments, and note future plans. Detail is provided on the change in fund balance from
the previous year, which is helpful to understand the effects to the fund balance. Further information on how to
analyze financial data can be found in the Financial Statement Analysis section below.

Notes to the Financial Statements

Detailed notes for Capital Assets report the beginning balances, additions, deletions, and ending balances for
equipment, accumulated depreciation, and net book value of capital assets. The net book value of capital assets
is reported in the adjustment column of the Statement of Net Position and Governmental Fund Balance Sheet
and the annual depreciation amount shown in the adjustment column of the Statement of Activities and
Governmental Fund Revenues, Expenditures, and Changes in Fund Balance.

Detailed notes for Compensated Absences Payable report the liability for employees’ leave payout, according to
the district’s personnel policies. The liability is shown in the adjustment column of the Statement of Net Position
and Governmental Fund Balance Sheet and the increase or decrease from the prior year reported in the
adjustment column of the Statement of Activities and Governmental Fund Revenues, Expenditures, and Changes
in Fund Balance. Annual review of the liability is encouraged and when the total amount becomes significant to
the district, consider recording as a liability within the accounting system (see End-of-Year Accounting
Adjustments section).

Audited financial statements provide much detail related to defined benefit pension plans, in accordance with
accounting rules issued by the Governmental Accounting Standards Board (GASB), effective in the 2015
reporting year. GASB Statement No. 68 changed the way a public pension plan discloses its pension information
and how pension costs are accounted for in the financial statements. Net pension liability, deferred outflows of
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resources, and deferred inflows of resources are shown in the adjustment column of the Statement of Net
Position and Governmental Fund Balance Sheet and the net pension expense reported in the adjustment column
of the Statement of Activities and Governmental Fund Revenues, Expenditures, and Changes in Fund Balance.
PERA has compiled an Understanding the New Pension Accounting and Financial Reporting Requirements
brochure (sample brochure included in the Appendix) which details the new pension accounting and reporting
requirements and is available on their website at: https://www.mnpera.org/employers/financial-resource-

center/gasb-public-information/.

A Certified Public Accounting firm conducting an audit to provide audited financial statements may provide an
assessment of the district’s strengths and weaknesses related to internal controls and segregation of duties.

Statement of Net Position and Governmental Fund Balance Sheet

The amounts reported in the General Fund column of the statement come directly from the Balance Sheet
within the accounting system after the end-of-year accounting adjustments have been made and represent the
district’s financial standing at a given point in time. All assets and liabilities are reported on a modified accrual
basis. Assets minus liabilities equals fund balance/net position. Over time, increases or decreases in the district’s
fund balance/net position are one indicator of the district’s financial health.

The Adjustments column of the statement reports the adjustments for financial statement purposes, such as
capital assets, pension, compensated absences, and fund balance classifications. The Statement of Net Position
column represents the combined amount of the other two columns.

A significant item on most district’s Statement of Net Position and Governmental Fund Balance Sheet is
unearned revenue, which represents monies received by the district before the related goods and/or services
have been provided. Formerly referred to as deferred revenue, these monies are advanced payments on grants
with the funds deposited to the district financial account; however, the monies may need to be returned to the
funding agency (i.e. state, etc.) should the grant be cancelled or funds unspent by the grant expiration date.

Statement of Activities and Governmental Fund Revenues, Expenditures and Changes in Fund Balance

The amounts reported in the General Fund column of the statement come directly from the Profit and Loss
report within the accounting system after the end-of-year accounting adjustments have been made. All
revenues and expenditures are reported on a modified accrual basis. Revenues minus expenditures equals
excess of revenues over (under) expenditures (i.e. net income).

The Adjustments column of the statement reports the adjustments for financial statement purposes, such as
depreciation on capital assets, net pension expense, and change in the compensated absences balance. The
Statement of Activities column represents the combined amount of the other two columns.

Budgetary Comparison Statement

The amounts reported in the General Fund column of the statement come directly from the Profit and Loss
report within the accounting system after the end-of-year accounting adjustments have been made. All
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revenues and expenditures are reported on a modified accrual basis. Revenues minus expenditures equals
excess of revenues over (under) expenditures (i.e. net income).

This statement demonstrates the degree to which the direct expenses of a given program or project are offset
by related revenues (i.e. district, county, local, federal, state). Direct expenses are those clearly identifiable with
a specific program or project. Over time, increases or decreases in the district’s fund balance/net position are
one indicator of the district’s financial health. Other non-financial factors are changes in state and local
governmental funding. Diversification of funding sources is important to the long-term health of the district.

The statement reports the differences between budgeted and actual within the reporting categories. Significant
differences should be reviewed and outlined in the Management’s Discussion and Analysis section of the
financial statements.

Financial Statement Analysis

Since financial statements are presented in a standardized format, comparability of district trends can be
facilitated with minimal effort by entering the annual financial statement data into a spreadsheet which
compares five or more years. Use a format that best fits your needs and present the data in different ways
(numerical, charts, graphs, etc.) to highlight important trends in ways that are easily understood. Use audited
financial statement data if available. BWSR has developed a financial statement dashboard, which you can
adjust to meet the needs of your district. The dashboard and Creating Charts in Excel (instructions for making
changes to the dashboard) can be found on the BWSR website, Operational Resources - Soil and Water
Conservation Districts - SWCD Financial Statements: https://bwsr.state.mn.us/swcd-financial-statements.

In the Expenditures section of the Profit and Loss Statement, capital outlay/depreciation can be entered as
either capital asset purchases for the year, annual depreciation reported in the financial statements, or left
blank, depending upon the fiscal management preference of the district board. If capital asset purchases are
needed to help sustain or grow district operations, it would be advisable to include either capital asset
purchases for the year (more variance) or the annual depreciation reported in the financial statements (less
variance but would need to know this amount in a timely manner).

Review the data over several years to determine trends within specific line item categories in revenues and
expenses. Strive to find ways to diversify district funding. Net revenue over (under) expenditures has a direct
effect on the fund balance. Review changes to assets, liabilities, and fund balance for the years presented to
determine if the district is operating in a sustainable manner.

Going Concern Calculation

The accounting term “Going Concern” refers to the district’s likelihood of continuing its normal course of
business and its calculation is one way to gauge the health of the district. The financial statement dashboard
mentioned above includes the calculation as outlined here:

e Total cost of district operations divided by 12 months to determine monthly cost of district operations
e Determine the unassigned fund balance (refer to Board Oversight — Annual Budgeting Process -
Classifications of Fund Balance section)
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e Unassigned fund balance divided by the monthly cost of district operations equals the number of
months the fund balance would support district operations

o If less than 3 months, the district should strive to grow the fund balance

o 3-6 months of fund balance is building a safety net for leaner times or unforeseen circumstances

o Greater than 6 months of fund balance represents a good fiscal position to consider hiring staff
to expand district services, funding capital asset purchases, or addressing other needs identified
in the budgeting process/strategic plan

o Too many months of fund balance may not be a good use of public funds since public dollars are
held in reserve and not used to support the community

It is recommended for districts to adopt a formal fund balance policy and maintain general operating fund
reserves. Refer to the Board Oversight - Annual Budgeting Process — Establishing a Financial Target section of
this chapter for an example of an Unassigned Fund Balance Policy.

Unaudited Financial Statements

Unaudited financial statements are no longer required. The End-of-Year Accounting Adjustments section
contains the entries needed to close the year within the accounting system. End-of-year accounting adjustments
are not part of the financial statement process.

The Office of the State Auditor may have additional annual reporting requirements which are independent of
the annual audited financial statements required. Prior to 2019, SWCDs often prepared and submitted
unaudited financial statements. For historical purposes, an overview of the process is provided.

Reports (prepared using Excel)

Include:
e Statement of Net Position and Governmental Fund Balance Sheet
e Budgetary Comparison Statement
e Statement of Activities and Governmental Fund Revenues, Expenditures, and Changes in Fund Balance

The SWCD_Fin_Stmts_20xx_Statement_Template would auto-populate some data thus the order of entries
shown on the Instructions tab. Next, review of the green shaded areas on the Help Sheet tab would reflect if the
data entered balanced. If not in balance, data entry would be rechecked.

Adjustments for Financial Statements Only

There are three adjustments required for governmental financial statements. Amounts entered in the template
Help Sheet yellow highlighted areas would auto-populate to the adjustments column of the appropriate reports.

Capital Assets

At least on an annual basis, governmental organizations are required to report their capital assets according to
accounting standards (GASB 34). The End-of-Year Accounting Adjustments - Prior to Year-End — Capital Assets
section addresses the updates needed to the equipment log in order to accurately report asset purchases,
depreciation, and deletion amounts for the year.
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Pension

Governmental organizations are required, since 2015, to report their net pension liability, deferred outflows of
resources, deferred inflows of resources, and pension expense on an annual basis as an adjustment for financial
statement purposes only (GASB 68). Through 2018 reporting, unaudited financial statements could use a
simplified version to calculate pension liability, inflows, outflows, and expense. Annual pension data can be
found in the 20xx GASB Toolkit — Final GASB 68 Schedules and Audit Opinion for Fiscal Year 20xx on the
Minnesota PERA website at: https://www.mnpera.org/employers/financial-resource-center/. To search the
PERA audit report when open, right mouse “Find” then enter “xxx County SWCD” and click “Next” to move to
each page where the organization’s name can be found. Since unaudited financial statements are no longer

required, there is no need to gather pension numbers (liability, inflows, outflows) since this calculation is done
by the CPA firm during the annual audit.

Sensitivity of

Current year’s PERA Audit Report

Beginning Net Sensitivity of Ending Net Differences Difference
Pension Liability | Ending Net Pension [Ending Net Pension Pension Liability o Between Between
(Single Discount | Liability (Single | Liability 0 1% 1% Increasein  Expectedand  Projected and |
Rate Assumption Tscount Rate . Decrease in Single  Single Rate Actual Actual Changesin ~ Net Pension | Total Deferred
Employer 7.90%) Assumption 7.50%) Rate Assumption Assumption Economic Investment Actuarial Liability Change | Outflows of
Unit No Employer Name (NPL) (NPL) (6.50%) (8.50%) Experience Eamings in Proportion | Resources
9443-00 ST CLOUD AREA PLAN ORGANIZATION s 248761 § 340019 § 44348 3 222555 § s 49773 § 66772 § —% 116,045
944400 ST CLOUD METRO TRANSIT COMMISSION 2,938,488 494,778 7,023,050 3232847 714456 968,192 163,249 1,845,897
9445-00 SCOTT COUNTY SWCD 513,069 R038 1,141,678 525,537 116,143 157,391 o 3
9532-00 TRAVERSE COUNTY SWCD 145,111 345,963 159,254 - 35,195 47,694 7,774
9534-00 TRI-CITY BIOSOLIDS DISPOSAL AUTHORITY 36,278 80,725 37,159 - 8212 11,129 ! ¥4
Differences
Between Difference Net Amortization
Expecledand  Between Projected of Deferred
Actual and Actual hanges in Total Deferred Proportionate Amounts from
Employer Economic Tnvestment uarial  Net Pension Lisbiliry |  Inflows of Share of Plan Changes in Total Pension
Unit No. Employer Name Experience Earnings AssuMptions Change in Proportion Resources Pension Expense Propartion “xpense
9443-00 ST CLOUD AREA PLAN ORGANIZATION - 3 20387 § - 8 - 8 23321 & s 47266 3§ 74) § 39,493
9444-00 ST CLOUD METRO TRANSIT COMMISSION 295,607 - : - 295,607 685,364 739,780
9445-00 SCOTT COUNTY SWCD 48,054 48054 111,414 111,414
9532-00 TRAVERSE COUNTY SWCD 14,562 14,562 e () 2,591 36,353
9534-00 TRI-CITY BIOSOLIDS DISPOSAL AUTHORITY 3,398 - .90 i 7,878
As Repoited on | Per PERA Audit
Account Account Type F/S for 2046 |Report for 2017
Defined Benefit  |Asset (deferred \ |
Pension Plan outflows of resources) | $ 20416 NS I 90,663
Net Pension |
Liability Long-term Liability S 145,111 | $ 243,585
Defined Benefit  |Liability (deferred |
Pension Plan inflows of resources) | $ 14362 | $ I 14,562

Compensated Absences

Compensated Absences represents the cost to the organization of benefits owed (vacation, sick, comp time,

etc.) if all employees end employment as of December 31 (required per GASB 34). A list of employees and their

current leave balances was created and then adjusted for the actual leave the employee would be paid

according to district policies. Multiplying the adjusted hours by the employee’s rate of pay as of December 31
would provide the total amount due for all employees, which is the end-of-year compensated absences liability.
FICA, Medicare, or PERA not included in the calculation since the adjustment is for financial statement purposes

only.

Compensated Absences Chart:

Employee

Current
Leave Hours

Adjustment

Actual Leave
Hours

Rate of Pay

Total
Payable
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$ s
S s
S s
Total Payable as of December 31 S
Total Cost Reported on Last Year’s Financial Statements S
Net Change in Compensated Absences S

Reports (prepared using Word)

Include:
e Management’s Discussion and Analysis
e Notes to the Financial Statements

Templates for these documents had been provided with district data entered as appropriate, including any
specifics provided by the district.
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APPENDIX: Financial Management

Contents:

Board Oversight

Treasurer’s Report

Treasurer’s Report Setup Within QuickBooks
SWCD Accounting

Chart of Accounts

Affidavit of No Receipt

Year-End Process

Form W-9 Request for Taxpayer Identification Number and Certification
Payroll

Form I-9 Employment Eligibility Verification
Minnesota New Hire Reporting Form

DOLI Employee Notice Form

PERA Notice of Member Enrollment

PERA: Just the Basics Brochure

Employee Assistance Program Brochure
Acronymes Listing

SWCD Financial Statements

PERA Understanding the New Pension Accounting and Financial Reporting Requirements Brochure
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Board Oversight: Treasurer’s Report

2022 Archive SWCD Operational Handbook 145



— Soil and Water Conservation District
TREASURERS REPORT DETAIL

As of April 30,2019
Type Date Num Name Memo Amount Balance
Tree Change 149.96
Total Tree Change 149.96
American Federal Ban 96,293.42
Money Market Acc 2,605.97
General Jouwrnal  04/30/2019 190428  AMERICAN FEDERAL BANK Interest on Money Marke... 0.57 2,606.54
Total Money Market Acc{ P 0.57 2,606.54
CD/Am Federal Ba 93,687.45
24 month Acc 93,687.45
Total 24 month Acct 93,687.45
Total CD/Am Federal Bank 93,687.45
Total American Federal Bank 0.57 96,293.99
91 Natigpal Bank 765,468.89
eckin” Natl Bank 19,165.59
Paycheck 172019 12042 -694.97 18,470.62
Paycheck 04/01/2019 12043 -644,98 17,825.64
Paycheck 04/01/2019 12044 -740.97 17,084.67 -
Paycheck 04/01/2019 12045 -704.97 16,379.70
Check 04/01/2019 12046 Accounting Contract gtr 1 -1,800.00 14,579.70
Check 04/02/2019  12046A  Midcontinent Internet/ phone service -238.50 14,341.20
Check 04/05/2019  12046B OTTER TAIL POWER CO , Tree Shed Electric -20.71 14,320.49
Paycheck 04/112019 12047 -1,223.29 13,097.20
Paycheck 04/11/2019 12048 -1,177.67 11,919.53
Paycheck 04/11/2019 12049 -1,060.56 10,858.97
Paycheck 04/11/2019 12050 -1,506.88 9,352.09
Paycheck 04/11/2019 12051 -135.52 9,216.57
Liability Check  04/11/2019  12051A - -1,019.20 8,197.37
Check 04/11/2019 12052 UNIVERSITY OF MINNESOTA-CROOKST... We are Water Exhibit -346.19 7,851,18
Check 04/11/2019 12053 OX-AM . . Local Workgroup Annou... -30.00 7,821.18
Check 04/11/2019 12054 QCoumy Treasurer 2019 property tax assess... -140.00 7,681.18
Check 04/15/2019 12055 A 1 ENVIROTHON forward sponsor donations -725.00 6,956.18
Check 04/15/2019 12055A ELAN FINANCIAL SERVICES Credit Card charges -982.44 5,973.74
Liability Check  04/15/2019 12055B IRS -4,826.69 1,147.05
Liability Check  04/15/2019  12055C MINNESOTA DEPARTMENT OF REVENUE -1,091.00 56.05
Check 04/15/2019  12055D  Equipment Finance Online Copy Machine -271.96 215,91
Check 04/15/2019  12055E  VERIZON WIRELESS cell phone service -172.12 -388.03
General Journal  04/16/2019  12055F  Northern Sky Bank Transfer From Savings 15,000.00 14,611.97
Check 04/18/2019 12056 BWSR Return 2016 Unencumbe... -98.00 14,513.97
Check 04/18/2019 12057 GROVE, HARLOW CS -18-04 -4,406.85 10,107.12
Sales Tax Pa...  04/23/2019  12057A 'MINNESOTA DEPARTMENT OF REVENUE -1,032.00 9,075.12
Paycheck 04/25/2019 12058 -1,506.89 7,568.23
Paycheck 04/252019 12059 -1,223.28 6,344.95.
Liability Check = 04/24/2019 12059A PERA - -1,019.20 5,325.75
Paycheck 04/25/2019 12060 -1,177.68 4,148.07
Paycheck 04/25/2019 12061 -1,060.57 3,087.50
Paycheck 04/25/2019 12062 -135.53 2,951.97
Check 04/25/2019 12063 NACDE 2019 dues nb/ds/ah/mt -40.00 2,911.97
Liability Check  04/29/2019 12064 USABLE Life -4.40 2,907.57
Check 04/29/2019 12065 NEC Cloud Community Phone -75.00 2,832,517
General Journal  04/30/2019 12065A  Northern Sky Bank Interest on Checking 0.11 2,832.68
Total Checking () Nat Bank -16,332.91 2,832.68
Savings Natl' Bank 746,303.30
General Journal  04/16/2019  12055F  Northern Sky Bank Transfer to Checking -15,000.00 731,303.30
Deposit 04/10/2019 190410  Sand hill River Watershed Envirothon Sponsor 50.00 731,353.30
Deposit 04/10/2019 190411  Red Lake Watershed District Envirothon Sponsor 300.00 731,653.30
Deposit 04/10/2019 190412 Thrifty White Drug Envirothon Sponsor 25.00 731,678.30
Deposit 04/10/2019 190413  Irishmans Shanty Envirothon Sponsor 25.00 731,703.30
Deposit 04/19/2019 190419  MN State MMB Ach Rim Funding ] 850.00 732,553.30
Deposit -04/25/2019 190425  MN State MMB Ach FY 19 Additional Buffer ... 70,000.00 802,553.30
Deposit 04/25/2019 190426  MN State MMB Ach FY 19.Capacity Match 3,920.00 806,473.30
General Journal ~ 04/30/2019 190430 Interest on Savings 123,98 806,597.28
Total Savings/.van Bank 60,293.98  806,597.28
Total (P National Bani 4396107  809429.96
TOTAL 43,961.64 905,873,91
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Board Oversight: Treasurer’s Report Setup Within QuickBooks

Go to Reports

anking Reports Window Help Special Offers

VE

Scroll down to Company & Financial, then Balance Sheet Standard. With the Balance Sheet open place your
cursor over the dollar amount of your Total Checkings/Savings and double click. A Transactions by Account
window will open.

Click on the customize report.

Customize Report Comment on Report Share Template Memo
Dates * From 01/012019 [ To 10/28%
Report Basis: () Accrual () Cash Show Filters

Modify Report: Transaction Detail by Account

Display Filters Header/Footer Fonts & Mumbers

REFORT DATE RANGE

Dates Customn *  The date range you specify in the From and To fields

From 09/01/2019 [ To 09/30/2019 E

REPORT BASIS
@ Accrual ) Cagh This setting determines how this report calculates income and expenses.
COLUMNS
Search Columns Total by  Account list -
i

< |(teft margin) Sortby  Default -

Trans #
< | Type
Entered/Last Modified

- >

@ Ascending order 2%
Sortin
) Descending order &%

Advanced...

Put a check mark next to each column
v that you want to appearin the report Revert

Select the Display tab. Then select items to include in the report. Suggested items are Type, Date, Num, Name,
Memo, Amount, and Balance. Add or subtract the items to display. All of these items are already selected. To
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get rid of any unwanted items, simag
to the left of that item so that a ch¥

ark appears. Then click ok.

tion Detail by Account

Display Filters Header/Footer Fonts & Numbers

CHOOSE FILTER

Search Filters Account FILTER
JEp— Account
ILTE [AII bank accounts -
Account = - - Date
. l Include split detail?
Aging @ No
Amount ) Yes
- ) )
Billing Status For detail accounts matching

Class
ACCOUNT FILTER
Choose the types of accounts or a specific account from the

drop-down list. Indicate whether or not you want split detail
to appear in the report (Balance Sheet accounts only).

Tell me more...

CURRENT FILTER CHOICES

SET TO
All bank accounts

Custom

Remove Selected Filter

Revert

Cancel Help

Next, add filters for what to include in the report. Click on the Filters tab. In the account section, click on the
arrow to the right and select “All bank accounts.”

Modify Report: Transactic  Jetail by Account

Display Filters Header/Foot onts & Numbers
SHOW HEADER INFORMATION PAGE LAYOUT
# Company Mame Alignment
) - - Standard -
< Report Title Transaction Detail by Account
« Subtitle September 2019 Time Company
g:;es Title

~ Date Prepared 12431101 Subitle

Hay, 1388

+ Time Prepared

+ Report Basis

~ Print header on pages after first page

ERLE

SHOW FOOTER INFORMATION .
Extra Line Fage

+ Page Number Page 1 -

~ Extra Footer Line

+ Print footer on first page

Revert

Help
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Your company name should appear at the top. For the report title, change it to “Treasurer’s Report.” Then click
OK.

hare Template Memorize Print * | E-mail « | Excel - Hide Header

0142019 09/20/2019 [ Total By Account list ~ Sort By Default

ers

= Memorize Report x

MName: Treasurers Report

« Save in Memorized Report Group: -

Share this report template with others

Click on the Memorize tab. When the memorize report box opens in the Save in memorized report group, make
sure Accountant is selected and click OK. Then close the report just created and exit the report center.

es Banking Reports Window Help Special Offers

ndors Employees

Click on Reports, hover over Memorized Reports, scroll down to Account and select Treasurer’s Report. Test it
out by changing the dates. Treasurer’s Report now created!
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;;;;I;:" Stormy SWCD
Account Listing
June 22, 2020
Account Type Description
10000 - Cash Bank
10000 - Cash:10100 - Petty Cash Bank
10000 - Cash:10200 - Checking Bank
10000 - Cash:10300 - Savings Bank
10000 - Cash:10400 - Investments Bank
12000 - Accounts Receivable Accounts Receivable
12100 - A/R-Due From Other Governments Accounts Receivable
12500 - *Undeposited Funds Other Current Asset Funds received, but not yet deposited to a bank account
13000 - Due From Other Governments Other Current Asset
13100 - Interest Receivable Other Current Asset
13200 - Inventory Other Current Asset
13900 - Undeposited Funds Other Current Asset
14000 - Prepaid Items Other Current Asset
14000 - Prepaid Items:14100 - Prepaid Trees Other Current Asset
14000 - Prepaid Items:14200 - Prepaid Insurance Other Current Asset
14000 - Prepaid Items:14300 - Prepaid Dues and Subscriptions Other Current Asset
14000 - Prepaid Items:14400 - Prepaid Software Licenses Other Current Asset
20000 - Accounts Payable Accounts Payable
20100 - A/P-Due To Other Governments Accounts Payable
20500 - Due To Other Governments Other Current Liability
21000 - Accrued Salaries Payable Other Current Liability
21500 - Payroll Liabilities Other Current Liability
21500 - Payroll Liabilities:21510 - FICA Payable Other Current Liability
21500 - Payroll Liabilities:21520 - Medicare Payable Other Current Liability
21500 - Payroll Liabilities:21530 - Federal Withholding Payable Other Current Liability
21500 - Payroll Liabilities:21540 - MN Withholding Payable Other Current Liability
21500 - Payroll Liabilities:21550 - PERA Payable Other Current Liability
22000 - Sales Tax Payable Other Current Liability
23000 - Deposits Received Other Current Liability
23000 - Deposits Received:23100 - Deposits on Tree Orders Other Current Liability
23000 - Deposits Received:23200 - Deposits on Sales Other Current Liability
25000 - Unearned Revenue - County Other Current Liability Add subaccounts for each grant
25000 - Unearned Revenue - County:25010 - County WCA Other Current Liability
25300 - Unearned Revenue - Local Other Current Liability Add subaccounts for each grant
25500 - Unearned Revenue - Federal Other Current Liability Add subaccounts for each grant
26000 - Unearned Revenue - State Other Current Liability Add subaccounts for each grant
26000 - Unearned Revenue - State:26010 - BWSR 2020 Cons Delivery Other Current Liability
26000 - Unearned Revenue - State:26018 - BWSR 2018 Cons Delivery Other Current Liability
26000 - Unearned Revenue - State:26019 - BWSR 2019 Cons Delivery Other Current Liability
26000 - Unearned Revenue - State:26020 - BWSR 2020 Local Capacity Other Current Liability
26000 - Unearned Revenue - State:26028 - BWSR 2018 Local Capacity Other Current Liability
26000 - Unearned Revenue - State:26029 - BWSR 2019 Local Capacity Other Current Liability
26000 - Unearned Revenue - State:26030 - BWSR 2020 Buffer Implementation Other Current Liability
26000 - Unearned Revenue - State:26038 - BWSR 2018 Buffer Implementation Other Current Liability
26000 - Unearned Revenue - State:26039 - BWSR 2019 Buffer Implementation Other Current Liability
26000 - Unearned Revenue - State:27010 - BWSR 2019 xxx Grant Other Current Liability
29500 - Compensated Absences Long Term Liability
30000 - Fund Balance Equity Opening balances during setup post to account; account balance should be zero after setup done.
30000 - Fund Balance:31000 - Nonspendable-Inventory Equity
30000 - Fund Balance:31200 - Unspendable-Prepaid ltems Equity
30000 - Fund Balance:31500 - Assigned-Compensated Absences Equity
33000 - Unassigned Fund Balance Equity
41000 - County Revenue Income
41000 - County Revenue:41010 - County-Allocation Income
41000 - County Revenue:41020 - County-Water Plan Income
41000 - County Revenue:41030 - County-WCA Income
41000 - County Revenue:41040 - County-Feedlot Income
41000 - County Revenue:41050 - County-Abandoned Wells Income
41000 - County Revenue:41060 - County-DNR Shoreland Income
41000 - County Revenue:41070 - County-AlS Income
42000 - Local Revenue Income
43000 - Federal Revenue Income
44000 - State Revenue Income
44000 - State Revenue:44100 - State-General Income
44000 - State Revenue:44200 - State-Personnel Income
44000 - State Revenue:44300 - State-Capital Assets Income
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(1);,2;/::" Stormy SWCD
Account Listing
June 22, 2020
Account Type Description

44000 - State Revenue:44400 - Reimb-BWSR FarmBill Income
44000 - State Revenue:44410 - Reimb--BWSR Easements Income
44000 - State Revenue:44420 - Reimb-xxx1W 1P Income
47000 - Charges for Services Income
47000 - Charges for Services:47100 - Tree Sales Revenue Income
47000 - Charges for Services:47200 - Equipment Rental Revenue Income
47000 - Charges for Services:47300 - Contracted Services Revenue Income
47000 - Charges for Services:47800 - Services - Discount Income
47000 - Charges for Services:47850 - Services - Bad Debts Income
48000 - Investment Earnings Income
48000 - Investment Earnings:48100 - Misc. Interest Income Income
49000 - Misc. Income Income
49000 - Misc. Income:49100 - MCIT Dividend Income
49000 - Misc. Income:49200 - Health Insurance Dividend Income
49000 - Misc. Income:49300 - Asset Sale Proceeds Income
51000 - Personnel Services Expense
51000 - Personnel Services:51010 - Employee Wages Expense
51000 - Personnel Services:51020 - Payroll Taxes Expense
51000 - Personnel Services:51030 - PERA Expense Expense
51000 - Personnel Services:51040 - Employee Benefits Expense
51000 - Personnel Services:51900 - Supervisor Compensation Expense
51000 - Personnel Services:51910 - Supervisor Per Diems Expense
52000 - Other Charges/Services Expense
52000 - Other Charges/Services:52010 - Education/Training Expense
52000 - Other Charges/Services:52020 - Newsletters Expense
52000 - Other Charges/Services:52030 - Office Maintenance Expense
52000 - Other Charges/Services:52040 - Postage, Mailing Service Expense
52000 - Other Charges/Services:52050 - Professional Associations Expense
52000 - Other Charges/Services:52060 - Professional Services Expense
52000 - Other Charges/Services:52070 - Rent Expense
52000 - Other Charges/Services:52080 - Telephone/Fax Expense
52000 - Other Charges/Services:52090 - Internet Expense
52000 - Other Charges/Services:52100 - Insurance Expense
52000 - Other Charges/Services:52110 - Utilities Expense
52000 - Other Charges/Services:52120 - Vehicle Maintenance/Repairs/Ins Expense
52000 - Other Charges/Services:57000 - Loss on Sale of Assets Expense
58100 - Office Supplies Expense
58200 - Field Supplies Expense
59000 - Capital Outlay Expense
61000 - County Project Expenses Expense
61500 - Local Project Expenses Expense
62000 - District Project Expenses Expense
62000 - District Project Expenses:62100 - Tree Sales Expense Expense
62000 - District Project Expenses:62200 - Equipment Rental Expense Expense
63000 - Federal Project Expenses Expense
64000 - State Project Expenses Expense
64000 - State Project Expenses:64100 - State-Advanced Payment Grants Expense
64000 - State Project Expenses:64200 - BWSR FarmBill Expense
64000 - State Project Expenses:64210 - BWSR Easements Expense
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MINNESOTA
Management
& Budget

AFFIDAVIT OF NO RECEIPT

Employee Name

Employee ID Number

The above named employee declares that the expense(s) claimed on the attached expense
report, in the amount of $ , Is correct and just; that the employee incurred the
expense(s) in the performance of official duties for the State of Minnesota; that the receipt(s)
for the expense(s) has been: (check one)

O lost
O destroyed
O not obtained (attach explanation)

and is therefore not available to document the expense(s) claimed on the attached report; and
that no reimbursement for the expense(s) has been obtained to date.

Employee Signature Date

Notary:

Subscribed and sworn to before me this day of , 20

Notary Public

MMB-00612-01 (08/09)
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Request for Taxpayer
Identification Number and Certification
Department of the Treasury

Internal Revenue Service > Go to www.irs.gov/FormW9 for instructions and the latest information.
1 Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

o W=9

(Rev. October 2018)

Give Form to the
requester. Do not
send to the IRS.

2 Business name/disregarded entity name, if different from above

4 Exemptions (codes apply only to
certain entities, not individuals; see
instructions on page 3):

3 Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the
following seven boxes.
D Partnership D Trust/estate

D C Corporation D S Corporation

D Individual/sole proprietor or

single-member LLC Exempt payee code (if any)

D Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=Partnership) >

Note: Check the appropriate box in the line above for the tax classification of the single-member owner. Do not check
LLC if the LLC is classified as a single-member LLC that is disregarded from the owner unless the owner of the LLC is
another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC that
is disregarded from the owner should check the appropriate box for the tax classification of its owner.

[] other (see instructions) »
5 Address (number, street, and apt. or suite no.) See instructions.

Exemption from FATCA reporting
code (if any)

Print or type.
See Specific Instructions on page 3.

(Applies to accounts maintained outside the U.S.)

Requester's name and address (optional)

6 City, state, and ZIP code

7 List account number(s) here (optional)

IEZEXIN  Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid

backup withholding. For individuals, this is generally your social security number (SSN). However, for a
resident alien, sole proprietor, or disregarded entity, see the instructions for Part |, later. For other - -
entities, it is your employer identification number (EIN). If you do not have a number, see How fo get a
TIN, later. or

Note: If the account is in more than one name, see the instructions for line 1. Also see What Name and | Employer identification number
Number To Give the Requester for guidelines on whose number to enter.

Part Il Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me); and

2. | am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am
no longer subject to backup withholding; and

| Social security number

3. lam a U.S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that | am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding because
you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid,

acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments
other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the instructions for Part |1, later.

Slgn Signature of
Here U.S. person >

Date >

General Instructions

Section references are to the Internal Revenue Code unless otherwise
noted.

Future developments. For the latest information about developments
related to Form W-9 and its instructions, such as legislation enacted
after they were published, go to www.irs.gov/FormW0.

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an
information return with the IRS must obtain your correct taxpayer
identification number (TIN) which may be your social security number
(SSN), individual taxpayer identification number (ITIN), adoption
taxpayer identification number (ATIN), or employer identification number
(EIN), to report on an information return the amount paid to you, or other
amount reportable on an information return. Examples of information
returns include, but are not limited to, the following.

* Form 1099-INT (interest earned or paid)

« Form 1099-DIV (dividends, including those from stocks or mutual
funds)

* Form 1099-MISC (various types of income, prizes, awards, or gross
proceeds)

« Form 1099-B (stock or mutual fund sales and certain other
transactions by brokers)

= Form 1099-S (proceeds from real estate transactions)

* Form 1099-K (merchant card and third party network transactions)
» Form 1098 (home mortgage interest), 1098-E (student loan interest),
1098-T (tuition)

* Form 1099-C (canceled debt)

= Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident
alien), to provide your correct TIN.

If you do not return Form W-9 to the requester with a TIN, you might
be subject to backup withholding. See What is backup withholding,
later.

Cat. No. 10231X
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By signing the filled-out form, you:

1. Certify that the TIN you are giving is correct (or you are waiting for a
number to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S. exempt
payee. If applicable, you are also certifying that as a U.S. person, your
allocable share of any partnership income from a U.S. trade or business
is not subject to the withholding tax on foreign partners' share of
effectively connected income, and

4. Certify that FATCA code(s) entered on this form (if any) indicating
that you are exempt from the FATCA reporting, is correct. See What is
FATCA reporting, later, for further information.

Note: If you are a U.S. person and a requester gives you a form other
than Form W-9 to request your TIN, you must use the requester’s form if
it is substantially similar to this Form W-9.

Definition of a U.S. person. For federal tax purposes, you are
considered a U.S. person if you are:

« An individual who is a U.S. citizen or U.S. resident alien;

= A partnership, corporation, company, or association created or
organized in the United States or under the laws of the United States;

« An estate (other than a foreign estate); or
» A domestic trust (as defined in Regulations section 301.7701-7).

Special rules for partnerships. Partnerships that conduct a trade or
business in the United States are generally required to pay a withholding
tax under section 1446 on any foreign partners’ share of effectively
connected taxable income from such business. Further, in certain cases
where a Form W-9 has not been received, the rules under section 1446
require a partnership to presume that a partner is a foreign person, and
pay the section 1446 withholding tax. Therefore, if you are a U.S. person
that is a partner in a partnership conducting a trade or business in the
United States, provide Form W-9 to the partnership to establish your
U.S. status and avoid section 1446 withholding on your share of
partnership income.

In the cases below, the following person must give Form W-9 to the
partnership for purposes of establishing its U.S. status and avoiding
withholding on its allocable share of net income from the partnership
conducting a trade or business in the United States.

« In the case of a disregarded entity with a U.S. owner, the U.S. owner
of the disregarded entity and not the entity;

= In the case of a grantor trust with a U.S. grantor or other U.S. owner,
generally, the U.S. grantor or other U.S. owner of the grantor trust and
not the trust; and

= In the case of a U.S. trust (other than a grantor trust), the U.S. trust
(other than a grantor trust) and not the beneficiaries of the trust.

Foreign person. If you are a foreign person or the U.S. branch of a
foreign bank that has elected to be treated as a U.S. person, do not use
Form W-9. Instead, use the appropriate Form W-8 or Form 8233 (see
Pub. 515, Withholding of Tax on Nonresident Aliens and Foreign
Entities).
Nonresident alien who becomes a resident alien. Generally, only a
nonresident alien individual may use the terms of a tax treaty to reduce
or eliminate U.S. tax on certain types of income. However, most tax
treaties contain a provision known as a “saving clause.” Exceptions
specified in the saving clause may permit an exemption from tax to
continue for certain types of income even after the payee has otherwise
become a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an exception
contained in the saving clause of a tax treaty to claim an exemption

from U.S. tax on certain types of income, you must attach a statement
to Form W-9 that specifies the following five items.

1. The treaty country. Generally, this must be the same treaty under
which you claimed exemption from tax as a nonresident alien.

2. The treaty article addressing the income.

3. The article number (or location) in the tax treaty that contains the
saving clause and its exceptions.

4. The type and amount of income that qualifies for the exemption
from tax.

5. Sufficient facts to justify the exemption from tax under the terms of
the treaty article.

Example. Article 20 of the U.S.-China income tax treaty allows an
exemption from tax for scholarship income received by a Chinese
student temporarily present in the United States. Under U.S. law, this
student will become a resident alien for tax purposes if his or her stay in
the United States exceeds 5 calendar years. However, paragraph 2 of
the first Protocol to the U.S.-China treaty (dated April 30, 1984) allows
the provisions of Article 20 to continue to apply even after the Chinese
student becomes a resident alien of the United States. A Chinese
student who qualifies for this exception (under paragraph 2 of the first
protocol) and is relying on this exception to claim an exemption from tax
on his or her scholarship or fellowship income would attach to Form
W-9 a statement that includes the information described above to
support that exemption.

If you are a nonresident alien or a foreign entity, give the requester the
appropriate completed Form W-8 or Form 8233.

Backup Withholding

What is backup withholding? Persons making certain payments to you
must under certain conditions withhold and pay to the IRS 24% of such
payments. This is called “backup withholding.” Payments that may be
subject to backup withholding include interest, tax-exempt interest,
dividends, broker and barter exchange transactions, rents, royalties,
nonemployee pay, payments made in settlement of payment card and
third party network transactions, and certain payments from fishing boat
operators. Real estate transactions are not subject to backup
withholding.

You will not be subject to backup withholding on payments you
receive if you give the requester your correct TIN, make the proper
certifications, and report all your taxable interest and dividends on your
tax return.

Payments you receive will be subject to backup withholding if:
1. You do not furnish your TIN to the requester,

2. You do not certify your TIN when required (see the instructions for
Part Il for details),

3. The IRS tells the requester that you furnished an incorrect TIN,

4. The IRS tells you that you are subject to backup withholding
because you did not report all your interest and dividends on your tax
return (for reportable interest and dividends only), or

5. You do not certify to the requester that you are not subject to
backup withholding under 4 above (for reportable interest and dividend
accounts opened after 1983 only).

Certain payees and payments are exempt from backup withholding.
See Exempt payee code, later, and the separate Instructions for the
Requester of Form W-9 for more information.

Also see Special rules for partnerships, earlier.

What is FATCA Reporting?

The Foreign Account Tax Compliance Act (FATCA) requires a
participating foreign financial institution to report all United States
account holders that are specified United States persons. Certain
payees are exempt from FATCA reporting. See Exemption from FATCA
reporting code, later, and the Instructions for the Requester of Form
W-9 for more information.

Updating Your Information

You must provide updated information to any person to whom you
claimed to be an exempt payee if you are no longer an exempt payee
and anticipate receiving reportable payments in the future from this
person. For example, you may need to provide updated information if
you are a C corporation that elects to be an S corporation, or if you no
longer are tax exempt. In addition, you must furnish a new Form W-9 if
the name or TIN changes for the account; for example, if the grantor of a
grantor trust dies.

Penalties

Failure to furnish TIN. If you fail to furnish your correct TIN to a
requester, you are subject to a penalty of $50 for each such failure
unless your failure is due to reasonable cause and not to willful neglect.
Civil penalty for false information with respect to withholding. If you
make a false statement with no reasonable basis that results in no
backup withholding, you are subject to a $500 penalty.
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Criminal penalty for falsifying information. Willfully falsifying
certifications or affirmations may subject you to criminal penalties
including fines and/or imprisonment.

Misuse of TINs. If the requester discloses or uses TINs in violation of
federal law, the requester may be subject to civil and criminal penalties.

Specific Instructions

Line 1

You must enter one of the following on this line; do not leave this line
blank. The name should match the name on your tax return.

If this Form W-9 is for a joint account (other than an account
maintained by a foreign financial institution (FFI)), list first, and then
circle, the name of the person or entity whose number you entered in
Part | of Form W-9. If you are providing Form W-9 to an FFI to document
a joint account, each holder of the account that is a U.S. person must
provide a Form W-9.

a. Individual. Generally, enter the name shown on your tax return. If
you have changed your last name without informing the Social Security
Administration (SSA) of the name change, enter your first name, the last
name as shown on your social security card, and your new last name.

Note: ITIN applicant: Enter your individual name as it was entered on
your Form W-7 application, line 1a. This should also be the same as the
name you entered on the Form 1040/1040A/1040EZ you filed with your
application.

b. Sole proprietor or single-member LLC. Enter your individual
name as shown on your 1040/1040A/1040EZ on line 1. You may enter
your business, trade, or “doing business as” (DBA) name on line 2.

c. Partnership, LLC that is not a single-member LLC, C
corporation, or S corporation. Enter the entity's name as shown on the
entity's tax return on line 1 and any business, trade, or DBA name on
line 2.

d. Other entities. Enter your name as shown on required U.S. federal
tax documents on line 1. This name should match the name shown on the
charter or other legal document creating the entity. You may enter any
business, trade, or DBA name on line 2.

e. Disregarded entity. For U.S. federal tax purposes, an entity that is
disregarded as an entity separate from its owner is treated as a
“disregarded entity.” See Regulations section 301.7701-2(c)(2)(iii). Enter
the owner's name on line 1. The name of the entity entered on line 1
should never be a disregarded entity. The name on line 1 should be the
name shown on the income tax return on which the income should be
reported. For example, if a foreign LLC that is treated as a disregarded
entity for U.S. federal tax purposes has a single owner that is a U.S.
person, the U.S. owner's name is required to be provided on line 1. If
the direct owner of the entity is also a disregarded entity, enter the first
owner that is not disregarded for federal tax purposes. Enter the
disregarded entity's name on line 2, “Business name/disregarded entity
name.” If the owner of the disregarded entity is a foreign person, the
owner must complete an appropriate Form W-8 instead of a Form W-9.
This is the case even if the foreign person has a U.S. TIN.

Line 2

If you have a business name, trade name, DBA name, or disregarded
entity name, you may enter it on line 2.

Line 3

Check the appropriate box on line 3 for the U.S. federal tax
classification of the person whose name is entered on line 1. Check only
one box on line 3.

IF the entity/person on line 1 is
a(n)...

THEN check the box for . ..

« Corporation

Corporation

+ Individual

= Sole proprietorship, or

= Single-member limited liability
company (LLC) owned by an
individual and disregarded for U.S.
federal tax purposes.

Individual/sole proprietor or single-
member LLC

* LLC treated as a partnership for
U.S. federal tax purposes,

* LLC that has filed Form 8832 or
2553 to be taxed as a corporation,
or

* LLC thatis disregarded as an
entity separate from its owner but
the owner is another LLC that is
not disregarded for U.S. federal tax
purposes.

Limited liability company and enter
the appropriate tax classification.
(P= Partnership; C= C corporation;
or S= S corporation)

« Partnership

Partnership

* Trust/estate

Trust/estate

Line 4, Exemptions

If you are exempt from backup withholding and/or FATCA reporting,
enter in the appropriate space on line 4 any code(s) that may apply to

you.
Exempt payee code.

« Generally, individuals (including sole proprietors) are not exempt from

backup withholding.

« Except as provided below, corporations are exempt from backup
withholding for certain payments, including interest and dividends.

« Corporations are not exempt from backup withholding for payments
made in settlement of payment card or third party network transactions.

= Corporations are not exempt from backup withholding with respect to
attorneys’ fees or gross proceeds paid to attorneys, and corporations
that provide medical or health care services are not exempt with respect
to payments reportable on Form 1099-MISC.

The following codes identify payees that are exempt from backup
withholding. Enter the appropriate code in the space in line 4.

1—An organization exempt from tax under section 501(a), any IRA, or
a custodial account under section 403(b)(7) if the account satisfies the

requirements of section 401(f)(2)

2—The United States or any of its agencies or instrumentalities 3—

A state, the District of Columbia, a U.S. commonwealth or
possession, or any of their political subdivisions or instrumentalities

4—A foreign government or any of its political subdivisions, agencies,

or instrumentalities
5—A corporation

6—A dealer in securities or commodities required to register in the
United States, the District of Columbia, or a U.S. commonwealth or

possession

7—A futures commission merchant registered with the Commodity

Futures Trading Commission
8—A real estate investment trust

9—An entity registered at all times during the tax year under the

Investment Company Act of 1940

10—A common trust fund operated by a bank under section 584(a)

11—A financial institution

12—A middleman known in the investment community as a nominee or

custodian

13—A trust exempt from tax under section 664 or described in section

4947
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The following chart shows types of payments that may be exempt
from backup withholding. The chart applies to the exempt payees listed
above, 1 through 13.

IF the payment is for . .. THEN the payment is exempt

for...

Interest and dividend payments All exempt payees except

for7

Broker transactions Exempt payees 1 through 4 and 6
through 11 and all C corporations.
S corporations must not enter an
exempt payee code because they
are exempt only for sales of
noncovered securities acquired

prior to 2012.

Barter exchange transactions and
patronage dividends

Exempt payees 1 through 4

Payments over $600 required to be | Generally, exempt payees
reported and direct sales over 1 through 52

$5,000'

Payments made in settlement of
payment card or third party network
transactions

Exempt payees 1 through 4

' See Form 1099-MISC, Miscellaneous Income, and its instructions.

2 However, the following payments made to a corporation and
reportable on Form 1099-MISC are not exempt from backup

withholding: medical and health care payments, attorneys’ fees, gross
proceeds paid to an attorney reportable under section 6045(f), and
payments for services paid by a federal executive agency.

Exemption from FATCA reporting code. The following codes identify
payees that are exempt from reporting under FATCA. These codes
apply to persons submitting this form for accounts maintained outside
of the United States by certain foreign financial institutions. Therefore, if
you are only submitting this form for an account you hold in the United
States, you may leave this field blank. Consult with the person
requesting this form if you are uncertain if the financial institution is
subject to these requirements. A requester may indicate that a code is
not required by providing you with a Form W-9 with “Not Applicable” (or
any similar indication) written or printed on the line for a FATCA
exemption code.

A—An organization exempt from tax under section 501(a) or any
individual retirement plan as defined in section 7701(a)(37)

B—The United States or any of its agencies or instrumentalities C—

A state, the District of Columbia, a U.S. commonwealth or
possession, or any of their political subdivisions or instrumentalities

D—A corporation the stock of which is regularly traded on one or
more established securities markets, as described in Regulations
section 1.1472-1(c)(1)(i)

E—A corporation that is a member of the same expanded affiliated
group as a corporation described in Regulations section 1.1472-1(c)(1)(i)

F—A dealer in securities, commodities, or derivative financial
instruments (including notional principal contracts, futures, forwards,
and options) that is registered as such under the laws of the United
States or any state

G—A real estate investment trust

H—A regulated investment company as defined in section 851 or an
entity registered at all times during the tax year under the Investment
Company Act of 1940

I—A common trust fund as defined in section 584(a) J—

A bank as defined in section 581

K—A broker

L—A trust exempt from tax under section 664 or described in section
4947(a)(1)

M—A tax exempt trust under a section 403(b) plan or section 457(g)
plan

Note: You may wish to consult with the financial institution requesting
this form to determine whether the FATCA code and/or exempt payee
code should be completed.

Line 5

Enter your address (number, street, and apartment or suite number).
This is where the requester of this Form W-9 will mail your information
returns. If this address differs from the one the requester already has on
file, write NEW at the top. If a new address is provided, there is still a
chance the old address will be used until the payor changes your
address in their records.

Line 6

Enter your city, state, and ZIP code.

Part I. Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. If you are a resident alien and
you do not have and are not eligible to get an SSN, your TIN is your IRS
individual taxpayer identification number (ITIN). Enter it in the social
security number box. If you do not have an ITIN, see How to get a TIN
below.

If you are a sole proprietor and you have an EIN, you may enter either
your SSN or EIN.

If you are a single-member LLC that is disregarded as an entity
separate from its owner, enter the owner’s SSN (or EIN, if the owner has
one). Do not enter the disregarded entity’s EIN. If the LLC is classified as
a corporation or partnership, enter the entity’s EIN.

Note: See What Name and Number To Give the Requester, later, for
further clarification of name and TIN combinations.

How to get a TIN. If you do not have a TIN, apply for one immediately.
To apply for an SSN, get Form SS-5, Application for a Social Security
Card, from your local SSA office or get this form online at
www.SSA.gov. You may also get this form by calling 1-800-772-1213.
Use Form W-7, Application for IRS Individual Taxpayer Identification
Number, to apply for an ITIN, or Form SS-4, Application for Employer
Identification Number, to apply for an EIN. You can apply for an EIN
online by accessing the IRS website at www.irs.gov/Businesses and
clicking on Employer Identification Number (EIN) under Starting a
Business. Go to www.irs.gov/Forms to view, download, or print Form
W-7 and/or Form SS-4. Or, you can go to www.irs.gov/OrderForms to
place an order and have Form W-7 and/or SS-4 mailed to you within 10
business days.

If you are asked to complete Form W-9 but do not have a TIN, apply
for a TIN and write “Applied For” in the space for the TIN, sign and date
the form, and give it to the requester. For interest and dividend
payments, and certain payments made with respect to readily tradable
instruments, generally you will have 60 days to get a TIN and give it to
the requester before you are subject to backup withholding on
payments. The 60-day rule does not apply to other types of payments.
You will be subject to backup withholding on all such payments until
you provide your TIN to the requester.

Note: Entering “Applied For” means that you have already applied for a
TIN or that you intend to apply for one soon.

Caution: A disregarded U.S. entity that has a foreign owner must use
the appropriate Form W-8.

Part Il. Certification

To establish to the withholding agent that you are a U.S. person, or
resident alien, sign Form W-9. You may be requested to sign by the
withholding agent even if item 1, 4, or 5 below indicates otherwise.

For a joint account, only the person whose TIN is shown in Part |
should sign (when required). In the case of a disregarded entity, the
person identified on line 1 must sign. Exempt payees, see Exempt payee
code, earlier.

Signature requirements. Complete the certification as indicated in
items 1 through 5 below.


http://www.ssa.gov/
http://www.irs.gov/Businesses
http://www.irs.gov/Forms
http://www.irs.gov/OrderForms
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1. Interest, dividend, and barter exchange accounts opened
before 1984 and broker accounts considered active during 1983.
You must give your correct TIN, but you do not have to sign the
certification.

2. Interest, dividend, broker, and barter exchange accounts
opened after 1983 and broker accounts considered inactive during
1983. You must sign the certification or backup withholding will apply. If
you are subject to backup withholding and you are merely providing
your correct TIN to the requester, you must cross out item 2 in the
certification before signing the form.

3. Real estate transactions. You must sign the certification. You may
cross out item 2 of the certification.

4. Other payments. You must give your correct TIN, but you do not
have to sign the certification unless you have been notified that you
have previously given an incorrect TIN. “Other payments” include
payments made in the course of the requester’s trade or business for
rents, royalties, goods (other than bills for merchandise), medical and
health care services (including payments to corporations), payments to
a nonemployee for services, payments made in settlement of payment
card and third party network transactions, payments to certain fishing
boat crew members and fishermen, and gross proceeds paid to
attorneys (including payments to corporations).

5. Mortgage interest paid by you, acquisition or abandonment of
secured property, cancellation of debt, qualified tuition program
payments (under section 529), ABLE accounts (under section 529A),
IRA, Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions. You must give your correct
TIN, but you do not have to sign the certification.

What Name and Number To Give the Requester

For this type of account: Give name and EIN of:

14. Account with the Department of
Agriculture in the name of a public
entity (such as a state or local
government, school district, or
prison) that receives agricultural
program payments

The public entity

15. Grantor trust filing under the Form The trust
1041 Filing Method or the Optional
Form 1099 Filing Method 2 (see

Regulations section 1.671-4(b)(2)(i)(B))

For this type of account:

Give name and SSN of:

1. Individual

2. Two or more individuals (joint
account) other than an account
maintained by an FFI

3. Two or more U.S. persons
(joint account maintained by an FFI)

4. Custodial account of a minor
(Uniform Gift to Minors Act)

5. a. The usual revocable savings trust
(grantor is also trustee)
b. So-called trust account that is not
a legal or valid trust under state law

6. Sole proprietorship or disregarded
entity owned by an individual

7. Grantor trust filing under Optional
Form 1099 Filing Method 1 (see
Regulations section 1.671-4(b)(2)(i)
(A)

The individual

The actual owner of the account or, if
combined funds, the first individual on

the account!

Each holder of the account

The minor?

The grantor-trustee’
The actual owner’
The owner®

The grantor*

For this type of account:

Give name and EIN of:

8. Disregarded entity not owned by an
individual
9. A valid trust, estate, or pension trust

10. Corporation or LLC electing
corporate status on Form 8832 or
Form 2553

11. Association, club, religious,
charitable, educational, or other tax-
exempt organization

12. Partnership or multi-member LLC
13. A broker or registered nominee

The owner

Legal entity*

The corporation

The organization

The partnership
The broker or nominee

' List first and circle the name of the person whose number you furnish.
If only one person on a joint account has an SSN, that person’s number
must be furnished.

2 Circle the minor's name and furnish the minor's SSN.

3 You must show your individual name and you may also enter your
business or DBA name on the “Business name/disregarded entity”
name line. You may use either your SSN or EIN (if you have one), but the
IRS encourages you to use your SSN.

4 List first and circle the name of the trust, estate, or pension trust. (Do
not furnish the TIN of the personal representative or trustee unless the
legal entity itself is not designated in the account title.) Also see Special
rules for partnerships, earlier.

*Note: The grantor also must provide a Form W-9 to trustee of trust.

Note: If no name is circled when more than one name is listed, the
number will be considered to be that of the first name listed.

Secure Your Tax Records From Identity Theft

Identity theft occurs when someone uses your personal information
such as your name, SSN, or other identifying information, without your
permission, to commit fraud or other crimes. An identity thief may use
your SSN to get a job or may file a tax return using your SSN to receive
a refund.

To reduce your risk:
= Protect your SSN,
= Ensure your employer is protecting your SSN, and
= Be careful when choosing a tax preparer.

If your tax records are affected by identity theft and you receive a
notice from the IRS, respond right away to the name and phone number
printed on the IRS notice or letter.

If your tax records are not currently affected by identity theft but you
think you are at risk due to a lost or stolen purse or wallet, questionable
credit card activity or credit report, contact the IRS Identity Theft Hotline
at 1-800-908-4490 or submit Form 14039.

For more information, see Pub. 5027, Identity Theft Information for
Taxpayers.

Victims of identity theft who are experiencing economic harm or a
systemic problem, or are seeking help in resolving tax problems that
have not been resolved through normal channels, may be eligible for
Taxpayer Advocate Service (TAS) assistance. You can reach TAS by
calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD
1-800-829-4059.

Protect yourself from suspicious emails or phishing schemes.
Phishing is the creation and use of email and websites designed to
mimic legitimate business emails and websites. The most common act
is sending an email to a user falsely claiming to be an established
legitimate enterprise in an attempt to scam the user into surrendering
private information that will be used for identity theft.
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The IRS does not initiate contacts with taxpayers via emails. Also, the
IRS does not request personal detailed information through email or ask
taxpayers for the PIN numbers, passwords, or similar secret access
information for their credit card, bank, or other financial accounts.

If you receive an unsolicited email claiming to be from the IRS,
forward this message to phishing@irs.gov. You may also report misuse
of the IRS name, logo, or other IRS property to the Treasury Inspector
General for Tax Administration (TIGTA) at 1-800-366-4484. You can
forward suspicious emails to the Federal Trade Commission at
spam@uce.gov or report them at www.ftc.gov/complaint. You can

contact the FTC at www.ftc.gov/idtheft or 877-IDTHEFT (877-438-4338).

If you have been the victim of identity theft, see www.Identity Theft.gov
and Pub. 5027.

Visit www.irs.gov/Identity Theft to learn more about identity theft and
how to reduce your risk.

Privacy Act Notice

Section 6109 of the Internal Revenue Code requires you to provide your
correct TIN to persons (including federal agencies) who are required to
file information returns with the IRS to report interest, dividends, or
certain other income paid to you; mortgage interest you paid; the
acquisition or abandonment of secured property; the cancellation of
debt; or contributions you made to an IRA, Archer MSA, or HSA. The
person collecting this form uses the information on the form to file
information returns with the IRS, reporting the above information.
Routine uses of this information include giving it to the Department of
Justice for civil and criminal litigation and to cities, states, the District of
Columbia, and U.S. commonwealths and possessions for use in
administering their laws. The information also may be disclosed to other
countries under a treaty, to federal and state agencies to enforce civil
and criminal laws, or to federal law enforcement and intelligence
agencies to combat terrorism. You must provide your TIN whether or
not you are required to file a tax return. Under section 3406, payers
must generally withhold a percentage of taxable interest, dividend, and
certain other payments to a payee who does not give a TIN to the payer.
Certain penalties may also apply for providing false or fraudulent
information.


mailto:phishing@irs.gov
mailto:spam@uce.gov
http://www.ftc.gov/complaint
http://www.ftc.gov/idtheft
http://www.identitytheft.gov/
http://www.irs.gov/IdentityTheft

Payroll: Form 1-9 Employment Eligibility Verification

2022 Archive SWCD Operational Handbook 162



Employment Eligibility Verification USCIS

Department of Homeland Security Form I-9

" . N 4 OMB No. 1615-0047
U.S. Citizenship and Immigration Services Expires 08/31/2019

» START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically,
during completion of this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: ltis illegal to discriminate against work-authorized individuals. Employers CANNOT specify which
document(s) an employee may present to establish employment authorization and identity. The refusal to hire or continue to employ
an individual because the documentation presented has a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 no later
than the first day of employment, but not before accepting a job offer.)

Last Name (Family Name) First Name (Given Name) Middle Initial Other Last Names Used (if any)
Address (Street Number and Name) Apt. Number City or Town State ZIP Code
Date of Birth (mm/dd/yyyy) U.S. Social Security Number Employee's E-mail Address Employee's Telephone Number

| am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in
connection with the completion of this form.

| attest, under penalty of perjury, that | am (check one of the following boxes):

[ ] 1. Acitizen of the United States

|:| 2. A noncitizen national of the United States (See instructions)

|:| 3. A lawful permanent resident  (Alien Registration Number/USCIS Number):

|:| 4. An alien authorized to work until (expiration date, if applicable, mm/dd/yyyy):
Some aliens may write "N/A" in the expiration date field. (See instructions)

Aliens authorized to work must provide only one of the following document numbers to complete Form [-9: Doﬁg%ﬁ;]ﬁﬁfggace
An Alien Registration Number/USCIS Number OR Form [-94 Admission Number OR Foreign Passport Number.

1. Alien Registration Number/USCIS Number:
OR

2. Form 1-94 Admission Number:

OR
3. Foreign Passport Number:

Country of Issuance:

Signature of Employee Today's Date (mm/dd/yyyy)

Preparer and/or Translator Certification (check one):
|:| | did not use a preparer or translator. |:| A preparer(s) and/or translator(s) assisted the employee in completing Section 1.
(Fields below must be completed and signed when preparers and/or translators assist an employee in completing Section 1.)

| attest, under penalty of perjury, that | have assisted in the completion of Section 1 of this form and that to the best of my
knowledge the information is true and correct.

Signature of Preparer or Translator Today's Date (mm/dd/yyyy)
Last Name (Family Name) First Name (Given Name)
Address (Street Number and Name) City or Town State ZIP Code

@ Employer Completes Next Page @

Form 1-9 07/17/17 N Page 1 of 3



Employment Eligibility Verification USCIS

Department of Homeland Security Form 1-9
" . N 4 OMB No. 1615-0047
U.S. Citizenship and Immigration Services Expires 08/31/2019

Section 2. Employer or Authorized Representative Review and Verification

(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You
must physically examine one document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists
of Acceptable Documents.")

) Last Name (Family Name) First Name (Given Name) M.1. Citizenship/Immigration Status
Employee Info from Section 1
List A OR List B AND List C
Identity and Employment Authorization Identity Employment Authorization
Document Title Document Title Document Title
Issuing Authority Issuing Authority Issuing Authority
Document Number Document Number Document Number
Expiration Date (if any)(mm/dd/yyyy) Expiration Date (if any)(mm/dd/yyyy) Expiration Date (if any)(mm/dd/yyyy)
Document Title
Issuing Authority Additional Information QR Code - Sections 2 & 3

Do Not Write In This Space

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Certification: | attest, under penalty of perjury, that (1) | have examined the document(s) presented by the above-named employee,
(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the
employee is authorized to work in the United States.

The employee's first day of employment (mm/dd/yyyy): (See instructions for exemptions)

Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) Title of Employer or Authorized Representative

Last Name of Employer or Authorized Representative | First Name of Employer or Authorized Representative | Employer's Business or Organization Name

Employer's Business or Organization Address (Street Number and Name) | City or Town State ZIP Code

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.)
A. New Name (if applicable) B. Date of Rehire (if applicable)
Last Name (Family Name) First Name (Given Name) Middle Initial Date (mm/dd/yyyy)

C. If the employee's previous grant of employment authorization has expired, provide the information for the document or receipt that establishes
continuing employment authorization in the space provided below.

Document Title Document Number Expiration Date (if any) (mm/dd/yyyy)

| attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if
the employee presented document(s), the document(s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative | Today's Date (mm/dd/yyyy) Name of Employer or Authorized Representative

Form 1-9 07/17/17 N Page 2 of 3



LISTS OF ACCEPTABLE DOCUMENTS

All documents must be UNEXPIRED

Employees may present one selection from List A

or a combination of one selection from List B and one selection from List C.

LIST A

Documents that Establish
Both Identity and
Employment Authorization

OR

LISTB

Documents that Establish
Identity
AND

LISTC

Documents that Establish
Employment Authorization

=

U.S. Passport or U.S. Passport Card

Permanent Resident Card or Alien
Registration Receipt Card (Form [-551)

Foreign passport that contains a
temporary 1-551 stamp or temporary
I-551 printed notation on a machine-
readable immigrant visa

1. Driver's license or ID card issued by a
State or outlying possession of the
United States provided it contains a
photograph or information such as
name, date of birth, gender, height, eye
color, and address

Employment Authorization Document
that contains a photograph (Form
I-766)

2. ID card issued by federal, state or local
government agencies or entities,
provided it contains a photograph or

1. A Social Security Account Number

card, unless the card includes one of
the following restrictions:

(1) NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK ONLY WITH
INS AUTHORIZATION

(3) VALID FOR WORK ONLY WITH
DHS AUTHORIZATION

information such as name, date of birth, | 2.

gender, height, eye color, and address

For a nonimmigrant alien authorized
to work for a specific employer
because of his or her status:

a. Foreign passport; and

b. Form 1-94 or Form I-94A that has
the following:

(1) The same name as the passport;

and

(2) An endorsement of the alien's
nonimmigrant status as long as
that period of endorsement has
not yet expired and the
proposed employment is not in
conflict with any restrictions or
limitations identified on the form.

Certification of report of birth issued
by the Department of State (Forms
DS-1350, FS-545, FS-240)

School ID card with a photograph

Voter's registration card

U.S. Military card or draft record

Military dependent's ID card

Original or certified copy of birth
certificate issued by a State,
county, municipal authority, or
territory of the United States
bearing an official seal

Nlo|og| M ®

U.S. Coast Guard Merchant Mariner 4.

Native American tribal document

Card

U.S. Citizen ID Card (Form 1-197)

©

Native American tribal document

9. Driver's license issued by a Canadian
government authority

Passport from the Federated States of
Micronesia (FSM) or the Republic of
the Marshall Islands (RMI) with Form
1-94 or Form |-94A indicating
nonimmigrant admission under the
Compact of Free Association Between
the United States and the FSM or RMI

Identification Card for Use of
Resident Citizen in the United
States (Form 1-179)

For persons under age 18 who are | /-

unable to present a document
listed above:

10. School record or report card

11. Clinic, doctor, or hospital record

12. Day-care or nursery school record

Employment authorization
document issued by the
Department of Homeland Security

Examples of many of these documents appear in Part 13 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.

Form 1-9 07/17/17 N

Page 3 of 3
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Minnesota New Hire Reporting Form

Effective July 1, 1996 Minnesota Statute 256.998 requires all Minnesota Employers, both public and private, to report all
newly hired, rehired, or returning to work employees to the State of Minnesota within 20 days of hire or rehire date.
Information about new hire reporting and online reporting is available on our web site: www.mn-newhire.com

Send completed forms to:

Minnesota New Hire Reporting Center
PO Box 64212
St. Paul, MN 55164-0212
Toll-free fax: (800) 692-4473

Al B|C

To ensure the highest level of accuracy, please print neatly in)
capital letters and avoid contact with the edges of the boxes.
The following will serve as an example:

1

3 J

EMPLOYER INFORMATION

Federal Employer ID Number (FEIN) (Please use the same FEIN as the listed employee’s quarterly wages will be reported under):

Employer Name:

Employer Address (Please indicate the address where the Income Withholding Orders should be sent).

Employer City: Employer State:  Zip Code (5 digit):
Employer Phone: Extension: Employer Fax:

Email:

Employee Social Security Number (SSN):

EMPLOYEE INFORMATION

Employee First Name:

Check this box if this is an
Independent Contractor (1099)

Middle Initial:

Employee Las

t Name:

Employee Address:

Employee City:

Employee State:

Zip Code (5 digit):

Date of Hire (mm/d

diyyyy):

Date of Birth (mm/dd/yyyy): (optional) Employee State of Hire

REPORTS WILL NOT BE PROCESSED |IF REQUIRED INFORMATION IS MISSING

Questions? Call us at (651) 227-4661 or toll-free (800) 672-4473

Rev (04/12)
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m DEPARTMENT OF
LABOR AND INDUSTRY

Employee notice

1. Employee: Address:

Phone number: Email address:

Date employment began:

2. Legal name of employer: Main office/principal place of business address:

Phone number: Email address:

Operating name of employer (if different):

Mailing address (if different):

3. Employment status (exempt or non-exempt):

|:| Employee is exempt from: Dminimum wage Dovertime Dother provisions of Minnesota Statutes 177

Legal basis for exemption:

D Employee is non-exempt (entitled to overtime, minimum wage, other protections under Minn. Stat. 177)

4. Rate or rates of pay

Paid by: HourD Shiftl:‘ Day|:| Week|:| Salary|:| Piece|:| Commission|:| OthermethodD

Overtime is owed after: hours

Allowances claimed:

S per meal for meal allowance (max = 60% of one hour of adult minimum wage per meal)

S per day for lodging allowance (max = 75% of one hour of adult minimum wage per day) (or fair market value)

5. Leave benefits available:

I:lSick leave I:l Paid vacation DOther paid time off

How benefits are accrued: Number of hours or days

per I:Iyear Dmonth Dper pay period Dper hours worked

Terms of use:

6. Deductions that may be made from employee’s pay and amounts:

7. Number of days in the pay period: Regularly scheduled payday:

Date employee will receive first payment of wages earned:

8. Other information relevant to this position:

I, the employee, have received a copy of this notice: DYes |:|No

Employer signature Date Employee signature Date




This document contains important information about your employment. Check the box at left to receive

this information in this language.

Spanish/Espaiiol Este documento contiene informacién importante sobre su empleo. Marque la casilla a la
izquierda para recibir esta informacién en este idioma.
Hmong/Hmoob Daim ntawv no muaj cov xov tseem ceeb hais txog thaum koj ua hauj lwm. Khij lub npauv ntawm

sab laug yog koj xav tau cov xov tseem ceeb no txhais ua lus Hmoob.

Vietnamese/Viét

Tai liéu nay chi¥a théng tin quan trong vé viéc lam cGia quy vi. Danh dau vao 6 bén trai dé nhan
ngtr théng tin nay bang Viét ngir.

Simp. Chinese/ia1
X

AXFREEERNEARXDEEES. ARDONHERREIIIESREDNEE. |

Russian/pycckuit

[aHHbI AOKYMEHT COALPKUT BasKHYIO MHGOPMaLMIO O BaweMm TpyaoycTpoctee. OTmeTbre
ranoyKoM KBagpar c/esa A4/1A NoAYYEeHUA 3TOM MHGOpMauMUK Ha 4aHHOM A3bIKe,

Somali/Soomaali

Dukumentigan waxaa ku qoran macluumaad muhiim ah oo ku saabsan shagadaada. Calaamadi
sanduugan haddii aad rabto inaad macluumaadkan ku hesho lugaddan.

Laotian/w9239290

La ¥ Ay & o .
coN¥ZMHBH2LHTHLNJONLNMNBINYIVLDINI.
o v o oA [ o v r a a
noocByroghedegdeocdosuayniiuwomi.

Korean/&=0{ 0| 2Xollz Fistel 28 TeHof| HAUE SQE TEI AHUSLICL 0| Ho{Z 0| TES WIS
FSHAIS 21 g xto] M2 st0i FAHIL.

Tagalog/Tagalog Ang dokumentong ito ay nagtataglay ng mahalagang impormasyon tungkol sa iyong
pagtatrabaho. Lagyan ng tsek ang kahon sa kaliwa upang matanggap ang impormasyong ito sa
wikang ito.

Oromo/Oromoo Waragaan kun waayee hojii keetii odeeffannoo barbaachisoo ta’an gabatee jira. Saaxinnii karaa
bitaatti argamu kana irratti mallattoo godhi yoo afaan Kanaan barreeffama argachuu barbaadde.

Amharic/hoiCT £V 203 A+AMET 07L00ART ANLAL 00CF OFH 1@< RUTT 2heovTE (19 Qtkd AND- R7%
HCTT ATANMF hAT QHE: QA2 (heéy AA@+ 47T @7 TPAhT FLCT=

Kafen/mé“’% (\'7903:\3830)91:51050,730}90%)’.0%\:30)785(\)\9:7)5w:?:@m‘&:oﬁe\éc&.
H8Borizicozaobormurcocimn:glodinioiafionaiBorelaiizadiona.

Arabic/ % - 23 o Jgeanll padl o a yll ddadle puin lles Jgn daga e gl o Ssall 138 (5 ging

,&moh;iau,h.‘h

Translation providers approved by the Minnesota Department of Administration

Betmar Languages, Inc.
6260 Hwy. 65 N.E.
Minneapolis, MN 55432
763-572-9711
best@betmar.com

The Bridge World Language Center, Inc.
110 Second Street S., #308

Waite Park, MN 56387

320-259-9239
mini@bridgelanguage.com

Fox Translation Services

1152 Mae Street, #122
Hummelstown, PA 17033
866-369-1646 or 407-733-3720
dina@foxfoxcasemanagement.com

Global Translation and
Interpreter

913 E. Franklin Ave., #206
Minneapolis, MN 55404
612-722-1244
sandor@globaltranslations.com

Latin American Translators Network, Inc.

1720 Peachtree Street N.W., #532

Atlanta, GA 30309

800-943-5286, ext. 8641, translations@latn.com

800-943-5286, ext. 8620, idenis@latn.com

Latitude Prime, LLC

80 S. Eighth Street, #900
Minneapolis, MN 55402
888-341-9080, ext. 501
elle@Ilatitude.com

Lingualinx Language Solutions,
Inc.

433 River Street, #6001

Troy, NY 12180

518-388-9000
abartlett@lingualinx.com

Prisma International, Inc.
1128 Harmon Place, #310
Minneapolis, MN 55403
612-349-3111
jromano@prisma.com

Swits, LTD

110 S. Third Street
Delavan, WI 53115
262-740-2590
translations@swits.us
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NOTICE OF MEMBER ENROLLMENT

into PERA’s Defined Benefit Plan

(Coordinated, Police & Fire, Correctional or Basic Plans)
Public Employees Retirement Association 60 Empire Dr., Ste. 200, Saint Paul MN 55103-2088
Employer Fax Number: 651-296-2493; Employer Lines: 651-296-3636 or 1-888-892 PERA (7372)

Complete this form to enroll an employee whose coverage under the Coordinated, Correctional, Police and Fire or Basic plan is
required under M.S. §353.01, subd. 2a, 2d(a)(5) or 2d(b). Completion is required even if the person has prior membership in a
different PERA plan based on another public service position or another Minnesota retirement system (i.e., TRA or MSRS).

This form is for use by payroll officers or other employer representatives who do not have internet or email capabilities.
All other employers must enroll their employees into PERA using the Employer Reporting and Information System
(ERIS). In addition, employers should not use this form to enroll individuals who are exercising their individual right to join a
Defined Benefit Plan under M.S. §353.01, subd. 2d(a). PERA has separate membership election forms for those situations [i.e.
persons holding non-governing body elected positions, city managers, or other positions listed in M.S. §353.01, subd. 2d.(a)].

1. Employee’s Social Security Number This must match the person’s Social Security card and the number recorded in
your records. PERA cannot process an enrollment without this data.

2. Employee’s Name: Last First Middle Initial Title (Jr. Sr. III) Birth Last Name (if known)
3. Employee’s Mailing Address: Number and Street, Rural Route, PO Box, etc.  City State Zip Code
4. Employee’s Date of Birth: ‘ 5. Sex: [_] Male ] Female

6. Plan in Which Employee Qualifies based on Position Held (must match plan data you report on the SDR):
[] Coordinated — The employee meets the requirements of this plan as defined in M.S. §353.01, subd. 2a or 2d(b).

[] Police & Fire — The employee meets the plan requirements defined in M.S. §353.34 (Except for full-time police officer
and firefighter positions, you must declare the position’s eligibility through a resolution adopted by your governing body (i.e.
county commissioners, city council, township or school board). A resolution is also required when a Police and Fire member
is promoted/transferred to a different police or fire-related position that would not otherwise qualify under this plan.

[ ] Correctional — A signed Correctional Officer Certification form must accompany the enrollment form.

[ ] Basic — Membership is restricted to members who transfer from one governmental unit to another with less than a 30-
day break in public service. Contact PERA to verify an employee’s eligibility for this plan.

7. Employer No. (6-digit PERA ID#) 8. Name of Employer (Name of Governmental Subdivision and Department)

9. Hire/Start Date for this Position: 10. PERA Eligibility Date for this Position:

11. If membership was delayed by more than 30 days, provide the reason, | Exclusion Code Explanation (if necessary)
using PERA exclusion codes, the person was not entitled to coverage.

12. Position Appointment 13. Position Title Classification: 15. Pay Cycle(s) that apply
Classification: [ ] Administrator [ ] Paramedic/EMS to the salary for this person:
[] Full-time [] Correctional Officer [_] Police Officer or Deputy [ ] Weekly
[ ] Part-time [] Firefighter' Sheriff' [ ] Biweekly
[ ] Intermittent/On-call [] Medical Physician [ ] Elected Sheriff [ ] Semi-monthly
[] Seasonal [] Other (meaning none of the above) [] Monthly
[] Other — Explain IAs defined in M.S. §353.64 [] Bimonthly
14. Job Title [ ] Quarterly
[ ] Annually
[ ] Other:

I certify that this information is correct to the best of my knowledge. I believe that this person is a public employee under Minn. Stat.
Chapter 353 and affirm that the position held qualifies for the coverage requested. I understand that the processing of this form and
deductions by PERA is not to be construed as approval of eligibility by the retirement system.

16. Authorized Agent’s Signature (Do not type or print) Date Daytime Telephone No.

PW-00011-05 (1/2015) Send the Completed Form to PERA as Soon as Possible after Determining Eligibility




Item #

Instructions on Completing the Notice of Enrollment into PERA’s Defined Benefit Plan

Data to be Provided

1-5

7-8

10

11

12
13

14
15
16

Provide each of the data items requested on the employee who is being enrolled in PERA.

Indicate, by check mark, the PERA plan in which the person is being enrolled. As indicated for each plan, some
enrollments require additional documentation from your employing unit.

Insert the appropriate six-digit ID Employer number that has been assigned by PERA and the name of
your governmental entity including the department in which the employee works. The employer number
placed in box 7 should match the six-digit number found on the Salary Deduction Report (paper or
electronic) upon which this person will be listed.

Insert the date the person started working in this position, regardless of whether this is a new hire or reinstatement.
Example of New Employee: An employee begins work on April 5, 2015, and is immediately eligible for PERA. The
hire date of 04/05/15 is to be reported and it should be consistent with the coverage dates in which the first PERA
deduction is withheld (such as April 1-30, 2015, in this hire date example).

Example of Reinstatement: An employee who worked for your employer unit previously (02/01/2013 — 03/15/2015)
is rehired on June 15, 2015 and is immediately eligible for membership. The hire/start date in this instance is

06/15/2015. Do not report the original hire date of 02/01/2013 in this reinstatement example.

Indicate the date of eligibility for PERA coverage and deductions. This should coincide with the pay period in which
the first PERA deduction was withheld for the employee. Example: A person began work on March 1, 2015 (box 9),
but was a full-time student under age 23. On june 15, 2015, the employee turns 23. Annual earnings exceed $5,100 and
no other exclusions apply. The employee qualifies for membership and the first PERA deduction will be withheld from
the June 16, 2015, to June 30, 2015, pay period The date of 6/16/15 would be placed here in item 10.

If you do not provide a date of eligibility, PERA will assume it is the same as the hire/start date reported in item 9.

Explain a delay in membership by more than 30 days by entering the three-digit PERA exclusion code that
indicates the reason this person was not entitled to coverage by law. Acceptable codes can be found in the
PERA Employer Reporting Manual. From the example in item 10 above, exclusion code 001 explains that the
employee wasn’t eligible on the hire date due to exclusion as a full-time student under age 23.

Check the box that best describes how you, as the employer, classify the appointment status of this position.

Indicate by check mark the position title code that best describes the position held by this employee. Any
position classified as a police officer or firefighter must meet the requirements in M.S. § 353.64.

Provide the employee’s actual job title even if it is identical to the position title identified in item 13.
Indicate by check mark the pay cycle(s) that apply to the salary payments for the employee.

Sign the form, insert the date, and provide a daytime telephone number for future contacts if needed.

Data Privacy
The data you provide on this form and on future Salary Deduction Reports and Member Information Change Reports will

be used to keep an accurate record of the account value and individual data on the participant as needed to administer the
provisions of PERA’s Plans and the employee’s participation therein. PERA requests that you provide the employee data
(including the data classified as private) pursuant to Minnesota Statutes § 353.27, subd. 4, of the PERA law, and § 13.05,
subd. 4(b) of the Government Data Practices Act. As required by Minnesota law, PERA will protect the private status of
the employee data you provide to our association.

The Data Practices Act requires that an individual asked to supply private data be informed of the purpose and intended use
within the collecting government entity and the identity of other agencies authorized to receive the data.

Thus, if not already doing so, your agency must disclose to your employees that certain private data you collect will be
shared with PERA to determine their eligibility for membership.
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ﬂ’APERA: Just the Basics

Welcome! Whether you are a new or return-
ing member, we are pleased to have you participate
in the Public Employees Retirement Association
(PERA).

As a Coordinated Plan member of PERA, you
are part of Minnesota's largest public pension plan.
Today the Association serves over 160,000 public
employees from approximately 2,100 cities, coun-
ties and school districts across the state. We cur-
rently pay benefits to over 90,000 retirees, disabled
members and survivors of deceased members.

ERA is a traditional

pension plan

Recognizing the need for a retirement program
for employees of county and local governments, the
Minnesota Legislature created PERA in 1931, four
years prior to the creation of Social Security.

Unlike most retirement plans today, traditional
pension plans like PERA—also known as defined
benefit plans—provide you with the security of a
lifetime benefit.

PERA is a tax qualified plan under Section 401 (a)
of the Internal Revenue Code. As a result, your
federal and state taxes on PERA contributions are

To learn more about PERA, H
visit us at www.mnpera.org. [ ;
Your individual information

is always available by
registering for
MY PERA.

deferred to the time of withdrawal. Because PERA
is a tax-qualified plan, there may be limits on the

amount you can contribute tax deferred to an IRA.
You should contact the IRS or a qualified tax advi-
sor to find out what the limits are for you.

Your employer enrolled you in PERA
after determining you qualified for membership.
Membership is required for employees who are
expected to earn a minimum of $5,100 in a year
($3,800 for school employees) unless their posi-
tion is excluded by law.

As a Coordinated Plan member, you and your
employer contribute a percentage of your gross
salary to the Association. In turn, PERA invests
these contributions to fund benefits for our mem-
bers. Go to MY PERA at www.mnpera.org to
check details of your contributions and member-
ship data.

While contributions and investment earnings
are critically important to the long-term funding of
the Association, they do not determine the value
of your individual benefit. Instead, your benefit is
based on a formula that takes into consideration
three factors:

Age— The closer you are to full retirement
age, the larger the monthly benefit you will
receive. While there are exceptions, full retirement
age is typically age 65 to 66 for Coordinated mem-
bers. The earliest age at which most members

can receive a benefit is 55, but this will result in a
lower monthly benefit because you will be receiving a
pension from PERA over a longer period of time.

Service— The longer you are employed in
public service, the greater the benefit. After you are
enrolled in PERA, you earn one service credit for each
month in which you worked and were compensated.
Once you have earned enough service credits to be
vested (60 credits for members hired after June 30,
2010) you qualify for future lifetime benefits.

High-five average salary—This is the 60
consecutive months during which your earnings are
the greatest. Typically, this is the five years just prior
to retirement.

| etirement benefits
For members just entering public service
in the Coordinated Plan, the formula looks like this:

1.7% x Years of Service) x High-5 Salary
t
= Annual Retirement Benefit

As an example, 30 years of service would result in
a benefit of 51 percent of your high-five salary at full
retirement age. MY PERA can provide you with esti-
mates of your future benefits at any retirement age.

Disability benefits

You may be eligible for benefits from PERA if you
are unable to work, not just at your job, but any job
because of a physical or mental disability. That is,

you must be totally and permanently disabled
and unable to engage in any substantial gainful
activity. You become eligible for disability bene-
fits once you are vested with the Association—
after three or five years of service, depending on
when you first entered public service.

# lternatives for survivors
PERA also provides survivor (death)
benefits for families of members who unfortu-
nately die before receiving a retirement benefit.

Survivor benefits follow a simple succession.
Should you die, any survivor benefits due would
first go to your surviving spouse. If there is no
spouse, benefits would then be payable to any
dependent children. Finally, if there are no sur-
vivor benefits due, the balance in your account,
plus interest, would be distributed to your ben-
eficiaries. If we have no listed beneficiaries, the
funds would be paid to your estate. (A form for
changing your beneficiary(ies) can be found on
our website in Forms & Publications.)

If you leave before retirement
If you terminate public employment after
you have become vested (five years of service if
hired after June 30, 2010), you can leave your
contributions with PERA and qualify for a pen-

sion any time after reaching retirement age.

(Continued on reverse side)
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Regardless of your length of service, you are
entitled to a refund of your employee contribu-
tions plus interest, compounded annually, after
your termination of public employment. Keep in
mind, however, that employer contributions are
not refundable and you will forfeit all future PERA
benefits.

Repayment of a refund

If you were previously 2 PERA member who left
public service and received a refund, you have the
option to repay the refund to restore lost service
credit with PERA after you have earned an addi-
tional six months of service credit as a member.

Combined service benefits

You may combine your service in PERA with
service in other covered Minnesota public pension
plans. This entitles you to a combined service
pension from each of the plans in which you have
service. Combined service pensions often provide
a higher overall level of retirement income.

How to learn more

As this pamphlet's name implies, this is a
very brief summary of your retirement plan
provisions. For a more comprehensive overview,
take a few minutes to visit our website at
www.mnpera.org. If you visit our website, you'll
find much more information about your retire-
ment plan and PERA itself.

Register as an online member

By clicking on the MY PERA button at wuwuw.
mmnpera.org and registering as an online mem-
ber, you have instant access to your individual
data on file with PERA. This includes the indi-
viduals we have listed as your beneficiaries, your
payroll deductions and date of membership.
Check your account periodically for accuracy and
to inform us if corrections need to be made. An
improper delay in your PERA enrollment or an
incorrect salary amount may only be corrected
within a three-year period.

You can also create your own retirement, dis-
ability and survivor estimates, or register for one
of our educational programs
or conferences any time,
day or night, at MY PERA.

MY PERA—your 24/7
connection to PERA.

This publication is intended to provide general informa-
tion; the rights and obligations of PERA members are gov-
erned by state and federal laws, rules and regulations.
The Minnesota Legislature or the federal government
may change the statutes, rules and regulations govern-
ing PERA at any time. If there is a discrepancy between
the law governing PERA and the information contained in
this publication, the statutes and regulations shall govern.

This document is available in alternative formats
to individuals with disabilities by calling
(651) 296-7460 or 1 800 652-9026, or through the
Minnesota Relay Service at 1 800 627-3529.

Public Employees Retirement Association of Minnesota
60 Empire Drive, St. Paul MN 55103-2088
1800 652-9026 ¢ (651) 296-7460 4 www.mnpera.org
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Public Employees Retirement Association of Minnesota

60 Empire Drive, Suite 200

St. Paul, MN 55103-2088

For Coordinated
Plan Members

Who we are;
what we do

Public Employees Retirement

Association of Minnesota January 2015
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Employee Information

EMPLOYEE
ASSISTANCE
PROGRAM

EAP

EAP Counseling Is ...

You decide when What Is an EAP ...

to use the program’s services.
The Employee Assistance Program (EAP) is a risk

Your management program designed to help employees
personal information will not identify and resolve challenges that may impair
be shared with your employer. their performance at work. It is a voluntary program
Only you know when you call that can assist you the employee, your spouse and
for assistance. dependents with difficult personal issues through

You, your spouse access to professional counselors.

and your dependents
are eligible for up to four

counseling sessions for each What Does the EAP Do?
identified problem at no-cost.

* Helps employees find professional assistance for personal

Hundreds problems

of counseling offices are » Offers short-term counseling for you, your souse and your

available statewide and dependents at no cost

over the phone, so you, your * Uses pre-approved qualified counselors throughout Minnesota
spouse and dependents have * Assists in identifying long-term resources

easy and timely access to a « Provides referrals for long-ferm care
qualified counselor where you

choose.

The EAP Program
Offers Support for Many Issues

* Relationships * Anxiety
» Work-related concerns * Financial problems

* Family issues * Loss and grief

* Stress * Substance abuse

* Depression * Other personal concerns
Call 1.800.550.MCIT (6248)

for counseling services



The EAP Is Here to Help You

“I made it through a rough time as a result of my counselor's help.”

"My situation was taken seriously.”

“There was no judgement with calling.”

"My request for help was immediately addressed. | felt listened to and valued as a person.”

*I am grateful for this program.”

What the EAP Is Not
* An insurance program < Part of an employee’s health plan < A long-term counseling alternative

Who Can Use the EAP?

EMPLOYEES AND THEIR DEPENDENTS

As a full- or part-time employee of an MCIT public entity member, you, your spouse and your dependents*
are eligible for assistance through the MCIT EAP at any time. Employees are encouraged to contact the EAP
for support with managing personal or professional concerns.

*Dependents may include spouse, domestic partner, children, children who live with the other parent, children who attend college/post-secondary school,
foster children, and anyone for whom you are the legal guardian.

SUPERVISORS
Department heads, supervisors and managers may use the EAP services for:

* Consultation regarding work-related situations  * Supervisor coaching * Advice to help employees
Phone consultation and coaching for supervisors are available 24 hours a day, every day.

24-hour Crisis Line for Emergencies
A confidential crisis line is available by dialing the main number at 1.800.550.6248.

Minnesota Counties Intergovernmental Trust (MCIT) has partnered with Sand Creek to provide professional
counseling services to MCIT member employees like you. Sand Creek is a privately held behavioral health
care corporation headquartered in Stillwater, Minn.To learn more, visit the organization’s website at
SandCreekEAP.com.

For consultation or counseling services: CALL 1.800.550.6248 ONLINE at SandCreekEAP.com

Employee Assistance Program Provided By

Minnesota Counties Intergovernmental Trust

For more information about the EAP program (not for counseling services):
CALL 1.866.547.6516 VISIT MCIT.org
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State Agencies and Commissions

BWSR: Board of Water and Soil Resources

CwWc: Clean Water Council

DNR: Department of Natural Resources

LCCMR: Legislative-Citizen Commission on Minnesota Resources
LSOHC: Lessard-Sams Outdoor Heritage Council

MDA: Minnesota Department of Agriculture

MDH: Minnesota Department of Health

MnDOT: Minnesota Department of Transportation

MGS: Minnesota Geological Survey

MMB: Minnesota Office of Management and Budget

MPCA: Minnesota Pollution Control Agency

Federal Agencies

ACOE: Army Corps of Engineers

CED: Community Economic Development (Division of USDA)
CFSA: Consolidated Farm Services Agency

EPA: Environmental Protection Agency

FEMA: Federal Emergency Management Agency

PFAC Farm Production and Conservation (NRCS, FSA and RD umbrella)
FSA: USDA Farm Service Agency

NRCS: USDA Natural Resources Conservation Service

RC&D: Resource Conservation & Development

USDA: United States Department of Agriculture

USFWS: United States Fish & Wildlife Service

USGS: United States Geological Survey

Regional/Local

CAC: Citizen Advisory Committee

CHS: Community Health Service

JPB: Joint Powers Board

LGU: Local Government Unit

RDC: Regional Development Commission

SWCD: Soil and Water Conservation District

TAC: Technical Advisory Committee

WD: Watershed District

WMO: Watershed Management Organization

State Associations

ADA: Association of (Watershed) District Administrators
AMC: Association of Minnesota Counties

AMT: Association of Minnesota Townships

AMWRAP: Association of Minnesota Water Resources Administrators and Planners
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LMC:
MACDE:
MACPZA:

MARC&D:
MASWCD:

MAWD:

League of Minnesota Cities

Minnesota Association of Conservation District Employees
Minnesota Association of County Planning and Zoning Administrators
Minnesota Association of Resource Conservation and Development
Minnesota Association of Soil and Water Conservation Districts
Minnesota Association of Watershed Districts

National Associations

NACD:
NFWF
NWF:

SWCS:

State Programs

CLMP:
CLWP:
CREP:
C-S:
CWL:
CWP:
LAP:

LWRPMP:

NPEA:
NRBG:
PFM:
PWP:
RIM:
SLR:
SRF:
WCA:

National Association of Conservation Districts
National Fish and Wildlife Foundation
National Wildlife Federation

Soil and Water Conservation Society

Citizens Lake Monitoring Program
Comprehensive Local Water Planning
Conservation Reserve Enhancement Program
Cost-Share Program

Clean Water Legacy

Clean Water Partnership

Lake Assessment Program

Local Water Resources Protection and Management Program
Nonpoint Engineering Assistance

Natural Resources Block Grant

Private Forestry Management

Permanent Wetland Preserve

Reinvest in Minnesota

Streambank, Lakeshore, and Roadside Program
State Revolving Fund

Wetland Conservation Act

Federal Programs

ACP:
CRP:
CSP:
EQIP:
FDR:
FEMA:
WBP:
WRP:

Agricultural Conservation Program
Conservation Reserve Program
Conservation Stewardship Program
Environmental Quality Incentive Program
Flood Damage Reduction

Federal Emergency Management Act
Water Bank Program

Wetland Reserve Program

Additional Acronyms

GIS:
GPS:
NPS:

Geographic Information System
Geographic Positioning System
Nonpoint Source Pollution
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TMDL: Total Maximum Daily Load
WRAPS: Watershed Restoration and Protection Strategies Report
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