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MEMORANDUM

TO: Conservation Districts

FROM: Michelle MacDonald, WDA Natural Resource & Policy Division
SUBJECT: 19-20 Biennium Lab Funds and Base Funding Information and Guidelines
DATE: July 23, 2018

July 1, 2018 marks the first day of the State of Wyoming 2019-20 biennium. Along with the beginning of the new
biennium comes a new funding allocation for the Wyoming Department of Agriculture — including money earmarked for
Conservation District activities.

Lab Funds: Each district is entitled to $3,882.00 for the biennium to be used for water quality work in the areas of lab
analysis, training, and equipment. This amount is unchanged from the last biennium. We will once again ask your
District board to review and complete an ‘Intent to Use Lab Funds Statement.” By receiving this signed statement from
each District, we hope to continue to allocate funds efficiently. We are proud to announce the lab funds program
reverted $0.67 back to the general fund last biennium. This is the lowest amount reverted in four bienniums!

The enclosed Guidelines & Criteria for Reimbursement to Districts of Lab Analysis, Training and Equipment Funds was
developed to aid the Districts in what qualifies as a lab funds expenditure. Please read this document carefully and refer
to it before making purchases.

Also enclosed is the Lab Funds Timeline that was developed in an effort to increase communication and provide districts
with a layout of yearly expectations.

Remember, to obtain lab funds reimbursements, you need to submit a completed WOLFS-102 form and attach detailed
receipts. The form with the original signature must be mailed to the WDA - Natural Resources & Policy Division, Attn:
Michelle MacDonald. You may request reimbursement at any time during the biennium for any portion of the total
funding. | utilize a spreadsheet to track reimbursement requests and you can contact me any time to check your
available balance of funds. Instructions for completing a lab funds reimbursement can be found on the WDA website:
http://agriculture.wy.gov/divisions/nrp/conservation-districts/funding-resources/lab-funds.

Please note: In June 2020, the WDA reserves the right to allocate any last minute returned funds at our discretion to the
Districts who have receipts on hand so as to avoid turning money back to the general fund.

Base Funding: All Districts met the base funding criteria deadline of August 30, 2017 and December 31, 2017, and all
Districts are in the process of receiving the $8,824.50 allocation for calendar year 2017. Another allocation of base
funding will be available in July 2019, if the base funding criteria deadlines are met in calendar year 2018. Please see the
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following website for help and examples of required documents: http://agriculture.wy.gov/divisions/nrp/conservation-
districts/funding-resources/base-funding.

If I can be of any assistance or you have any questions regarding lab funds or base funding, please feel free to call me at
(307) 777-7323 or email michelle.macdonald@wyo.gov.

Enclosures: Guidelines & Criteria for Reimbursement to Districts of Lab Analysis, Training and Equipment Funds
Lab Funds Timeline for the 2015-2016 Biennium
WOLFS-102 Form

Cc: Chris Wichmann, WDA Natural Resources & Policy Manager
Wyoming Association of Conservation Districts
Julie Cook, WDA Financial Manager



Guidelines & Criteria for reimbursement to

Districts of lab analysis, training and equipment funds
(These guidelines/criteria apply to the allocation of funds to each district of $3,882/per district)

Training
Reimbursement of per diem, mileage, registration fees, etc. to attend and host watershed, water quality and
related training.

Lab Analysis, supplies, etc.
Includes lab fees, supplies, postage, solutions, and bottles.

Equipment
Includes standard equipment for water quality monitoring, including but not limited to:

Probes Digital cameras/cases
Flow meters Depth integrated samplers
Gloves, waders, boots Sieve Buckets, tubs, etc
Surber samplers Software
Tape measurers Clinometers/case
Scrub brushes Data storage & management devices
Plexi glass Staff gages and wiers
Survey rods/cases Incubators

GPS units/cases

Other items that are not standard equipment for water quality monitoring, such as laptops and ATV’s will be
determined for eligibility for reimbursement on a case-by case basis considering demonstrated need and
justification and will require a preauthorization prior to purchase.

Criteria for determining whether this equipment is a valid use of funds will include a demonstration of the
following factors:
1. Financial need — inability to use alternative sources of funds or alternative funds not available.
2. Location and need for item requested. An example: A need for ATV to reach monitoring locations,
potential resource damage if vehicles are used, inaccessible by other means, transportation issues
related to meeting holding times.

Vehicles such as pick-ups are not reimbursable. However, mileage costs are reimbursable.

Technical assistance
Technical assistance for water quality monitoring, data analysis and interpretation costs including personnel
time, consultants; contracts for technical assistance can be reimbursed. This could include cooperative
agreements and contracts with agencies such as USGS.



Mileage
The WDA asks that any personal mileage claimed for reimbursement includes the following information and
that this information is submitted as an invoice to the District:
= Mileage log or odometer reading
= Mileage rate
=  Water body or watershed being worked on
= License number of vehicle
= |f traveling to training — include starting location and ending location
= Mileage dollar amount requested for reimbursement
Mileage rates are found here (business column): https://www.irs.gov/tax-professionals/standard-mileage-rates



Lab Funds Biennium Timeline for 2019-2020 Biennium

July 1 = 1" year of biennium
- $3882is available for each district for the biennium.
- NR&P will email lab fund guidelines and lab funds timeline.

July 15 — 1* year of biennium
- WDA will email ‘Intent to Use Lab Funds Statement’ for all the District boards to review and sign.

Sept 15 — 1* year of biennium
- Adjustments will be made per the ‘Intent to Use Lab Funds’ responses received from the Districts.
- WDA will email an updated spreadsheet , lab fund guidelines, and lab funds timeline.

Jan 1 -1 year of biennium
- WDA will email an updated spreadsheet , lab fund guidelines, and lab funds timeline.

Apr 1 - 1% year of biennium
- WDA will email an updated spreadsheet, lab fund guidelines, and lab funds timeline.

July 1 - 2" year of biennium
- WDA will email an updated spreadsheet , lab fund guidelines, and lab funds timeline.

Oct 1 - 2™ year of biennium
- WDA will email an updated spreadsheet , lab fund guidelines, and lab funds timeline.

Jan 1-2"year of biennium

- WDA will email a notice to all districts asking for each district to submit a simple plan and budget for any
remaining lab funds use during the remainder of the biennium to the WDA by February 15,

- Anupdated spreadsheet will be attached in addition to the lab fund guidelines, and lab funds timeline.

- Any districts not planning to use all of lab fund allocation need to notify the WDA.

- Additionally, districts may submit requests for reallocated lab funds.

- All remaining lab fund money not budgeted for use after February 15" will be reallocated to districts
making requests for reallocated lab funds.

Mar 10 — 2" year of biennium
- WDA will email an updated spreadsheet showing reallocation adjustments , lab fund guidelines, and lab
funds timeline
- Areallocation memo and spreadsheet will be emailed to all districts qualified for reallocation money.

April 1 — 2" year of biennium
- WDA will email a reminder of the June 1* deadline for vouchers. In addition an updated spreadsheet,
lab fund guidelines, and lab funds timeline will be attached

June 1 - 2" year of biennium
- Final voucher with receipts due to the WDA for the biennium.



