Local Operational Agreement

For

Technical Assistance in Support of Conservation Program Delivery

Conservation District: _______________________________

NRCS Field Office: _________________________________

Items noted as “Possible Work Task” are items that can be completed for reimbursement to be completed in accordance with this agreement.  These tasks shall be discussed between the NRCS District Conservationist and the local Conservation District Board to determine which tasks will be completed. It is expected that the tasks will be identified during a discussion with the DC and the District Board and will be documented on this form.  If additional work tasks are identified, that are not on the available list included in Exhibit 1, they can be added as additional tasks. The agreed to tasks will be documented at the field office and District level utilizing this Exhibit Operational Agreement.  A signed copy of Exhibit 1 will be retained at the local office with a copy provided to the OCC.  OCC will retain a record copy of Exhibit 1 for each participating District which will be available to the NRCS state office upon request. The work tasks identified in Exhibit 1 will also be identified on the Performance Worksheet (Exhibit 2) and sent to OCC each month for documentation.   If no work tasks are identified that can be completed by the District, then this information needs to be documented and sent to OCC so an adjustment in allocation of operating funds can be made.  

1) CONSERVATION PLANNING 

a) Possible Work Tasks:

· Enter conservation plans and contracts in Customer Service Toolkit or other databases as requested by the local District Conservationist

· Assembly, maintenance and correspondence for conservation plans

· Gathering conservation planning components (job sheets, O&M plans, soils descriptions, CPA-52 and CPA-4) as needed

· Conduct field visit to accomplish inventory and evaluation, on-site planning, locating practice locations

· Assists in surveys for the purpose of design, planning and layout of conservation practices 

· Conducts on-site construction inspection reviews

· Provides practice checkout services

· Development of plan and soil maps 
2) OUTREACH AND MARKETING

a) Possible Work Tasks:

· Development of farm bill related news articles for local news outlets.  This includes article development, including downloading NRCS prepared articles, delivery of article to local media sources, and distribution of articles to ASTC (FO)

· Plan and assist in the development, implementation and documentation of outreach, informational and locally led meetings (preparation of minutes, sign-in sheets, agendas and photographs)

· Assist with the preparation of the report on the above activities to the ASTC (FO) on a monthly basis

· Making presentation to local farm groups and other interested organizations on conservation of natural resources and farm bill programs

· Developing success stories on local clients who have achieved noteworthy accomplishments through conservation activities for the local media

· Assist with the administration of the Earth Team Volunteer Program

· OCC will also assist with statewide media when agreed upon by OCC and NRCS
ADMINISTRATIVE DUTIES

b) Possible Work Tasks:

· Filing of all correspondence, directives, policy, FOTG (Field Office Tech Guide)

· Updating table of contents for General Manual and FOTG

· Serves as office receptionist, routing phone calls and customers to the appropriate individual and/or assisting customer 

· Develop general office correspondence 

· Maintain file of time and attendance records, schedules, and actual work documentation

· Develop and maintain minutes of staff meeting, locally led meetings, and local work group meetings

· Assist with development, maintenance and tracking of field office schedule 

3) FARM BILL CONTRACTING

a) Possible Work Tasks:

· Explain and promote farm bill programs

· Assist with local work group coordination.

· Assist customers to complete program applications

· Assist with program application rankings by gathering preliminary customer information

· Compile applications in order of rankings, and file completed applications according to  NRCS policy

· Prepare and mail form letters and other correspondence to program applicants  

· Assist in assembling supporting documentation needed for contract payments and or modifications
· Delivery of direct technical assistance to support contract practice application and complete status reviews

Concurrence in this agreement and the performance tasks to be delivered.

____________________________
________________

Chairperson
Date

____________________________
________________

District Conservationist
Date

