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Congrats on your grant award!
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If you have problems with the process, contact Kari Keating at the email shown for 
assistance with the process. She’s great to work with.
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The State of MN, acting thru it’s state agency BWSR, cannot issue a grant agreement 
until your organization has a vendor number.
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The effective date of the Grant Agreement is the date BWSR signs the document. 
Only activities that occur on or after this date can be charged to the grant or provided 
as match.

15



The expiration date of the Grant Agreement is the date by which all grant or match 
costs must be incurred. Only activities that occur during the grant timeframe can be 
charged to the grant or provided as match.
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Eligible costs charged to the grant or provided as match must align with the approved 
work plan 
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There is some terminology in the standard BWSR grant agreement which may vary for 
tribes. I haven’t been involved with that process so I’m unable to review specifics 
during this training. Non-profit organizations will be using the standard grant 
agreement.
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An annual progress report (progress report narrative and grant/match spending) is 
required on an annual basis for grants $500,000 or less. BWSR suggests updating 
eLINK financials at least quarterly for grant and match spending.
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For example, a $100,000 grant would have the first 50% or $50,000 direct deposited 
into the grantee’s bank account after the Grant Agreement is executed (fully signed)
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Using our example of a $100,000 grant, the second payment of 40% would be 
distributed only after the first 50% or at least $50,000 has been spent AND eLINK
reporting has been done on the funds expended and match provided to-date. 
Grantees need to have a sufficient fund balance to cover costs incurred in excess of 
the funds advanced on the grant. Updating eLINK financials for grant and match 
spending at least quarterly is helpful if the grant will be financially reconciled before 
the 40% payment is released.
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Using our example of a $100,000 grant, the final 10% or $10,000 must be requested 
within 30 days of the expiration date of the Grant Agreement or completion of the 
project, whichever occurs sooner. At this time, eLINK reporting is updated to include 
all grant and match activities provided in alignment with the approved work plan. 
NOTE: the final 10% is done on a reimbursement basis thus grantees will need to 
have sufficient funds available to cover the costs until BWSR does their final grant 
review and issues payment then closing the grant. This process could take a few 
months.
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Any advanced funds (from the 50% or 40% advance payments) unspent at the end of 
the grant must be returned within 30 days of the expiration date of the Grant 
Agreement. Grant funds can only be spent on those activities outlined in the 
approved work plan.
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All services provided by the Grantee under this Grant Agreement must be performed 
to the Board’s satisfaction, which is where your Grant Manager comes in. Feel free to 
contact her/him with any questions you may have at any time. We’d rather you ask 
the questions right away than have to deal with it later and potentially disallow costs 
you’ve incurred.
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Always a good idea to read the Grant Agreement before signing. Here’s a sampling of 
clauses included in the Grant Agreement. These clauses are mostly statutory 
language or required by the Office of Grants Management, which has policies BWSR 
must follow when awarding grant funding.
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Clauses in the Grant Agreement which you may want to review with your Grant 
Manager during the upcoming one-on-one meeting.
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If questions, please contact your Grant Manager
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Some excellent eLINK training videos available to help learn how to use eLINK

33



The eLINK Cookbook contains step-by-step instructions on how to do various 
functions in eLINK
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Once you have your eLINK account, you’re ready to develop the work plan
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After logging into eLINK, click on Grants in the upper left corner – then Grants from 
the drop down menu
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Your organization’s grants with BWSR should display. For demonstration purposes, 
we’re going to use Upper Red Lake’s grant
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As shown above, if the screen width isn’t wide enough for all of the info to display, 
you’ll first need to click on the “open” icon then the “edit” icon to access grant 
information. If the screen width is wide enough, then the “edit” icon will display on 
the right hand side (as shown below)
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The Grant Activities tab will display. Initially, the activity name and category were 
imported from your grant application.
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Click on the “View/Edit” icon to manage the activity.
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You determine the Activity Name
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Choose the appropriate Activity Category from the drop down menu. We’ll provide 
some links shortly which provide descriptions of activity categories
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Provide information in the Activity Description section, which then is included in the 
Grant Summary report you’ll be able to access in eLINK
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If staff time will be billed to this activity, change the button to “Yes” and enter an 
estimate of the number of staff hours to be billed to this specific activity. This is an 
estimate only. As a condition of BWSR administering Clean Water Funds thru the 
State of MN, BWSR is required to report to the Legislative Coordinating Commission 
(LCC) the number of full-time equivalents funded with the monies. If no staff time will 
be billed to this activity, then the button should be “no.”
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Is the activity part of a comprehensive watershed management plan? Choose your 
response from the drop down menu options or if you don’t know how to answer, ask 
your Grant Manager. Then click “Update” to save your entries.
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Scroll down and click on the “Add New Activity Budget” button to add a budget for 
the Activity. Review screen info (NOTE: other state funds cannot be used to match 
this current state grant. When done, click on the “Add” button
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If there’s also going to be match provided for an Activity that will have some costs 
charged to the grant also, just click on the “Add New Activity Budget” button to enter 
the match amount. No need to create an entirely new activity. When entering Source 
Description, it is helpful to identify the source of the match (i.e. org name, landowner, 
etc.)

47



You’ll then repeat this process for each activity name and category which will be a 
part of the grant work plan
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When done, you can verify if you’ve budgeted all of the grant award and total match 
budgeted
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On the eLINK page, the Activity Categories link can be found under the eLINK drop 
down menu. This links to a chart for descriptions of eLINK Activity Categories
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If your grant application includes installation of a conservation practice, the chart for 
practice descriptions can be found on the same drop down menu under Practices
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To find out which Activity Categories fit with specific Practices, see the guidance chart 
found here
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The current guidance document is 7 pages long. If this sounds super confusing, chat 
with your Board Conservationist.
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If you want to view work plan activities budgeted thus far, you can run a Work Plan 
Report found on the Grant Activities tab, scroll down to Generate Reports, and 
choose Work Plan Report from the drop down menu. 
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After the grant total and match has been budgeted and you’re ready to submit the 
work plan for review, click on the “Submit Work Plan” button. Your team member 
assigned as the Grant Contact may be the only person with access to the Submit 
Work Plan button. You’ll receive a pop up confirming the work plan has been 
submitted and eLINK will notify your Grant Manager the work plan is ready for 
review. Contact your Grant Manager if you experience difficulties submitting the 
Work Plan.
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Once submitted, the Grant Work Plan Report can be found under the Attachments 
tab and it’s helpful to keep a printed copy in your grant file so click on the download 
button then print the report.
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Reminder – These are select items from the RFP based on what activities are in the 
grant apps awarded funding. 
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