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	[Examples and instructions for completing this template are italicized in brackets.
Fill in every blank and delete all examples and instructions before submitting final workplan. 
It is helpful to work with the “View Gridlines” turned from the Layout tab.]

[When drafting the workplan do not use underlines, as these are reserved for use in amended versions of workplans to indicate changes.] 

[Please note:  This template is subject to change as policies and/or legislative requirements change – always refer to the webpage for the most current updated version. Items marked with an asterisk (*) are required for Clean Water Fund projects only and may be removed for other project types.]
	MPCA Use Only

	
	Swift #:
	     

	
	CR #:
	     

	
	

	Project Title:
	     


[No more than 10 words, 50 characters or less] [For watershed program work, use watershed name and project type (e.g., Snake River Watershed Restoration and Protection Project)]

1. Project Summary:
	Organization:
	     

	Contractor contact name:
	     

	Title:
	     

	Address:
	     

	
	     

	Phone:
	     

	Fax:
	     

	E-mail:
	     


Subcontractor(s)/Partner(s):  [list all subcontractors, partners if applicable]
	Organization:
	     

	Project manager:
	     

	Address:
	     

	
	     

	Phone:
	     

	Fax:
	     

	E-mail:
	     


MPCA contact(s):  [list MPCA contact(s)]
	MPCA project manager:
	     

	Title:
	     

	Address:
	     

	
	     

	Phone:
	     

	Fax:
	     

	E-mail:
	     


Project information

	Latitude/Longitude:
	     

	*County:
	     

	Start date:
	     
	End date:
	     

	
	(mm/dd/yyyy)
	
	(mm/dd/yyyy)

	Total cost:
	     

	*Full time equivalents:
	     


*Major watershed(s):  [Select all that apply - To check the box: double click the box, select checked, and click okay.]
	 FORMCHECKBOX 
 Statewide
	 FORMCHECKBOX 
 Kettle River
	 FORMCHECKBOX 
 Miss Rvr – GrandRpds
	 FORMCHECKBOX 
 Lower Rainy Rvr
	 FORMCHECKBOX 
 So Fork Crow River

	 FORMCHECKBOX 
 Big Fork River
	 FORMCHECKBOX 
 Lac Qui Parle River
	 FORMCHECKBOX 
 Miss Rvr –Headwaters
	 FORMCHECKBOX 
 Rainy Lake
	 FORMCHECKBOX 
 Lower St. Croix Rvr

	 FORMCHECKBOX 
 Upper Big Sioux Rvr
	 FORMCHECKBOX 
 Lake of the Woods
	 FORMCHECKBOX 
 Miss Rvr –LaCrescent
	 FORMCHECKBOX 
 Rapid River
	 FORMCHECKBOX 
 Upper St. Croix Rvr

	 FORMCHECKBOX 
 Lower Big Sioux Rvr
	 FORMCHECKBOX 
 Lake Superior – North
	 FORMCHECKBOX 
 Miss Rvr – Reno
	 FORMCHECKBOX 
 Red Lake River
	 FORMCHECKBOX 
 St. Louis River

	 FORMCHECKBOX 
 Blue Earth River
	 FORMCHECKBOX 
 Lake Superior – South
	 FORMCHECKBOX 
 Miss Rvr – Sartell
	 FORMCHECKBOX 
 Upper Red Rvr
	 FORMCHECKBOX 
 Red Rvr of the North
Tamarac River

	 FORMCHECKBOX 
 Bois de Sioux River
	 FORMCHECKBOX 
 Le Sueur River
	 FORMCHECKBOX 
 Miss Rvr – St. Cloud
	 FORMCHECKBOX 
 Redeye River
	 FORMCHECKBOX 
 Thief River

	 FORMCHECKBOX 
 Buffalo River
	 FORMCHECKBOX 
 Leech Lake River
	 FORMCHECKBOX 
 Miss Rvr – Twin Cities
	 FORMCHECKBOX 
 Redwood River
	 FORMCHECKBOX 
 Two Rivers

	 FORMCHECKBOX 
 Cannon River
	 FORMCHECKBOX 
 Little Fork River
	 FORMCHECKBOX 
 Miss Rvr – Winona
	 FORMCHECKBOX 
 Rock River
	 FORMCHECKBOX 
 Upper/Lower Red Lk

	 FORMCHECKBOX 
 Cedar River
	 FORMCHECKBOX 
 Little Sioux River
	 FORMCHECKBOX 
 Miss Rvr – Lake Pepin
	 FORMCHECKBOX 
 Root River
	 FORMCHECKBOX 
 Upper Iowa River

	 FORMCHECKBOX 
 Chippewa River
	 FORMCHECKBOX 
 Long Prairie River
	 FORMCHECKBOX 
 Mustinka River 
	 FORMCHECKBOX 
 Roseau River
	 FORMCHECKBOX 
 Vermilion River

	 FORMCHECKBOX 
 Clearwater River
	 FORMCHECKBOX 
 Red Rvr of the North
Marsh River
	 FORMCHECKBOX 
 Nemadji River
	 FORMCHECKBOX 
 Rum River
	 FORMCHECKBOX 
 Upper Wapsipinicon River

	 FORMCHECKBOX 
 Cloquet River
	 FORMCHECKBOX 
 MN Rvr – Yellow Medicine River
	 FORMCHECKBOX 
 No Fork Crow River
	 FORMCHECKBOX 
 Red Rvr of the North
Sandhill River
	 FORMCHECKBOX 
 Watonwan River

	 FORMCHECKBOX 
 Cottonwood River
	 FORMCHECKBOX 
 MN Rvr – Headwaters
	 FORMCHECKBOX 
 Otter Tail River
	 FORMCHECKBOX 
 Sauk River
	 FORMCHECKBOX 
 DesMoines Rvr Hdwtrs

	 FORMCHECKBOX 
 Crow Wing River
	 FORMCHECKBOX 
 MN Rvr – Mankato
	 FORMCHECKBOX 
 Pine River
	 FORMCHECKBOX 
 Shell Rock River
	 FORMCHECKBOX 
 Lower DesMoines Rvr

	 FORMCHECKBOX 
 E Fork DesMoines Rvr
	 FORMCHECKBOX 
 Lower MN River
	 FORMCHECKBOX 
 Pomme de Terre Rvr
	 FORMCHECKBOX 
 Snake River
	 FORMCHECKBOX 
 Wild Rice River

	 FORMCHECKBOX 
 Red Rvr of the North
Grand Marais Creek
	 FORMCHECKBOX 
 Miss Rvr – Brainerd
	 FORMCHECKBOX 
 Rainy Rvr – Hdwtrs
	
	 FORMCHECKBOX 
 Winnebago River
 FORMCHECKBOX 
 Zumbro River


[*Required for Clean Water Fund projects only and may be removed for other project types.]
	*Organization type:
[To check the box, 
double click the box, 
select checked, 
and click okay.]
	 FORMCHECKBOX 
 Federal government

 FORMCHECKBOX 
 For-profit

 FORMCHECKBOX 
 Individual

 FORMCHECKBOX 
 Non-profit
	 FORMCHECKBOX 
 Local/Regional government

 FORMCHECKBOX 
 Private college/university

 FORMCHECKBOX 
 Public college/university

 FORMCHECKBOX 
 State government
 FORMCHECKBOX 
 Tribal government

	*Project type:
[To check the box, 
double click the box, 
select checked, 
and click okay.]
	 FORMCHECKBOX 
 Analysis/Interpretation 

 FORMCHECKBOX 
 Assessment/Evaluation

 FORMCHECKBOX 
 Demo/Pilot project

 FORMCHECKBOX 
 Education/Outreach/Engagement
	 FORMCHECKBOX 
 Modeling

 FORMCHECKBOX 
 Monitoring

 FORMCHECKBOX 
 Planning
	 FORMCHECKBOX 
 Research

 FORMCHECKBOX 
 Restoration/Enhancement

 FORMCHECKBOX 
 Technical assistance


[*Required for Clean Water Fund projects only and may be removed for other project types.]
2. Statement of Problems, Opportunities, and Existing Conditions
<insert text here, using Arial 9pt font>
[This section should explain the purpose for the project to ensure that all parties to this contract have a common understanding of why this work is being done. However, be brief and concise—do not cut and paste large sections from previous reports. Elements to address, as applicable: general description of the project area; why the project is taking place and potential opportunities for success; the known, suspected, or potential problems; brief overview of previously completed relevant work related to the project; organization information. Within the scope be sure to address both the technical and human aspects of the project.]  

[Watershed example:  “The project provides an opportunity to assess and leverage the capacity for the local community to engage in the process of watershed management and to adopt protection and restoration practices.”]

[If applicable, provide table of impaired waters in project, including: listed reach descriptions and assessment unit IDs (for rivers), lake names with DNR lake IDs, and listed pollutants for all water bodies and 2) table of other waters (for protection) in project scope.]

3. Goals, Objectives, Tasks, and Subtasks
[Use the headings below in the manner and order as shown.  Please note: The goal statement will appear on the Clean Water Legacy website to describe this project.]
*Goal:  <insert text here, using Arial 9pt font>
[*Required for Clean Water Fund projects only and may be removed for other project types.]
[Goals are clear statements of the purpose of your project, describing what the environmental benefits will be if the project is successful, or how your project is an important step in achieving an eventual environmental benefit. Projects generally should have one goal, but it may be appropriate to have more.]

[Watershed example:  Gather watershed data necessary for the development of a Watershed Restoration and Protection Strategy with parameter-specific targets that will maintain or improve water quality for the XYZ Watershed.]

[Add more objectives, tasks, and subtasks, as needed]
Objective 1:  <insert text here, using Arial 9pt font>
[An objective is a collection of related tasks designed to achieve a goal. These should be brief and to the point]

[Watershed example of possible workplan objectives:  data and information compilation, water quality monitoring and data submittal, data analysis and summary, modeling, public involvement/civic engagement, TMDL and protection strategy development, semi-annual and final progress report development, fiscal management and administration. For the objective “water quality monitoring and data submittal” example tasks and subtasks are shown below.]
Task A:  <insert text here, using Arial 9pt font> [Watershed example:   Monitor X lakes for X, Y, Z parameters X times for two growing seasons.]
[Tasks are the activities necessary to complete the objective, and subtasks are the activities necessary to complete tasks. Subtasks may not be necessary to include in all cases. For each task indicate what will be accomplished, by whom and how much of total funds it will cost to complete. 

Subtask 1:  <insert text here, using Arial 9pt font> [Example: Sample collection and shipping]
Subtask 2:  <insert text here, using Arial 9pt font> [Example: Compile and input data to spreadsheets]
Responsible Party:  <insert text here, using Arial 9pt font> [Example: Field technician, Consultant] 
Task B:  <insert text here, using Arial 9pt font> [Watershed example:   Monitor X stream reaches for X, Y, Z parameters X times from May through October for two years.]
Subtask 1:  <insert text here, using Arial 9pt font> [Example: Sample collection and shipping]
Subtask 2:  <insert text here, using Arial 9pt font> [Example: Compile and input data to spreadsheets]
Responsible Party:  <insert text here, using Arial 9pt font> [Example: Field technician, Consultant] 
Task C:  <insert text here, using Arial 9pt font> [Watershed example:   Prepare all EQUIS (MPCA replacement for STORET) forms and submit data to MPCA]
Responsible Party(ies):  <insert text here, using Arial 9pt font> [Example: Field technician] 
Objective 1 Timeline:  <insert text here, using Arial 9pt font>
Objective 1 Cost:  <insert text here, using Arial 9pt font>
Objective 1 Deliverables:  <insert text here, using Arial 9pt font> [Deliverables are the tangible products of the tasks, such as reports, presentations, widgets, data, etc]. [Watershed example:  Completed EQUIS forms and spreadsheets, forward a report to the MPCA by December 1.]
4. Measurable Outcomes
<insert text here, using Arial 9pt font>
[All projects receiving funding must include proposed measurable outcomes, which is defined in Statute as “outcomes, indicators, or other performance measures that may be quantified or otherwise measured in order to measure the effectiveness of a project or program in meeting its intended goal or purpose.” (Minn. Stat. § 3.303, 10b)
This section is intended for describing and measuring improvements to the environment.  Although the scope of “diagnostic” workplans may not involve any on-the-ground implementation and actual improvement in water quality in the early stages, this section should describe the information to be gained that will inform and lead to environmental improvements. 

Outcomes are different than a project’s deliverables. Deliverables are tangible, such as field work, data generated by field work, photos, reports, meetings, monitoring, or maps of target areas. Outcomes are less tangible, such as pollutant reductions that will directly improve the environment, or changed behaviors or practices, new understandings and new relationships that can inform and lead to eventual environmental improvements.

For any project, outcomes identify how this work will further the overall project goals (and how that in turn relates to the Agency’s goals or those associated with the funding source). Identify what the work funded by this contract is intended to accomplish, or what is going to change as a result of this workplan.  Furthermore, outcomes must be measurable. The workplan should indicate how progress will be recognized and how it will be clear how much progress is occurring.]
[Watershed:  While this section is intended for describing expected measurable improvements to the environment, it is acknowledged that the MPCA does not fund physical implementation work (i.e., BMPs) using Clean Water Legacy funding. Rather, MPCA workplans using Clean Water Legacy provide needed information and analysis to make sure that implementation strategies are well thought-out and targeted. Although this work precedes implementation, we can state that project outcomes (such as changed knowledge, skills, ability, and attitudes) are key precursors for voluntary implementation to be more widely adopted and sustained. Describe the information to be gained that will inform and lead to environmental improvements.

Watershed examples:

1. The outcome of this project will be a watershed restoration and protection plan that provides quantitative pollutant load reduction estimates and a set of pollutant reduction and watershed management strategies to achieve water quality standards for all impairments within the watershed, and that are understood and adoptable by local units of government and other stakeholders.
2. This project will provide an important framework for civic and citizen engagement and communication, which will contribute to long-term public participation in surface water protection and restoration activities throughout the watershed. 

3. Civic engagement event “A” will increase the awareness of and concern about consequences of watershed management practices among the targeted audience by 15% over initial levels.
4. MPCA staff, local partners and citizen volunteers will be able to integrate the results of the biophysical and community assessment into strategies for the Watershed Restoration and Protection Plan report and implementation plan for improving water bodies on the MN 303D List of Impaired Waters.  

5. Local organizations will modify programs (i.e., practices) to account for findings from a community assessment to address better transboundary coordination with clear objective, roles and responsibilities, which is an essential precursor to achieving the MPCA’s Strategic Objective to restore impaired waters to meet designated uses.

6. Agency staff and local partners will be able to progress to the stressor identification work through application of findings from an assessment and analysis of biophysical attributes characterized during monitoring events.]
5.
Gantt charts  (Attach Excel spreadsheet)
[Please submit the Gantt chart as an attached Excel spreadsheet (rather than a PDF) so that it is editable.] 
[Gantt charts are a visual reporting tool used for conveying a project's schedule (see Gantt example at X:\Agency_Files\OSD\Contract Team\Indirect Cost Overview_files\New\Intranet\B1_B2_Gantt_Budget_ Examples.xlsx). The Gantt chart graphically displays the workplan project objectives, tasks, and time needed (by month) to complete these items. Subtasks need not be shown unless they are part of a critical path. This chart should also include the due dates for any deliverables or other products listed in the objectives and tasks. Make sure tasks are easily and directly referenced to the tasks in the narrative of the workplan. Allow for enough time for tasks to be completed to avoid the need for multiple change orders, which are required if the schedule for a task needs to be changed within the overall project timeline. In addition, this chart should include due dates for periodic progress reports and other required submittals. These include:

· A semi-annual narrative and expenditure report to be submitted on February 1 and August 1 each reporting year.

· If your project collects water quality data, this information must be submitted annually by December 1 for inclusion in the MPCA’s EQuIS data system.
6.
Project Budget (Attach Excel Spreadsheet)
[Please submit the Budget Table as an attached Excel spreadsheet (rather than a PDF) so that the formulas are reviewable and so the table is editable.]
[In section 3 you selected the objectives and tasks that are to be accomplished for the project. A project budget lists the unit costs and quantities for the labor, equipment, and supplies that will be used to accomplish each objective and perform each task (see Budget example at X:\Agency_Files\OSD\Contract Team\Indirect Cost Overview_files\New\Intranet\B1_B2_Gantt_Budget_ Examples.xlsx; see Eligible & Ineligible Expenses at X:\Agency_Files\OSD\Contract Team\Indirect Cost Overview_files\New\Intranet\eligible_ineligible_20costs.docx). The work budgeted should be the work listed in the project objectives and tasks. Subtasks must be shown and budgeted for lump sums are not acceptable. Also, check to make sure the budget amounts add up.

· As applicable, make certain to include detailed cost breakdowns of:

· Laboratory analysis costs, indicate number of samples, parameter costs and total;

· Mileage costs, indicate number of miles, mileage rate and total;

· Per Diem and other expenses. Only expenses that are detailed in the contract may be reimbursed. The Commissioner’s Plan is commonly referenced in contracts and travel expenses typically may not exceed these amounts. See http://www.mmd.admin.state.mn.us/commissionersplan.htm; 

· Water quality monitoring equipment (rental, purchase,); and

Projects that need monitoring equipment should contact their MPCA project manager who will work with MPCA equipment staff to obtain or order the equipment, determine what training is needed to use it and determine if experienced staff is available to install or operate the equipment. All equipment paid for with federal or state funds is the property of the MPCA or EPA. When completing the project budget, please maintain the same order of suppliers (sponsor, contributing sponsors, subcontractors, or consultants) for each objective. Do not include a budget category for a miscellaneous category. Any subcontracts to environmental consultants should not include any hourly rates in excess of the MPCA Master Contractor rates (available upon request). Be specific and show the math for all costs.]
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