
The Cost-Share Review 
Process

2021 Training Conference 
April Brandt and Kelsey Kempker 
Tan-Tar-A Resort 
Osage Beach, Missouri 



Missouri Soil and Water Information Management System 
(MoSWIMS) was developed to automate the cost-share 
procedures used by the Missouri Soil and Water 
Conservation District offices. It is used to allocate funds by 
project, obligate funds and document incentive payments 
made. It also automates cost-share forms and generates 
various financial and management reports. 

MoSWIMS



CONTRACTS 



• If a map is needed to review for eligibility or contract 
approval (i.e. DWC-1 Water Impoundment Reservoir, 
N472 Livestock Exclusion, DSP 3.1, 3.2, 3.3, 3.4, 3.5 )

• Are the qualifying criteria questions answered in the 
notes section 

• Do the landowner and cooperator listed on the contract 
match

• Review the components for the practice being done  

Reviewing a Contract for Approval 



• Run the “Practice Limits Detail” report in MoSWIMS
• Ensure the landowner/cooperator is under the 

$20,000 lifetime limit 
• Check to see if a soil test is needed

• Review qualifying questions in Notes section 

• Compare components in MoSWIMS to the Agron 340
• Farm, tract, field numbers, how many species, plant 

by date, ensure policy percent of seed is correct, 
termination method is listed, and the Agron is signed 

Reviewing A N340 Cover Crop Contract 







• Enter a general note in MoSWIMS to explain 
anything unusual about the contract

• This will help provide clarity for questions that 
may arise during review 

MoSWIMS Notes



Examples:
Policies specific to your district
Ex. District limits the amount of trench and 

backfill

Complete legal landowner name when 
all of it will not fit in MoSWIMS  data 
entry field

MoSWIMS Notes





COOPERATOR 
AUTHORIZATION FORM



• The Cooperator Authorization for State Cost-Share form 
must be completed and attached for all contracts board 
approved on or after 2/24/2021

• This form replaces the Landowner Authorization form 
and Operator Authorization form that were previously 
used

Cooperator Authorization 



1

2

3



Section 1- always complete this section

Cooperator- This could be an individual, group, or entity and their name is 
as listed in MoSWIMS. This must also match the legal landowner exactly for 
all practices except N340, N590, and N595.



Section 2- always complete this section

The legal landowner name needs to match the legal landowner listed on the 
property deed and in MoSWIMS.



Section 3

• Only completed if the practice is an N340, N590, or N595 and the MoSWIMS 
cooperator is not the legal landowner (Section 1 and 2 don’t match).

• This third section would be used in the same situations as the old “Operator 
Authorization” form.









CHANGE ORDERS 



• A reason note is required and should be specific

• Make sure the change order is signed and dated 
correctly, and that the individual signing has 
signature authority

• Board signature should always be last

Change Orders



• Change orders that change the name of the 
cooperator being paid or the amount obligated, 
as well as change orders for design changes and 
cancellations must be signed by the cooperator, 
technician, and a board member

• A change order for a time extension must be 
signed by the cooperator and a board member

Change Orders



• They do not have to be signed

• The reason note entered must state it is an 
administrative change order and what is being 
changed 

• They do not have to be recorded in board 
meeting minutes

Administrative Change Orders



• Administrative change orders can be done to 
correct:

• Cooperator name misspelling
• Cooperator address
• Farm number and tract number
• Section/township/range
• Field numbers
• Hydrologic Unit Code (HUC)
• Acres served (as long as it does not change 

the obligation amount) 

Administrative Change Orders



CONTRACT PAYMENTS



• Since cost-share payments are the largest 
expenditure of the SWCP, an emphasis has been 
placed on review of contract payments prior to 
approval for payment

• The purpose of the review is to ensure that the 
SWCP is properly using Missouri taxpayer 
money and providing accurate cost-share 
payments to cooperators

Contract Payment Review



• Ensure cost-share policy is followed and 
accurate payments are made

• Verify information entered in MoSWIMS is 
correct, which will result in accurate reports

• Identify potential staff training needs 

Objectives



What We See…



SAM II Vendor/EFT Status

Ensure vendor and EFT statuses are active (indicators will 
show green check mark)



Green Check Mark: ACH/EFT forms have been 
processed by OA and pre-note (10 business day 
process of testing bank transaction) has been 
completed.
Yellow Triangle: Pre-note process is taking 
place. If the symbol does not change to a green 
check mark within 10 business days, call OA,                  
(573-751-2971), there may be an issue with the 
bank account information given.
Red Minus: OA has not processed the forms. Re-
scan the forms, and if the symbol persists, 
contact OA, there may be an issue with bank 
account information.

SAM II EFT Status



• A map and map report from the DNR mapping 
tool showing the completed practice must be 
attached as document type “MAP” in MoSWIMS 
prior to contract payment submission

Map

Presenter
Presentation Notes
Remember when you “print” the map report to save it as a PDF file and then add it to MoSWIMS instead of printing and scanning the document in 



• Cooperator name & locational data (section, 
township, range or coordinates) are required to be 
on the 1st page of the map report

• Farm name polygon & field numbers must be drawn 
and labeled 

• Practice must be shown as installed 
• Report attributes such as contract number, status of 

the practice, and fiscal year must be filled out for the 
contract payment being submitted

• Refer to the Cost-Share Handbook for detailed map 
requirements for each practice

Map 

Presenter
Presentation Notes
Remember when you “print” the map report to save it as a PDF file and then add it to MoSWIMS instead of printing and scanning the document in 



Mapping Report 



• Review completed extents of components on the 
contract payment 

• Review cost-share components for correct usage
• Make sure acres served and extents installed are 

reported correctly according to cost-share policy

Actual Completed



Actual Completed

INCCORECT SIZE TRENCH AND BACKFILL COMPONENT WAS USED 



• Make sure both pages of signed contract payment 
are attached as document type “CONTRACT 
PAYMENT”

• Make sure individual signing has signature authority 
and signs the cooperator name in full with a “by” or 
“for”  listing the individual who signed

• Board signature should be last
• Verify the payment amount of the contract payment 

matches the payment amount on the Contract 
Payment Review Screen

Contract Payment



Cost-Share Handbook
https://mosoilandwater.land/internal/cost-share-handbook

MoSWIMS Handbook 
https://mosoilandwater.land/internal/moswims-manual

Mapping tool 
https://modnr.maps.arcgis.com/apps/webappviewer/index.html?id=0bfca9b4c1ce41
77a2efdcc97bcccf0a&extent=-10310367.3805%2C4915414.4809%2C-
10305781.1588%2C4917557.1063%2C102100#

Forms
https://mosoilandwater.land/internal/forms-pubs

Additional Resources 
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