P & P: General - Greensheets

PROJECT AUTHORIZATION – GENERAL

A. Project Authorization

1. Projects within established guidelines and procedures up to $50,000;

· Two Field Staff of the appropriate professional discipline for the type of project (those individuals approved by the Manager of Field Operations and Director of Regional Operations)

2. Projects within established guidelines and procedures up to $250,000;

· Two Field Staff of the appropriate professional discipline for the type of project (those individuals approved by the Director of Regional Operations and Manger of Field Operations).

· Manager of Field Operations

3. Projects within established guidelines up to $400,000;

· Two staff of the appropriate professional discipline for the type of project 

· Director of Regional Operations

4. Projects within established guidelines up to $500,000;

· Two staff of the appropriate professional discipline for the type of project 

· Executive Vice President

5. $500,000 to $1,000,000 – Executive Vice President and Habitat and Research Programs Committee of the Board

6. Over $1,000,000 – Same approvals as in #5 above, and Board of Directors approval.

7. Project Repair – Projects within established guidelines and procedures:

The same authorization levels as other projects.

8. Projects not within established guidelines and procedures, or exceeding limit in 1 and 2

· Two staff of the appropriate professional discipline for the type of project 

· Director or Regional Operations

9. In terms of signing authorities for greensheets when a cost sharing agreement or a cost recovery is involved, the amount on which the signing authority is based, is the gross amount and not the amount after cost recoveries. For example if a project is going to cost $260,000 but a cost sharing agreement of $30,000 has been obtained, the signing authority required will be that of the Director of Regional Operations (see #3).

10. The cost of a project includes both Direct and Applied Direct costs and should include both Securement (function 2) and Enhancement (function 1) costs.

11. A proposed project that includes only Securement costs and undetermined Enhancement costs requires the next higher authorization level.

NOTE:
The signing authorities for all with the exception of the Executive Vice President apply only within biological, engineering, legal and administrative guidelines.


PROJECT AUTHORIZATION – DIRECTOR'S LAND

Current policy permits DU to develop a project on land owned totally or partially by one of our Directors, however, due to the sensitive nature of these projects, all proposals on land in which a Director has an interest should be directed to the Executive Vice President for review and approval.

ACTIVITY AUTHORIZATION FORM

The objective of the Activity Authorization Form, commonly referred to as the “greensheet”, is to identify, describe and budget for all projects which will be undertaken.

A greensheet will be completed by the Field Office, IWWR and Head Office for each project or activity to which time or other charges will be made. A major repair is where total costs to repair an individual project segment exceeds $15,000, and requires a greensheet.

There is no due date for greensheets. They must, however, be approved before work begins and the computer must be updated before invoices can be processed.

A greensheet form is not required for Common Activities. Common Activities greensheets are automatically set up each year with no budget amounts. They do not need to be closed.

GREENSHEET PREPARATION, REVISION AND CLOSURE

The following table describes, in a chronological manner, function definition and accounting procedures required for project securement and enhancement.

A greensheet should be prepared as soon as possible covering Function 1 and Function 2 costs. The maximum amount that can be charged to a project without a greensheet is $10,000.

Once the enhancement field work has been initiated, all costs for projects should be charged to Function 1. Once the habitat is basically complete (ready for the birds), then the lead sheet can be designated as complete and credit can be taken for enhancement acres. Often, small amounts of additional work may be required to completely finish the job (ie. dykes trimmed and seeded, upland weed control). It is appropriate to charge these costs to Function 1 even though the project has been designated as completed.

Once all associated field work is complete, the greensheet should be closed. For an upland project, the maximum time a greensheet can remain open is the end of the fiscal year in which the upland project was designed as complete. Greensheets for wetland projects must not be closed until after the following spring. Any repair costs as a result of the initial spring flooding should be charged to Function 1 (they are considered to be part of the original construction cost estimate). All other work, including long term maintenance, repair and management, should be charged to Function 3.

REVISED GREENSHEETS/PROJECT VARIANCES

Regarding the revision of greensheets, the Function 2 portion of the greensheet cannot be revised at any time unless the concept of the project has been changed (ie. additional land being purchased). The Function 1 portion of the greensheet can be revised as long as the enhancement field work has not been initiated. Greensheets can be revised by the original signing authority for that greensheet, except when the revision raises the authority to the next highest level. In that case, the next highest level must approve the revised greensheet.

A greensheet cannot be revised as a result of a projected cost variance which is determined after commencement of enhancement work. Rather, projected variances greater than 15% require notification via the project projection system of the individuals who originally signed the greensheet. There are special circumstances (ie. expanded works or additional land purchase not anticipated when greensheet originally signed due to new opportunities) when a revised greensheet can be entered after construction has been started.

Additions or deletions of the following items do not require a revised greensheet or revised proposed project sheet.

1. dugouts

2. crossing

3. access road buildups

4. fencing up to 800m (0.5 mi.)

5. change in location of physical works. (However, Provincial Engineers should be consulted for approval, and consideration should be given to changes that may be required to land agreements and/or licenses.)

6. changes in seeding design.

All additions or deletions not mentioned above do require a revised greensheet and revised proposed project sheet.

PROCEDURES FOR COMPLETING GREENSHEETS

1. Program is assigned by the computer. For example, 2129 is Brinks Marsh in BC. Project numbers are unique within each province. A project number must be higher than 100. The project number must be used for any project that has been worked on in the past. 

2. Function Code. Included in this box is a function number 1 to 18 which is used for financial statement reporting. It is on this basis of allocating cost of projects that we break these costs down to the ten functional headings (see Financial Coding – Function Codes).

3. Greensheet Description – this is the name of the project, for example Brinks Marsh. Each region has it's own naming protocol.

4. Indirect will be total staffday charges applied to this project. You will notice that there is no detail of number of days per employee. You may still have to go through this exercise to determine the total indirect expenses and salaries applied to this project.

5. Direct include all charges that will be charged to the project. 

6. Note that greensheets are used for projects and other activities.

PROCEDURES FOR COMPLETING REVISED GREENSHEETS

The following procedures are to be used in conjunction with the procedures for completing greensheets found on the preceding pages.

1. After completing the space for the project name, include the word “revised” in capital letters.

2. Complete the dollar section of the greensheet listing the new total budget. Do not list the incremental increase or decrease from the original greensheet submission.

3. The revised greensheet must be signed by all individuals who signed the original greensheet. Normal signing authorities will apply to the revised total.

4. Complete justification, in brief memo form, must be attached to the revised greensheet. This justification must state the amount of the revision in dollars and as a percentage of the original budget, and must explain the reasons for the revision.

PROJECT COST GUIDELINES

The following guidelines should apply to any project  proposals prepared:

Cost should be calculated on total expenses on activity authorization forms including Applied Direct Expenses. Acreage involved should be either to the full supply level (FSL) of the project, or to the total acreage under agreement.

For project improvements benefits should be calculated on the basis of production accruing from the proposed improvements projected over remaining life of the project or term of the agreement.

