
Contract Reviews

Reference 512.55

Annual Reviews Required for all active 
contracts

Must be completed in the ProTracts 
Contract Review Module

If a CPA-13 form is required, the 
Designated Conservationist MUST 
approved the review (even if the DC is 
the one who completed the review)
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Start in the ProTracts 
Contracts/Contract Reviews module
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Explanation of Terms

• Review Year= Calendar year of Annual Contract Review
• Prior Year Incomplete = contract item planned year is less than review year and 

contract item status is Planned or Partial Certified
• Items Scheduled in the Review Year = contract items planned year is the same as the 

review year AND the contract item status is Planned or Partial Certified
• Contracts on Schedule will have no Prior Year Incomplete Items and may or may not 

have items scheduled in the Review Year
• Contracts Not  on Schedule will have Prior Year Incomplete Items and may or may not 

have items scheduled in the Review Year

14

2011
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Choose your search filter options so that you get a list of contracts 
to review. Review year is 2011.  You MUST choose an option under

“Find Contract Options” and “Display”.

You may want to start with those active contracts that are on 
schedule and have not yet been reviewed.  These will be the 

simplest ones to do.
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When you hit the “GO” button, a list of 
active contracts that meet your search 

criteria will appear:

The system will show 
you how many 
contract items in the 
contract are schedule 
for the review year.  
You could open the 
contact line up by 
clicking on the “+” box 
on the left hand side 
to see which items 
they are.
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SO, to get started on the review, highlight a 
contract line in yellow, and click on the “Review” 

menu item:
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When you are working on contracts that are on 
schedule, but not yet reviewed, this friendly little 

message box will appear…and you answer the question 
appropriately..
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Choosing “Yes”, finishes the review 
process…Move to the next one!

Choosing “No” gives you a message that a CPA-
13 is required to be completed:  

Choosing “ok” in this 
message box brings up 
the electronic CPA-13 
form
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Fill out the CPA-13  form electronically and then click on  “Sign Review”.  The 
participant is not required to sign.  You can print one out to provide to the 

participant, though.  You can either put a hard copy in the contract folder, or cross 
reference in the folder that it can be reviewed in the ProTracts Contract History 

Module/Contract Review screen.

Once the CPA-13 is signed, the Designated Conservationist MUST approve it 
(even if the DC was the one who signed the review).  If the DC doesn’t 
approve it, the completed form will NOT be accessible in the ProTracts 

Contract History module. 
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Do another search for those contracts that are NOT on 
schedule, and have not been reviewed.  Highlight a contract 

line in yellow, and click on the “Review” menu item
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Because you chose this review from the list of active contracts that are NOT on 
schedule, clicking on the “Review” menu item takes you directly to the CPA-13 

form.  Complete the form, then click on “Sign Review”.  Again, the DC MUST 
approve the review (even if the DC was the one who signed it).
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How DC’s can find the reviews ready for approval:
Go into the Manage Contracts/Pending Action module.  Choose “Contract 

Reviews/Contract Reviews awaiting Approval” to get the list of contracts that need 
the review approved.  HOWEVER, the DC will have to go back to the Contract 

Review module to access the review to approve it.
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DC’s should search for Contracts not on Schedule, that 
HAVE been reviewed to access those that were listed as 

needing the DC approval.
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Highlight a contract line in yellow, and click on the 
“Review” menu item

This step will bring 
you again to the 
CPA-13 form that 
will be ready for the 
DC’s review and 
approval (or roll 
back, if necessary).
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Getting to the DC Approved CPA-13 Later on
To access the completed, approved 
CPA-13, go to the Contract History 
Module/Contract Reviews screen.  If 
the DC has approved the review, the 
date the CPA-13 was completed will 
be entered and the date will be a 
link.  Click on the date/link and the 
completed CPA-13 will appear..TaDa!

IMA DeeCee IMA DeeCee
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If questions, call 
Susan!

(207) 990-9564
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