ME 300-11-6 : Attachment B

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
o=

JElIE Edit  Wiew Faworites Tools  Help
j % *2|| X IGnngIe

@3 - |g, https:/jprotracts. sc.egov.usda. govPROTRACTS{ConkractReviews_v2 . aspx
J @Hom& - Q Feeds (1 = @P[int - IE‘.‘-Eage - ,{_)} Tools +

ProTrgcTs;" '

gy

i:? ﬁ'ﬁ @ Conkract Reviews

Log Off Session ends in 30 minutes if not active.  # Active Sessions: 234

Help

Contact Us

Rates Forms Funds Reports

B Find Contracts

Contract Number: I

[™ name starts with ™ Contract Number starts with

Review Year: | 2011 'l Find Contract Options: Display:
" Show Contracts on schedule " All Contracts

Participant Name: I

 show Contracts not on schedule  Contracts not Reviewed

' Contracts Reviewed

[
l_ ’_ l_ l_ l_ l_ |‘Q Local intranet F100% - 4

Done
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Explanation of Terms

Program: EQIF 2002 v Fiscal Year: Al ¥ | state: Field Offices | G0
Review Year 2011 * Find Contract Options Displays
) show Cantracts on schedule O all Cantracts
() Shaw Cantracts not on scheduls ) Contracts not Reviewed

() Contracts Reviewed

B Contracts Wiesy Conkrack | Review | Expand Ikems | Collapse Irems | Forms | Letters | Export
Prior i
T Items Review o
Program | State |County Participant lﬁ:‘% Inu:r‘:‘l_?:lnete Scheduled in the | Completion Pru;;:ltuns
e Ttems Review Year Date e

e 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

e 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
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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”.

JEiIe Edit View Favorites

@\’—‘/ - IE https:/fpratracts!
W & Cortract R

ol Help

.egov.usda.govPROTRACTS/ContractReviews_v2.aspx

ﬂl&l 4| X IGoogIe L=

J {3 Home ~ [ reeds (D) - gsbPrnt - ok Page - (0 Tooks v »

EIEINS
winure

Clear Selections | Search
Participant Name: Contra: u
™ name starf with I” Contract Number starts with
Program: | All Programs Fiscal Year: |Al State: | 1E 4 “ocations “
Review Year: | 2011 ¥ Find Contract Options: Display:
¥ Show Contracts on schedule ' All Contracts
" show Contracts not on schedule (¥ Confracts not Reviewed

" Contracts Reviewed

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.

Done T T [ [N3tocalintranet ENT R
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When you hit the “GO” button, a list of
active contracts that meet your search
criteria will appear:

f,'; Contract Reviews - Windows Internet Explorer =] ]
J File Edt Wiew Favorites Tools  Help
@\’—; - |g https:{fprotracts, sc.eqov, usda, gov/PROTRACT S ContractReviews _v2,aspx j % 4| X IGoogIe 2=

w e (& Contract Reviews

Natural Resources
\o} N RCS Conservation Service
Tools Applications

Select Contracts for Review

Contracts Rates Forms Funds Reports Contact Us

Clear Selections | Search

B Find Contracts

Help

Log Off

Participant Name: | Contract Number: |

[ Name starts with

Program:IAll Programs 'l Fiscal Year: | Al vl

Review Year: | 2011 vl

Find Contract Options:

' Show Contracts on schedule
' Show Contracts not on schedule

[ Contract Number starts with

Display:
' all Contracts
& Contracts not Reviewed

' Contracts Reviewed

Session ends in 30 minutes if not active. # Active Sessions: 224

J @Home - {3 Feeds (i - @P[int - l-_r_“"Eaga - _i"; Toals ~ »

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

(Contracts Returned: 1 - 50 of 521
12345678910...

Program

|EQtr 2002

View Contract | Review | UndoReview | Expand Items | Collapse Items | Forms | Manage Letters | Export

on the left hand side
to see which items
they are.

e HIP 2008

WHIP 2002

FAO0% - 4

’— ’— ’_ ’_ ’_ ’_ |‘ﬁ Local inkranet
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SO, to get started on the review, highlight a
contract line in yellow, and click on the “Review”
menu item:

Contract Reviews - Windows Internet Explorer

4
j%‘ || X IGoogIe 2

J @Hnr_na > B Fesds (1) ~ @Pﬂnt - E}’Eaga v O Toolks -

—i0jx|

J Eile Edit ‘iew Favaorites Tools Help
@:—‘/ - IE‘ https:/fprotracts. sc.egov.usda, gov/PROTRACTS/ ContractReviews_vzZ, aspx

f.? *‘1'13? @ Contract Reviews

asted $1atas Dapariment of Agsoulture

Natural Resources

\0} N Conservation Service
Tools Applications

Select Contracts for Review

n11minutes if not active. # Active Sessions: 224

Log Off Sessioneng

Help

Reports Contact Us

Contracts Rates Forms Funds

elections | Search

B Find Contracts

Contract Number: I

Participant Name: I
™ contract Hugy

[ Hame starts with

Program:l»\ll Programs 'I Flscal‘l'ear.lml vl

Review Year.l 2011 = Find Contract Options:

% Show Contracts g

Display:

chedule Al Contracts

" Shaw Coniggs not on schedule ¥ Contracts not Reviewed

 Contracts Reviewed

Contracts Returned: 1 - 50 of 521
12345678910...
B Contracts

I
‘iew Contra it | Review | | indo Review | Expand Items | Collapse Items | Forms | Manage Letters | Export

Program | State | County

EQIP 2002 ME Al 74121808087
VWHIP 2008 ME 721218101CR

VHIP 2002 ME Al 721218080EI
[T T [ [ [S3tocalintranet 0% -

x

®HEHEH

|Dnne
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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..

ﬂ" Contract Provisions - Windows - | &) x|
All other contract
provisions

met?

T ¥es T Mo

oK Cancel
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,ff‘ Contract Provisions - Windows o ] A
Choosing “Yes”, finishes the review
All other contract
provisions process...Move to the next one!
met?
* Yes | No
0K Cancel
=101l Cchoosing “No” gives you a message that a CPA-
All other contract 13 is required to be completed:
provisions x|
met?

L] "-\ When other contract provisions are nok being met, user must complete NRCS-CPA-13,
*

T Yes| ™ No

QK Cancel

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.

,’f‘ Contrack Review NRCS-CPA-13 - Windows Internet Explorer

Contract Reviews Print Form | Sign Rewview | Approve Rewview

Participant: [N Contract Number: 721218 - Rewviewer: SUSAN ARRANTS Review Dates: |2/11/2011

Is the land still under the control of the participant?  yv==z o If no, explain:

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.

Revision of Plan or Modification Needed
= |
(=i
Practices scheduled this year
CIMN Code Practice Amount Units Planned Year
1 595 Pe=t Management (595) 118 ac 2011 -~
Z G4a4 Wvetland Wildlife Habitat Management (544} 118 ac 2011
3 545 Upland ¥Wildlife Habitat Management (545} 118 ac 2011 vI

Meed for technical assistance

K [
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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

/2 Contract Reviews - Windows Internet Explorer

=10I x|
J File Edit Vew Favorites Tools  Help

@@.‘ - |g, htkps:ffprotracts.sc.egov,usda, gov/PROTRACT S/ ContractReviews_v2, aspx

v el (& Contract Reviews

=l & |4} [feoou [2[]

Log Off Session ends in 30 minutes if not active. # Active Sessions: 205

Contracts

Rates Forms

Select Contracts for Review

Funds Reports Contact Usg Help

= Find Contracts

Clear Selections | Search

Participant Name: I Contract Numjer: I

[ Name starts with [ Contract Number starts with

program: [Pogre =] Fscalvear (W =] state[ 2]/ I [“co

Review ‘fean:lZUll Yl Find Contyfct Options: Display:

Ow Contracts on schedule ' Al Contracts

Show Contracts not on schedule ' Contracts not Reviewed

' Contracts Reviewed

Contracts Returned: 1 - 50 of 530

12345678010...
B Confracts

View Contract | Review \ Undo Review | Expand Items | Collapse Items | Forms | Manage Letters | Export

EQIP 2002
EQIP 2008 ME
EQIP 2008 ME

2011 0
2011 0O
2011 4

[ T [ | | [S3Localintranet 0% v

|Done
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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).

/2 Contract Review NRC5-CPA-13 - Windows Internet Explorer
Confract Reviews Print Form | Sign Review | Approve Review | Save
Particip- Contract Number: ?’41- Reviewer: SUSAN ARRANTS Review Date: |2/11/2011
1s the land still under the control of the participant? & oo 7 1y Tf no, explain:
[
Completed Practices
N Code Practice Amount Units Certified
1 330 Contour Farming 1 ac 8M12/2007 =
2 330 Contour Farming 1 ac 12/18/2008
3 330 Contour Farming 1 ac siszone |
Incomplete Practices
N Code Practice Amount Units Planned Year
9 382 Fencing 650 ft 2009
ion of Plan or i ion Needed
=l
El
Practices scheduled this year
CIN  Code Practice Amount Units Planned Year
Need for technical assistance
=l
El
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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.
L=

J File Edit Wew Favorites Tools  Help

@:——: - I@, https: fiprotracts. sc.egoy.usda.gov/PROTRACTSManageContracts  aspxaction=FindContractResults, aspx j % || % IGoogIe Pl

12? ﬁ'ﬁ? @ Manage Contracts

Waited $1ates Dapartment of Agsbcuiture
o N RCS Natural Resources
h— Conservation Service

J &Hom& - E Feeds /(1) - Q@Pgint - I-_:_“’Eage - _{;I- Tools - »

ProTracts = *

Frogrom Cont

Tools Applications Contracts Rates Forms Funds Reports ContactUs Help Log Off Session endsin30minutes if not active. # Active Sessions: 195
Manage Contracts - Pending Actions

= Find Contracts Name & Contract Number | Programs | Practices | Pending Actions | Maintenance | Clear Selections | Search

Obligations: Modifications: Payments:
e Obligations pending second level review ™ Contract Modifications waiting for Approval e Payments waiting for participant signed date
e Obligations rejected in second level review " Contract Modifications in Progress {not yet Submitted for Approval) e Payments waiting for Approval

e Obligations for CSP Annual Payments " Contract Modifications to set status to complete ™ Prior Year Items not Paid

" Certified practices waiting for payment calculation

" Contracts with ©5P minimum payments b
Contract Reviews: Rejected Transactions: Advance Payments:
% Contract Reviews awaiting Approval [ Rejected FFIS Transactions ” Contracts with advance payments
[ Rejected FFIS Transactions By Participant/Contract ” Contracts with advance payments where practices are not installed

Contracts Returned: 1 - 50 of 271

View Contract | Expand Items | Collapse Items | Manage Letters | Totals | Export

VHIP 2008] 7212181014
WHIP 2008 ME 721218101CF $17,2.
EQIP 2008 ME 741218100RL £79,5

i
[pane ,_ ,_ ,_ ,_ ,_ ,_ [&J Local intranet A% ~ g
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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.

f‘ Contract Reviews - Windows Internet Explorer
| File

Edit  Wiew Favorites

Tools  Help

@: - |g, https:fiprotracts, sc.egoy.usda, gov/PROTRACTS/ContractReviews w2, aspx

o x|
j E 2| X IGDDgIe
52? ﬁ'g? @Contract Reviews

ol

J @Hom& - Q Feeds () - Qé;P[int - l-_;“"Eage - _3} Tools ~

Contracts Rates Forms Funds
Se]’ect Contract MEI‘IEQE Contracts

Reports Contact Us
| Contract Reviews |

Help Log Off

ProTracts = A

fogrom Con
Session ends in 30 minutes if not active. # Active Sessions: 244

B Find Contracts Clear Selections | Search
Participant Name: I

Contract Number: I
[ Hame starts with I” Contract Humber starts with
Program: I Al Programs VI Fiscal Year: I all vl State:l 1E vl

| co |
Review Year: I 2011 = I Find Contract Options: Display:
" Show Contracts on schedule ' all Contracts
%' Show Contracts not on schedule

" Contracts not Reviewed
IoF

o




| Fle Edt tew

/2 Contract Reviews - Windows Internet Explorer
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Highlight a contract line in yellow, and click on the

Favortes  Todks  Help

“Review” menu item

=

@\-’: )~ [ https:ffprotracts.sc egov.usds.gow/PROTRACTS{ContractReviews_v2, aspx

Tools

B Find Contracts

U0 4 @ Conkract Revi

Select Contracts for Review

Participant Name: |

Program: | All Programs ¥ Fiscal Year: | Al >

iews

Applications Contracts Rates Forms Funds Reports

jl&[ (X |Gnug\e gelps

J fipHome ~ [ Feeds (1) - b Ppint - b Page - Tools =

This step will bring
you again to the
CPA-13 form that

#Ac‘tlve Sessions: 205

s Help Log Off Sessionends in30minutes if not active

ber: |

™ Hame starts with

I™ Contract Number starts with

will be ready for the
DC’s review and
approval (or roll

Review Year: [ 2011 ¥ Display:
- EriEEs T € All Contracts Participant: [E— Contract Number: 74— Reviewer:
.
- F——— 7 ) 7 back, if necessa ry) .
 Contracts Reviene| 15 the land still under the control of the participant?  ves o If no, explain:
=
Completed Practices
Contracts Returned: 1 - 50 of 530 ) . ;
CIN  Code  Practice Amount Units Certified
f2345678910... - .
8 Confracts View Contract ~ Review | Undo Review | Expand Items | ¢ d B ST ! g Eizauy ﬂ
2 3 Contour Farming 1 ac 12118/2008
Year i -
Program | State Year 3 330 Contour Farming 1 ac snerzons | x|
| ——
eqQP 2002 mE 741218 1 TIncomplete Practices
EQIP 2008] ME 741218 2 €N Code Practice Amount Units Planned Year
EQIP 2008] ME 741218; 3 s Fencing 650 ft 2008
[pone
Revision of Plan or Modification Needed
Practices scheduled this year
an  Code  Practice Amount Units  Planned Year
Need for technical assistance
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Getting to the DC Approved CPA-13 Later on

fj Contract History - ROGER A CALLNAN - 721218101BF - Windows Internet Explorer

=0/

JEHe Edt View Favortes Toos Help

To access the completed, approved

00 d [ptome « [ Feeds () - Pt v cPage + (O Took - () Help v 4 Send toOnetiste ) Research [ Send To Bluskocth

8 History

Payments | Obligations | Modifications | Contract Reviews

Print
Contract Reviews
Review | Review Other (PA-13 | Completed Approved CPA-153
Year Date | OnSchedule | Provisions omglete Review Review Completed ompleted
0| i/ N /252011 | IMA Deecee IMA DeeCee

| Assignments | Vendor Information | Application History | Eligbility |

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!

A 10.gov,/ PROTRACTS/ OpenPDF.aspi?contract,id=d4588f50-611d-4e08-Gec7-7 - Windows Internet Explorer =1
I
el da.gov[PROTRACTS/OpenFDF  aspx?contract i 18Form_id=CF =0 & |[42}[ x| [eoonte £
sﬁr & & htpsiforo sovpromiacsiop.. ||| | fHome < ) Fesde () - @iprin ~ |- Page - G Todk + 7
= o WY §leem: Lo H gl
US DEPARTMENT OF AGRICULTURE NRCS-CPA-13
NATURAL RESOURCES CONSERVATION 4/2005
Dang CONTRACT REVIEW
1. Date Reviewed 2. Contr: Agreement No: 3. Program
1/25/2011 7212181 WHIP 2008
% 5. Name and Address -
6. Progress in applying plan.
CIN Practice Amount Units Completed -

7. Revision of plan or modification of contract or agreement needed:
Received cost-estimates for item 2 which are significantly higher than cost-share. State office recomend deleting item 2
and add item 6 for fish passage and cap to ensure cost share does not cover 100% of cost.

CIN Practice Amount Units Planned Date
1 Access Road (560)(560) 100 ft 2010
2 Stream Crossing (578)(578) 1 no 2010
4 TA Reimbursement for Design(311) 34 no 2010
5 TA Reimbursement for Installation(912) 34 no 2010

8. Need for technical assistance:

As needed.

CIN Practice Amount Units Planned Date
3 Forest Stand Improvement (666)(666) 34 ac 2011

9. Land is still under control of the participant y Yes 0O No

9a. If the answer to item 9 is NO. provide explanation: Not

N

[ [ [ Drknown zone
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P

If questions, call
usan!

SN (207) 990-9564

[





