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Subject: CPA — Phase One of the Transition of the National Conservation Planning Database
(NCP) to a Future Streamlined Conservation Delivery Business Model

Purpose. To provide national instructions for conservation planning using Customer Service
Toolkit to begin transitioning to one practice schedule per customer folder.

Effective Date. This circular is effective upon receipt.

Background. Customer Service Toolkit, commonly referred to as “Toolkit,” is the primary tool
used by NRCS for documenting conservation planning decisions at the field level. Planning data
from Toolkit is stored in the National Conservation Planning Database (NCP) where it can be
accessed by Toolkit and other NRCS applications. Due to a lack of standardized guidance, each
State has created separate policies and direction for the use of Toolkit, the organization of
Toolkit files, and the specific data required for a conservation plan. This lack of national
consistency has resulted in a database that is not reliable for tracking application of conservation
on the ground, predicting workload, and measuring effectiveness of NRCS programs; it also
creates inefficiencies that waste time for field staff.

The Conservation Delivery Streamlining Initiative (CDSI) is striving to address the issues that
have created the current state of the NCP. The vision for the future is to eliminate the need for
field planners to think about file folder organization or structure for plans, and make all technical
and financial information about a client accessible through a single conservation desktop. A key
component of the future model is to have only one digitized land unit for any unit of land. In the
interim, as the CDSI teams work toward the long-term solution, the agency will work to limit
additional overlap and duplication of plan data in the NCP by putting into place a national
standard for conservation plan development using Toolkit. This policy is designed to be an
initial step towards a larger NCP cleanup effort, while minimizing the workload and impact to
field office staff.

Explanation. Starting immediately, the following instructions apply to folders and plans
currently being created or revised:
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(1) Any particular land unit should be located in only one Toolkit folder.

(i) When creating a new Toolkit customer folder, users should first make sure the
customer does not already have a folder that includes the relevant land units.

(ii) If multiple customer folders exist for a unit of land, the duplicate folders
should be deleted when possible.

(2) Only one practice schedule will be created per customer folder. When working with
existing customer folders that contain multiple conservation plans—

(i) Identify the primary plan and begin doing all futﬁre planning as a revision to
that plan’s practice schedule.

(ii) The extra conservation plans in the folder should be deleted or archived
unless they contain practices linked to a contract.

(3) All land unit boundaries must be digitized and attributed in Toolkit using the primary
plan’s land unit layer. This policy was originally transmitted by National Bulletin-
170-5-1 in 2005.

Digitizing nonmanagement planned practices will be required when the new
business model is implemented. Therefore, offices are encouraged to begin
digitizing these in the primary plan’s practice layer.

(4) Exceptions.—The following plans and folders are exempt from the above rules:

(i) CSP 02 and CSP 08 stewardship plans and folders (follow current CSP
manual and instructions for stewardship plans).

(ii) Plans and folders with practices linked to active contracts,

The future business model, when Toolkit plan data is captured, managed, and analyzed in a
geospatial format, will be significantly more efficient for the field. However, NRCS cannot
implement tools that take advantage of Geographic Information Systems (GIS) until plan data is
consistently digitized across all States.

See attachment for detailed information on how to carry out the above requirements in Toolkit.

Contact. Questions should be directed to Arlen Ricke, Natural Resource Specialist,
Conservation Technical Assistance and Planning Team, at (202) 720-1868.



/s/

ANTHONY J. KRAMER
Deputy Chief
Easements and Landscape Planning

Attachment — Using Toolkit for Maintaining One Customer Folder for Any Particular Land Unit
and One Practice Schedule per Customer Folder in the National Conservation Planning Database

(NCP)
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Using Toolkit for Maintaining One Customer Folder for Any Particular Land
Unit and One Practice Schedule per Customer Folder in the National
Conservation Planning Database (NCP).

Creating new Toolkit Folders

When creating a new Toolkit customer folder, users should always check first to make sure the customer does
not already have a folder that includes the relevant land units.

Using the “Check In/Out” tab in Toolkit, conduct a search by tract number and another by customer or
business name to locate folders that may contain duplicate land units or additional conservation plans for a

customer.
Search for Tract
Use the tract search to find if the tract is in the NCP.

Find the correct customer folder to work from to edit the practice schedule.

Check In/Out | Folders |

~Search the Nations! Conservation Planning Database for your service ares - #
County: [CHELAN =
Bus ID; ,r Ady Search f
i
National Conservation Planning Database
CHELAN _ R o 5]
Status  Owner L‘Lﬂﬁﬂ':hed\ In Customer Name  Customer File T
b free 21772006 DICKCOURTHEY ‘Courtney_Crchards—-Courtney
i free 3472010 COURTHEY ORC  CourtneyOrchards/ne-—---courer
free 312040 COURTHEY ORC  ‘courtneyorchards——aorchoo

In this case, the same land units may be located in more than one folder. The user will need to determine the

folder best suited to contain the primary/master plan.
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Search for Customer Folder

Use the Customer /Business Name to search for multiple customer folders.

By entering only the customer’s last name, users can sometimes find multiple folders for the customer in the

database.

Checl In/Out i Folders ]

e S

. County: [CHELAN ~i

| Vomdou

jAny _“‘_‘f:f {  AdvSearch ! i

17 Archive Search

National Conservation Planning Database

CHELAN
Status Chwner Last Check In Customer Name Customer File
| S | free 42272010 CICKCOURTHEY ‘Courtney_Orchards—-Courtney
free 412372010 COURTNEY ORCHARDS INC “Caurtney DrehardsIne-——-courar
free 42272010 COURTMEY ORCHARDS ‘wourtneyorchards-----archeo

If these folders contain some of the same land units, the user will need to determine which existing customer
folder is best to begin using for all future planning.

Important:

Do not create a new plan and planned land unit layer for new practices, for different programs (EQIP and
WHIP), or different types of plans (HEL Compliance and Activity Plan). Any additional practices and/or planned
land unit fields should be added to the existing practice schedule and planned land unit layer in the map

{project).

The exception to this rule is CSP 02 and CSP 08 Stewardship plans. Follow current CSP manual and program
instructions for these plans.
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Working With Existing Customer Folders

Deciding what to do with an existing conservation plan in a customer folder:

7
o8

Maintain the plan as it is
Archive the plan

Revise the plan

Delete the plan

Delete the entire folder

o

¢

e
0‘0

>
0'0

*
9.0

Maintain the Plan as it is

¢ Ifthere are no other plans in the customer folder and the plan does not need a technical revision.

e Ifthere are practices linked to ProTracts contracts.

e If the plan is a Stewardship plan for the Conservation Security Program or Conservation Stewardship

Program,
Archive the Plan

e When a plan is several years old with no planned practices applied and no practices are linked to an
active program contract and there is no expectation of the plan to be implemented.

e When a plan is an alternative that was not selected by the client and no planned practices have been
applied and no practices are linked to an active program contract (Workflow status of “Non Selected”).

¢ When a plan was created prior to 2005 and has not been updated since. Can be archived, even if one
or more practices have been reported as applied, but not if any practices are linked to an active

program contract.

e Plans with a workflow status of “Completed”

ustomer Service Toolkit - INTEGRATION_TESTING

File Tools Reports Help
F0HD

General | Assistance Notes  Land Units i Practice Sched

iF‘Ian. iEonspIan - _:J

- Status: Workflow, Archive - i
Unknown * | Active fe

g + Tract 66 &rgived A

L Tract 780 i
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Revise the Plan
When a plan revision is needed:
<+ Do NOT make a new practice schedule, unless the existing plan(s) is/are archived first.

“+ When multiple plans are present, the revision must be completed using the primary/master
practice schedule and planned land units.

+* Practices currently linked to contracts are exempt from requirements of national bulletin. If
revision is needed, practices linked to ProTracts contracts must be edited in a modification in
ProTracts to the contract.

% Practices needed for future ProTracts contracts should be added to the Primary/master
practices schedule.

+» New land units can be digitized and added to the primary/master plan as needed.

% User should consider deleting any unreported and un-contracted scheduled practices that are
" no longer part of the client’s plans and will not be applied.

Important:

When making major revisions to a conservation plan, make sure the Plan Approval Date in the Toolkit
Reporting Tab is changed to reflect the new date of plan approval.

General I Assistance hotes % Land Untis | Practice Scheduls i Customer Reporting i

- Caonzervation Flan Land Units
g Flan iPlanned_Land_Unﬂs_tf}ﬁB D =1 E [v] Tract 539 T
| Status: Workflow, Archiy #-[] LandUnit 1-Crop

B %z ¥ -[w] LandUnit 2 - Crop
- ) : e e i e +-[v] LandUnit 3 - Crop
| Plan &pprofal Date =i éz{ﬂ{; ‘:-j Todzy i +-[v] LandUnt 4 - Pasture
o ] LandUnit 5 - Pasture

*""ifk perfor _ i#-[¥] LandUnt § - Widife
™ Conservation ol + -] LandUnit 7 - Widlfe

+[] LandUnt 8 - Natural Area
-] LandUnit § - Headquarters
F 4[] LandUnit 10 - Pasturs

™ Other - |and b Council

™ Siate Agency
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Adding New Items to the Existing Practices Schedule

% New practices will be added to the existing practice schedule by first using ArcMap.
e Attributing the practices will add them to the practice schedule.

¢ On the practice schedule tab, the user will only need to select the appropriate practice
narrative and program,

% If another resource person, such as the grazing specialist, needs to add to the practice schedule, they
will add their grazing practices to the same practice schedule.

Creating a New Plan report and/or Contract from one practice schedule

% In the Program column select the appropriate program for each practice.

* Do not create separate plans when a customer enrolls in more than one program.
* Multiple programs can be managed using the practice schedule “Program” column.

Schedule |

[ TrctHumber and ot Prachice  Nemaave | Fuamed Ao Unic Bodh  Vear Bophied Aarces, Ported D™ Program ~Codrci ]
g 539 5 575 al 3315 ft % 2005 315 05153 CTAGENRL Tockkit na

] 53g 5 550 Gl 18 sc 0z 2008 CTAGENRL Toolkit50Y, na

| 539 5 £14 Gt 8 e 3 2005 e 0ef52005  CTAGENRL Toolkil50 ;

I s 6 37 cp1 05 ac % 2002 05 2302 CRP Toolkit50 Ve

i 519 8 £45 CP1 05 ac 05 2005 05 1902008 CRP Toclkit 5.0

! 539 7 37 CcP1 24 2 05 2002 24 W2e  CRp Todlkit 5.0

H » 533 7 B45 faic] 24 ] 05 2008 24 /3072005 IcRp ’:—j Todkits0 n

i 538 © 100 oo 1 e 2% 2008 B ) Todlkit 50

| 532 10 313 o3n 1 s oz 1975 1 51975 [Csp Todkit50  ffa

i 8% 10 1 o 1 ve 04 2008 ok |ToditsD foa

| e 10 565 01N 1 oo 2 1975 1 [ ez Tookit5.0 £ r'a

i 538 19 561 G1 a1 ac 2 2000 o0 TR0 (EQIP Toelkit 5, na
w0 o o s e @ ww . N e m

<+ Select the practices for the plan and/or contract you want to produce using the plan/contract wizard
and create the documents

[T PP — ersma e sy & am———

Schedule |

{ TrectNomber Lona il Precice  Narcalwe  FlamnedAms | s Mot Yesr  hpglied Amou! Applied D2l | Progrem  Saurce Corract No
i s i B R T 2% as 0 2009 CTA-GENRL Toclkits8 ns
| 539 5 32 OIN 5575 ft 3 2095 5575 06152005 CTA-GENRL Toolkit50 na
{5 5 302 G 8126 t o 2005 8125 06152005  CTA-GENRL Tookil50 na

i 53 5 522 &1 15 2 o 205 15 08302005 CTAGENRL Toolkit50 na

| 53 5 575 al 115 # % 2005 115 0582005 CTA-GENRL Toolkit59 ma
I 5 550 a1 15 ac 02 2008 _ CTAGENRL Toslkit50  nia

| sm 5 514 G1 3 % i CTA-GENRL Toolkit 50

| B

i

CTA-GENRL Toolkit580 na
no 02 1875 1 05151875 CTA-GEMRL Toolkitsd na

Note: You can sort by Program column and all the practice for a particular program will be grouped together.
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Delete a Plan or Folder from the NCP
% Any Particular Land Unit should only be located in one customer folder

If there are multiple customer folders containing the same unit of land, the extra folders

should be deleted when possible.

“ A customer folder should only have one practice schedule!

*

o If the customer folder has more than one plan for the same land unit, delete or archive the

extra plans when possible.

Important

If a plan or folder has practices that are reported as applied, it should not be deleted.

L]
If a plan is linked to an active program contract, it should neither be archived nor deleted.

e Existing CSP Stewardship plans and folders should not be deleted.

Deleting plans or Folders

% Highlight the customer folder

¢ Click the Delete Folders or Plans button

‘S

% If the “Delete Folders or Plans” button is not available to a user, someone with more advanced
permissions will need to delete the plans or folders or the user will need follow their State’s protocol

*

for upgrading Toolkit permissions to perform the task themselves.

Theck /O Fride |

Folders checked out by MARCIE DUNN

Business 1D Cusiorer File

TP T Sk Oemer | LastCheck In Couny Customer Name
| bd read 41302010 DAUPHIN. P FERN SMITH tesit1 eart11-ctestit
i ¢’ read Heather B Conley 2/G/2009 LEEANCH, PA CARL J BEOMGARDHER 538 ‘bomerdrior_carl_j--m-—{E3F
"% » PELE MARCIE DUNN - ER00)  [TANCASTIR P& IREBERT P HOFFRES BT
_:..“J
= 1
=}
DA
&
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Deleting a Plan:

7

% Select the plan you want to delete from the drop down list

)

% Click Remove Plan

£ Delete Folder or Plan

Ovmer [MARCIE DURN
County JLANCASTER
Customer Name [ROBERT P HOFFINES
Business I [10369
Costomer Fils [A_S_R_Niesley-—10365

OO el 10369 :ﬁ

@ Remove Folder | canc |

¢ Don’t click the Remove Folder button!

Warning:

o If Remove Folder button is selected accidentally, the user should contact the State Toolkit
Coordinator immediately and the Coordinator will contact Toolkit Support to have the folder
restored.

e [f a plan has practices that are in a contract, don't delete it.

Deleting a Folder:

Deleting a folder may be appropriate if the same land units are included in another folder.

4,

%+ Click the Remove Folder button.
e If a folder contains plans with practices linked to a program contract, don't delete it.

e Make sure there are no archived plans in the folder that need to be retained before
deleting a folder.

E¥ Delete Folder or Plan

WP MARCIE DUNN ]
County |LANCASTER -
Custemer Name |JROBERT P HOFFINES
Business D |10365
Customer File [\A_E_R_Pissley——1036%

Plan {CnnspianJ 0365 M'd

Remove Plan 1 @ CANCEL 1
N I A
——®
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Renaming Customer Folders and Plans

To Rename a Customer Folder

% Click the Rename Customer Folder Button on the Folders Tab

S

* __|Rename Foider

You can rename the Company/Business name and/or the Identifier

Note: This will change the customer folder in the NCP and the customer file on your local server.

To Rename a Plan

< Click on the Rename Plan(s) Button on the Folders Tab

*

Bl

IRename Plan{s) l

% Select the Plan you want to rename from the dropdown list .

¢+ Enter the new name for the plan in the New Plan Name field

*

“+ Rename Planfé)

County: i{‘.‘H ELAN
Customer Root Falder: [ ratchaciiT data Customer Fles Tookt

Customer Path: |\Toolkit_Training—Tool Train

ol 63 =
New Plan Name: EMaﬁerPlan_ToolTrain

ok | cancel | Appy |
Erter New Plan Name, then chick OK or Apply butron. Click Cancel to Exit without applying change.

Additional infarmation for managing Toolkit folders and plans:

e Toolkit User Guide for SP-4, located at http://cst.nres.usda.gov/Toolkit/Help/

e The NCP Cleanup Information and Arkansas Toolkit Manual 2005 folders located under
“Shared Documents” on the Toolkit SharePoint site contain several documents related to
cleanup activities. Go to https://nrcs.sc.egov.usda.gov/programs/btt/toolkit/default.aspx




