Checklist—230 Folder for Civil Rights
And Program Delivery – Title 6

· Checklist for Civil Rights Compliance in Program Delivery—A ready reference for field office use in determining if it meets Civil Rights compliance and procedures.
· Current Mutual Agreements and Cooperative Working Agreements with the SCD, RC&D, and/or watershed sub-district.  These must all be filed in 230 and contain the nondiscrimination clause.

· All letters/memos pertaining to training in Civil Rights and program delivery.  They must show who received the training, when, and the subjects covered.

· Staff meeting minutes where Civil Rights was a topic, including specifics of discussions.

· Copies of SCD board meeting minutes documenting that the CWA and the board’s responsibilities in Civil Rights and program delivery were discussed.

· Any outreach mailings done and information covered in the mailing (i.e., letters to female landowners about a future workshop or general information about NRCS programs to minorities).

· Area and Field Office files must have a copy of the last two Civil Rights reviews conducted in the office.

· Records pertaining to planning and implementing activities directed to meet needs of minorities and women.

· Records pertaining to delivery of technical services to minorities and women.

· Copy of General Manual 230, Parts 400, 402, 403, 404, and 405.

· Expired 230 Bulletins on Civil Rights for the prior 3 years.

· Action Plan for increasing representation of women and minorities on boards and councils.

· National Instruction 230-300.

· Copies of SCD newsletter with articles pertaining to outreach activities.

NOTE:  All Civil Rights correspondence MUST be retained for 3 years.

