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Contract Folder Checklist for EQIP, WHIP, and CSP
The documents identified below are the minimum required to be stored electronically and/or a hard copy provided to the contract participant.  Additional documents may be stored electronically or provided to the contract participant.
	
	“F” drive for application review
	“F” drive following contract obligation
	Official contract folder at the field office*
	Participant’s contract folder*

	First Cover
	
	
	
	

	 FORMCHECKBOX 
Conservation Program Application (NRCS-CPA-1200)
	(
	
	(
	(

	 FORMCHECKBOX 
Conservation Program Contract (NRCS-CPA-1202)
	
	(
	(
	(

	 FORMCHECKBOX 
Appendix to Form NRCS-CPA-1202
	
	(
	(
	(

	 FORMCHECKBOX 
EQIP & WHIP - Application Ranking Summary

CSP - Conservation Performance Summary Report
	(
	
	(
	(

	 FORMCHECKBOX 
CSP Detail Report
	(
	
	(
	

	 FORMCHECKBOX 
CSP Producers Documentation Guide
	(
	
	(
	

	 FORMCHECKBOX 
Documentation supporting control of land for the contract period (Title 440-CPM, Part 508.52, 515.52, 517.22, and 518.41, as referenced in 512.22):

· If the applicant is the OWNER:  

 FORMCHECKBOX 
Deed

 FORMCHECKBOX 
FSA-156EZ

· OPERATOR:  

 FORMCHECKBOX 
Lease showing control for the life of the contract

 FORMCHECKBOX 
Landowner signature on the NRCS-CPA-1202 and Appendix to Form NRCS-CPA-1202 (this will be needed at the time of contract obligation)

 FORMCHECKBOX 
Written document from the landowner with signature assuring control of land for the life of the contract and, if applicable, permission to install conservation practices
	(
	
	(
	

	 FORMCHECKBOX 
Signature authority for joint operation, entity, or unit of government per Title 440-CPM, Part 512.21(B):

· Farm Operating Plan for an Entity 2009 and Subsequent Program Years (CCC-902E)

· Member’s Information 2009 and Subsequent Years 
(CCC-901)

· Corporate charter, bylaws, court order of appointment, etc.  Refer to Title 440-CPM, Part 512.21(B)(1)(i)

· Delegation to obligate unit of government per Title 440-CPM, 

Part 512.21(B)(1)(ii)
	(
	
	(
	

	 FORMCHECKBOX 
Power of Attorney (FSA-211)
	(
	
	(
	

	 FORMCHECKBOX 
Joint Agreement
	
	(
	(
	

	 FORMCHECKBOX 
Transfer Agreement (NRCS-CPA-152)
	
	(
	(
	

	Second Cover
	
	
	
	

	 FORMCHECKBOX 
Conservation Assistance Notes
	(
	
	(
	

	 FORMCHECKBOX 
Contract Review (NRCS-CPA-13) most recent on top
	
	
	(
	(

	 FORMCHECKBOX 
General Correspondence – most recent on top 
	
	
	(
	

	 FORMCHECKBOX 
Audit Checklist
	
	(
	(
	

	 FORMCHECKBOX 
Field Verification Documentation
	
	
	(
	

	 FORMCHECKBOX 
Agreement Covering Non-Compliance with Provisions of Contract (NRCS-CPA-153)
	
	(
	(
	(

	 FORMCHECKBOX 
Appeals and Mediation Records
	
	
	(
	


	
	“F” drive for application review
	F” drive following contract obligation
	Official contract folder at the field office*
	Participant’s contract folder*

	Third Cover
	
	
	
	

	 FORMCHECKBOX 
Conservation Plan Map and Legend (.jpg format)

       CSP only, Ag Operations Map (.bmp or .gif format)
	(
	
	(
	(

	 FORMCHECKBOX 
Soils Map and Legend (.jpg format)
	(
	
	(
	(

	 FORMCHECKBOX 
Plat Map (SD-CPA-2)
	
	(
	(
	(

	 FORMCHECKBOX 
Land Use Planning Summary (SD-CPA-33)/CSP Land Use Planning
	(
	
	(
	(

	 FORMCHECKBOX 
Farm and Ranch Table of Soil Interpretive Groups 
(SD-CPA-1A)
	
	
	(
	(

	 FORMCHECKBOX 
Land Uses and Soils Information on Your Operating Unit (SD-CPA-1B)
	
	
	(
	(

	Fourth Cover
	
	
	
	

	 FORMCHECKBOX 
Conservation Plan Schedule of Operations 
(NRCS-CPA-1155)
	(
	
	(
	(

	 FORMCHECKBOX 
CSP only, Conservation Plan Schedule of Operations (NRCS-CPA-1155)
	
	(
	
	

	 FORMCHECKBOX 
Revision of Plan or Schedule of Operations or Modification of a Contract (NRCS-CPA-1156)
	
	(
	(
	(

	 FORMCHECKBOX 
Conservation Plan
	(
	
	(
	(

	 FORMCHECKBOX 
CSP only, Conservation Stewardship Plan
	(
	
	(
	(

	Fifth Cover
	
	
	
	

	 FORMCHECKBOX 
Practice Design and Drawings
	
	
	(
	(

	 FORMCHECKBOX 
Job Sheets, Worksheets, and Practice Specifications
	
	
	(
	(

	 FORMCHECKBOX 
Participant Responsibilities (SD-ENG-11)
	
	
	(
	(

	 FORMCHECKBOX 
Enhancement Completion Certification
	
	
	(
	

	 FORMCHECKBOX 
Operation and Maintenance Agreements
	
	
	(
	(

	 FORMCHECKBOX 
Cultural Resources (SD-SSC-1 or SD-SSC-2)
	(
	
	
	

	 FORMCHECKBOX 
Environmental Evaluation Worksheet (NRCS-CPA-52)
	(
	
	(
	

	 FORMCHECKBOX 
Animal Waste Management System and Animal Unit Certification Worksheet for Financial Assistance
	(
	
	(
	(

	Sixth Cover
	
	
	
	

	 FORMCHECKBOX 
Practice Approval and Payment Application 
(NRCS-CPA-1245) with Invoices and Receipts for 
Actual Not to Exceed Maximum (AM) Contract Items
	
	(
	(
	(

	 FORMCHECKBOX 
Checkout and Certification Notes Attached to Applicable 
NRCS-CPA-1245
	
	
	
	

	 FORMCHECKBOX 
Practice Implementation Data Supplied by the 
Technical Service Provider
	
	
	(
	


*Refer to the SD-CPA-5, Conservation Planning Checklist, for documents required for planning and which planning document must be provided to the participant.  These documents may be added to the participant’s contract folder.

The following forms contain personally identifiable information (PII) and should not be filed in the contract folder but, for payment purposes, store electronically on the sixth cover.  Policy in Title 440-CPM, Part 512.43(A)(3), states that any folder that leaves the office will not contain documents with PII so please ensure the paper is stored separate from the contract folder:  
 FORMCHECKBOX 
     Direct Deposit Sign-Up Form (SF-1199A)
 FORMCHECKBOX 
     Electronic Funds Transfer Hardship Waiver Request (NRCS-FNM-60)
 FORMCHECKBOX 
     Assignment of Payment (NRCS-CPA-1236)
 FORMCHECKBOX 
     CCC-901 or CCC-902E
(  Stored electronically on the field office “F” drive in the six-part folder template
Page 1 of 2
(  Hard copy provided to the participant

