
Attachment A 

 
Instructions for Filling Out FY 09 Contract Information Database 
 

 Open up Access database entry screen  
 

 
 

 Select State 
 Select conservation program  
 Select contract type: 

o Most environmentally beneficial 
o Largest financial assistance contract (FA$) 

 Click “Open Data Entry Screen”   
 
New screen will automatically open for “Contract Information” 

(Note: All items entered will be automatically saved.)   
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1. Enter contract or agreement number.  For easements (GRP, HFRP, and WRP) that 
also have an associated restoration contract/agreement, include the contract or 
agreement number in item 10A and the associated restoration costs in item 10B.  

2. Enter applicant’s name. 
3. If applicant is a corporation or other business entity and not a specific individual, 

enter name of the primary person who is owner or operator.  If the participant in 
item 2 is an individual, leave this box blank. 

4. Enter the town nearest to the land in the contract/agreement. 
5. Enter the county where the land is located. 
6. Enter number of the congressional district. 

(Items 4–6 are needed to personalize presentations that may be made about this 
contract/agreement to specific audiences.) 

7. Click button and then select from the drop down list.  Select practice(s) that are 
primary to addressing the resource concern; select a minimum of one practice and 
a maximum of five conservation practices.  Enter the planned date of the 
conservation practices and the applied date; if practice has not been implemented, 
leave applied date blank. 
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8. Resource concerns 
A.  Enter primary resource concern.  The resource concern should relate to the 

selected conservation practices identified in item 7. 
B.  Enter secondary resource concern. 

9. Enter the financial assistance dollars (FA$) that NRCS is providing in the contract 
or agreement to the nearest dollar.  For GRP, HFRP, and WRP, include only the 
land acquisition costs; include restoration costs associated with these easements in 
item 10B. 

10. Restoration associated with easements (GRP, HFRP, and WRP) 
A.  Enter restoration contract/agreement number associated with GRP, HFRP, 

and WRP identified in item 1; otherwise leave blank. 
B.  Enter total financial assistance costs associated with the restoration 

contract/agreement in GRP, HFRP, and WRP; otherwise leave blank. 
11. Enter the number of acres in the contract/agreement. 
12. Enter the length of contract/agreement in years (whole number, do not enter part 

of a year). 
13. Partnership involvement with the contract/agreement 

A.  Are partners providing technical and/or financial assistance to implement 
this contract?  If so, check the “Partners Involved” box; otherwise leave 
blank.  If Partners box is checked, please include the partners’ 
involvement in the brief narrative. 

B.  If Partners box is checked, add the financial assistance dollars provided by 
the partner(s); otherwise leave blank.  Do not include any technical 
assistance dollars.   

14. Check box if participant is a historically underserved producer; otherwise leave 
blank. 

15. Check box if a TSP is involved with implementing the contract/agreement; 
otherwise leave blank. 

16. Write a brief (150 word) narrative describing the conservation problem(s) and the 
solution to be implemented, explaining why this is a great contract/agreement.  
Quantify as much as possible (tons, number of livestock, acres, ac-ft of water, 
people impacted, etc.).  Expand upon the practices selected and how they will 
address the resource concerns stated above.  Include partnership involvement, if 
applicable. 

17. Provide any additional comments that would be useful in telling the success story 
in implementing this contract/agreement with this participant. 
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