Help Guide for Preparing
Regional Conservation Partner Program
Fiscal Year 2016
Preproposal Application
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Introduction and Quick Tips

Welcome to the help guide for preparing a preproposal application for the Fiscal Year 2016 United
States Department of Agriculture (USDA) Natural Resources Conservation Service (NRCS) Regional
Conservation Partnership Program (RCPP).

This help guide includes step-by-steps with screen shots for submitting your application including an
orientation and tab-by-tab guide for the data entry tool, uploading the project area map jpeg, and
completing and uploading the fillable PDF for the nine narrative elements required in the
Announcement of Program Funding.

Here are some quick tips to get you started:

Prepare Before Starting the Tool: Work with your partners, including the relevant NRCS State
Office, to gather all the necessary information before beginning the data entry tool. Devote
some time on your calendar so you can complete the tool in one sitting to ensure the
information you provide is consistent.

Open Other Spreadsheets After Beginning: If you have other excel spreadsheets open, opening
the RCPP Preproposal tool will close them. Wait to open any spreadsheets necessary to fill out
the data until the tool is running.

Write Executive Summary Outside the Tool: If you are manually typing in your executive
summary and exceed 300 words, pressing the submit button will clear the text in the box. Write
your executive summary in another program, then paste the text into the executive summary
box.

Click Add Partner/Line for Last Entry for Project Partners/Financials Tabs: Make sure you click
“Add Partner” for the last partner on the Project Partners tab and “Add Line” for the last line of
data on the Project Financials tab. If you do not, the tool will not include the contribution or
request for that last entry.

Ensure the Submit Button is Clicked: If a tab is complete with information, but does not show
green on the indicators at the bottom, ensure you have clicked the submit button for the tab.
Once you have successfully submitted each tab, you will be able to send the information to the
RCPP team.

NRCS is Here to Help: If you have any questions, contact the National Headquarters RCPP team
at: RCPP@wdc.usda.gov. Or you can contact your states’ NRCS State Office, whose contact
information is listed at the end of the Fiscal Year 2016 Announcement of Program Funding.

Thanks for your interest in forming diverse partnerships that leverage contributions to bring innovative
solutions for on-the-ground conservation. We at NRCS look forward to working with you.


mailto:RCPP@wdc.usda.gov

Beginning the Tool

When you open the excel spreadsheet for the first time, you may need to enable macros or editing.

To enable macros, click the “Enable Content” button located in the top middle of the Excel window,
indicated the orange arrow.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROEBAT
bl % - - — = |
Calibri M <A A T == ’?}‘ - =& Wrap Text General - " 1
D g - o P g
Paste i B I U- Py - A- === &= Merge & Center = $ ~ % * %8 %8 CDI"IdItI!Jr‘IEﬂ Farmal
A Formatting = Table
Clipboard &= Fant F Alignment Pl Mumber P Styles
I SECURITY WARMING Macros have been disabled. Enable Content
c21 M I
A B C
1 |version date comments
2 1.2 12/30/2014 added forms for financials and partners. Named all objects, started setting up financi:
3 1.3 1/12/2015 added QC to partners form, all buttons working except for submit

After you enable content, you will see the following welcome screen. To begin, click either of the “Next
Tab” buttons, indicated with the orange arrow.
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Qverview IBasic Project Info | Project Details | Executive Summary | Project Partners | Project Finandals | Upload Map | Upload Narrative |

Welcome to the RCPP pre-proposal application tool. Please have all relevant information, as outlined in the APF, ready for input
since the program cannot save your information for a later date. Once begun, the application process must be completed or you
will be forced to start over again. Each of the following tabs needs to be filled out before a submission can be made.

Simply fill out the data then click the "Submit" button on each tab (this insures the data is in the correct format). If the entry
boxes turn grey, move on to the next tab. Once all boxes are grey (and submission boxes green) click "Submit Application” to
submit your application.

If you use Microsoft Outlook as your default email client your application will automatically be sent in with no further steps. If
you, on the other hand, prefer to use a different client s1=" s Gmail, yahoo, etc. please follow the prompts to save the
application file to a convenient location and attach * . an email along with a .jpeg image of your project and .pdf of your
narrative as described in the APF (when using -~ _uterent email client the map must be attached even though it was uploaded via
this application). Please direct all questic= and submissions via email clients other than Outlook to, RCPP@wdc.usda.gov.

Thank you,
The RCPP Staff

Mext Tab

If you would like to load a partially complete application from a "partial App.rcpp” fi. created earlier, please browse for the file
below, then load the values using the "Load File" button

I Browse | Load File |

If an application mu. be saved before completion,
simply click the "Save . -olication" button below at
anytime. A text file will .  created which allows you to
load the partially complete . ~*1 automatically at a later
date.

---- FEn Previous Tab Next Tab -




Orientation to the Tool

Navigation
You can navigate through the various parts of the application by:
1. Clicking on the tab at the top of the application tool (green arrows) or
2. Clicking the “Previous Tab” and “Next Tab” buttons at the bottom of the application tool (yellow
arrows).

Progress Indicator
The bottom left of the tool indicates your progress in completing the application. Each box on the
bottom left relates to a tab of information.
e When the tab is incomplete, the box is red colored (red arrows).
e When the tab is complete, the box turns green (purple arrow).
e When all the tabs are complete, the “Submit Application” button on the bottom right will turn
green and become active.

&3

Overview Basic Project Info lProject Details ] Executive Summary | Project Partners | Project Finandals ] Upload Map ] Upload Narrative

Project Name*®
(50 character max)

Funding Pool*® v Agency applied before?
Flease use the lookup
-

E)
t
g Lead State® function:
i
A

Lookup agency

Lead Partner™

Partner Contact™ First | Last

lg | Address 1*

|

|

d| add I

Address 2

City* | State® | j Zip Code™ |

|

|

|

Primary Email*

Secondary Email
Submit |

Phone Number® K000

Lead Partner DUNS

*Required field
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Save Application Previous Tab Mext Tab -‘
Basic Project Info
NEXtTab -‘ ‘ |

Tab Completed

Save Application Previous Tab




Saving Before Completion
You can save a partially completed application.

1. Click on the “Save Application” button at the bottom center of the application tool (blue arrow),
which will generate the following window:

- Save As 2
fi — - E—— |
5 @\J'|' Desktop » - | &’| | Search Desktop gol
fd Organize = Mew folder S - .@
[
e Microsoft Excel = Libraries ) E’_rratt,, Aaron - NRCS, Saint Albans,
b L .|=1:_|_._L‘ TR % System Folder
= - Favorites 3
= Pl Desktop -_A-' Computer f Metwork
B =SS System Folder L System Folder

& Downloads 3
'

= Recent Places i
1 LE Chief'sMeeting

f File folder
4 Libraries

3 Documents

S J‘- Music i
File name: partialApp -
Save as type: | RCPP V]
Authaors: Uriona, Beau - NRCS, 5a... Tags: Add atag
“ Hide Folders Tools Save ] [ Cancel ]
b A

2. Navigate to the location you want to save the file.

3. Fillin a name in the “File Name” line at the bottom of the newly opened window or leave the
default “partialApp.”

4. Press the “Save” button.

5. Close the tool.

NOTE: If you have saved the partial application, you can ignore this error message that opens when you
close the tool:

Microsoft Excel {éj
All data is lost if you quit before submitting

0K | Cancel




Reopening a saved partially completed application
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Overview lBasic Project Info ] Project Details ] Executive Summary ] Project Partners ] Project Financials ] Upload Map ] Upload Marrative ]

Welcome to the RCPP pre-proposal application tool. Please have all relevant information, as outlined in the APF, ready for input
since the program cannot save your information for a later date. Once begun, the application process must be completed or you
will be forced to start over again. Each of the following tabs needs to be filled out before a submission can be made.

Simply fill out the data then click the "Submit" button on each tab (this insures the data is in the correct format). If the entry
boxes turn grey, move on to the next tab. Once all boxes are grey (and submission boxes green) click "Submit Application" to
submit your application.

If you use Microsoft Outlook as your default email client your application will automatically be sent in with no further steps. If
you, on the other hand, prefer to use a different client such as Gmail, yahoo, etc. please follow the prompts to save the
application file to a convenient location and attach it to an email along with a .jpeg image of your project and .pdf of your
narrative as described in the APF (when using a different email client the map must be attached even though it was uploaded via
this application). Please direct all questions and submissions via email clients other than Outlook to, RCPP@wdc.usda.gov.

Thank you,
The RCPP Staff

Mext Tab

If you would like to load a partially complete application from a "partial App.rcpp” file created earlier, please browse for the file
below, then load the values using the "Load File" button

| Browse | Load File ‘

If an application must be saved before completion,
simply click the "Save Application" button below at
anytime. A text file will be created which allows you to
load the partially complete data automatically at a later

date.
Previous Tab Mext Tab !‘

1. Open the preproposal tool.

2. Click on the “Browse” button in the “Overview” tab (indicated with the yellow arrow).

3. Navigate to the location you saved the partially completed application file.

4. Click on the partially completed application file. The file name will appear in the “File Name” line
at the bottom of the window.

5. Click on the “Save” button.

6. The tool will enter the file pathway into the box to the left of the “Browse” button.

7. Click on the “Load File” button (indicated with the green arrow).

8. The tool will reload the information you saved.

NOTE: You cannot click on the file to open the saved partial application. You must load it through the
preproposal tool.




Editing data entered after pressing “Submit” button on a tab

After you press the “Submit” button on a tab, the data entry boxes will be locked, indicated with a grey
color. To change the data entered follow these steps.

1. Navigate to the tab with the data you want to revise.
2. Click on the “Edit Data” button (indicated with the yellow arrow). For the Upload Map and
Upload Narrative tabs, click on the “Change File” button instead of the “Edit Data” button.

nins - - . N— . . P
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Overview Basic Project Info IProject Details | Executive Summary | Project Partners | Project Finandials | Upload Map | Upload Narrative |

Project Name™®

Sammy the Soil Saver RCPP Project
4| (50 character max)

| Funding Pool® National Agency applied before?
Flease use the lookup

Lead State® ks function:
Lead Partner™ Sammy Soil Conservation District
Partner Contact® Ruby Raindrop

Y | Address 1* 1 Sammy Sil Ln

o | Address 2
Bl Lebanon SBte” [ ks ZpCode” [ geasy
Primary Email™® ruby.raindrop@sscd. com

Secondary Email

Phone Mumber* -555-
555-555-5355 Edit Data |
Lead Partner DUNS [

“Required field

3. The data entry boxes will turn white.
4. Revise the necessary data entry fields.
5. Click “Submit” button again to relock the data and complete the tab.



Guidance for Each Tab

Basic Project Info Tab

Use this tab to provide information on the project name, funding pool, lead state and partner, and
contact information.

==

Owverview Basic Project Info IProject Details | Executive Summary | Project Partners | Project Finandials | Upload Map | Upload Marrative

Project Name™®
(50 character max)

Funding Pool* National vl Agency applied before?
Please use the lookup

Lead State® ks vl function:
Lead Partner® Sammy Soil Conservation District Lookup agency |
Partner Contact™ Ruby

I Raindrop

Sammy the Soil Saver RCPP Project

| Address 1* 1 Sammy Soil Ln
Address 2

[ I

I City* p— State® I KS j Zip Code® [ 5952
Primary Email™® ruby.raindrop @sscd.com

Secondary Email
Submit |

Phone Mumber* 555-555-5555

i
H
|| Lead Partner DUNS
[

*Required field

---- SRR Previous Tab NextTab -

1. Project Name — Provide a name for the project. The tool limits the title to 50 characters.

2. Funding Pool — Drop down menu providing three options:

a. National

b. State

c. CCA (Critical Conservation Area) — if you select the CCA option, another drop down menu
appears that provides eight options
i. Great Lakes Region
ii. Chesapeake Bay Watershed
iii. Mississippi River Basin
iv. Longleaf Pine Range




3.

4.

10.

11.

12.

v. Columbia River Basin

vi. California Bay Delta

vii. Prairie Grasslands Region
viii. Colorado River Basin

Lead State — ldentify the lead state for NRCS for the project

Lead Partner — Identify the lead partner
a. If the lead partner applied for RCPP in a previous year, click the “Lookup Agency” button.
The tool will open the “Agency Lookup” window.

= Agency Lookup t&]

R Type or pick agency from dropdown:

I =
Found it! Couldn't find it.

b. Scroll through the drop down menu looking for the name of the lead partner organization
. If you find the name, select it and click “Found it!”
d. If you could not find it, select “Couldn’t find it.”

Partner Contact — List the first name of a contact for the Lead Partner in the first box on this line
and the last name of the contact in the second box on this line.

Address 1 — ldentify the address for the lead partner organization
Address 2 — If needed, include a second line for the lead partner organization

City, State, Zip Code - Identify the city, select the state from the drop down menu, and identify
the zip code for the lead partner organization

Primary Email — |dentify an email address for the lead partner contact

Secondary Email — If needed, identify a second email address to contact the lead partner
organization

Phone Number — |dentify the phone number for the lead partner contact

Lead Partner DUNS — If available, identify the Dun and Bradstreet Data Universal Numbering
System (DUNS) number for the lead partner organization. This is not required for the pre-
proposal stage of the application. See the Announcement of Program Funding for more
information about obtaining a DUNS number.



13. Click the Submit button (indicated with the orange arrow) —
a. If you have completed all the required fields, the tool will advance to the next tab “Project
Details.”
b. If you have not completed all the required components, the tool will generate this error:

Microsoft Excel @

Please enter all required fields




Project Details Tab
Use this tab to provide information on the project timeline, requests for adjustment of terms and
alternate funding, information on producers likely to be involved, and resource concerns addressed.

” J b A
- S
Overview ] Basic Project Info  Project Details | Executive Summary | Project Partners | Project Finandials | Upload Map | Upload Marrative
Start Year®| aq1g Partner State List
EndYear™| 5p3; MO, OK

Request for adjustment of terms™| o

Alternate funding Request™| o

Total Producers in Project Area‘| S N arewam (P

oK j‘ { Add Partner State
Estmated % of eligible producers| 5 -
who may participate™

Primary Resource Concern™

| Clear List

= Additional Resource Concern List
&

| soi health |

Secondary Resource Concern
i
| | E

Tertiary Resource Concern
| o | N
| *Required field Add additional resource concerns Clear List

Submit

.

1. Start Year — Identify the start year for the agreement. The application tool requires the start
year to be between 2016 and 2021.

2. End Year - ldentify the end year for the agreement. The application tool requires the end year
to be between 2016 and 2021. The tool requires the end year to be greater than the start year.

3. Request for adjustment of terms — ldentify whether the agreement includes a request to adjust
the rules of the covered program. See the Announcement of Program Funding for more detail
on adjustment of covered program terms.

4. Alternate funding request — Identify whether the agreement includes a request for alternate
funding arrangements with a multi-state water resource agency or authority. See the
Announcement of Program Funding for more information on alternate funding arrangements.




5. Total Producers in Project Area — ldentify the number of agricultural producers in the area
covered under the agreement. See the Announcement of Program Funding for the definition of
a producer and more detail on defining the project area.

6. Estimated % of Eligible producers who may participate — Identify the percentage of eligible
producers who may participate. See the Announcement of Program Funding for more detail on
eligible producers.

7. Primary Resource Concern — Select the primary resource concern that the agreement will
address from the drop-down list. Options are limited to those identified as priority for the
Critical Conservation Area or at the national level.

8. Secondary Resource Concern — If applicable, select the secondary resource concern that the
agreement will address from the drop-down list. Options are limited to those identified as
priority for the Critical Conservation Area or at the national level.

9. Tertiary Resource Concern — If applicable, select the tertiary resource concern that the
agreement will address from the drop-down list. Options are limited to those identified as
priority for the Critical Conservation Area or at the national level.

10. Partner State List — If applicable, select a state other than the lead state that is included in the
agreement area from the drop down menu, indicated with the purple arrow. Once selected,
click the “Add Partner State” and the state will be added to the Partner State List box above. If
you enter an incorrect state, click the “Clear List” button, which will clear the Partner State List
box.

11. Additional Resource Concern List — If applicable, select additional resource concerns that the
agreement will address from the drop-down list, indicated with the green arrow. Options are
limited to those identified as priority for the Critical Conservation Area or at the national level.
Once selected, click the “Add Additional Resource Concerns” button and the resource concern
will be added to the Additional Resource Concern List box above. If you enter an incorrect
resource concern, click the “Clear List” button, which will clear the Additional Resource Concern
List box.

12. Click the Submit button (indicated with the orange arrow) —
a. If you have completed all the required fields, the tool will advance to the next tab “Executive
Summary”
b. If you have not completed all the required components, the tool will generate this error:

Microsoft Excel [&J

Please enter all required fields




Executive Summary Tab

Use this tab to enter an executive summary of the project.

[ Ry e s | e stes Loeree s e | e M1

Overview | Basic Project Info | Project Details  Executive Summary IProject Partners | Project Finandals | Upload Map | Upload Narrative |

Please paste your executive summary below (300 word limit).

Teaching people about soil conservation is one of our top goals at the USDA's Natural Resources Conservation Service (NRCS),
and fortunately, we have a spedal helper,

Sammy Soil, everyone's favorite litte dump of earth, has managed to capture the public’s attention for more than 40 years. The
litle dirt cod, as he is sometimes called, was birthed through rock partides, water, air, leaves and the artistic mind of long-time
employee Ernest "Howard " Whitaker,

Sammy Soil started as & water color drawing by Whitaker, who worked as a NRCS district conservationist in Tennessee,

"The idea came to me in a dream, " Whitaker said of the illustrated hero., The character of Sammy Soil was launched in 1967, ata
time when soil conservation was not yet part of America’s mindset, Whitaker said.

Before long, Sammy became a popular teaching tool for children. Whitaker's wife, MNell, a teacher, helped him polish Sammy’s
appearance for youngsters,

Sammy Soil was brought to the national level through a series of school activity books to help school children learn the many
different aspects of soil conservation. For almost 50 years, Whitaker has seen his "son” Sammy evolve from a simple water color
drawing, to a national symbol for soil and land conservation,

Submit |

---- e Previous Tab NextTab -

e

You can copy and paste up to 300 words describing the project into this box.

Copy your original text.
Click in the box in the tool to place the cursor in the box.
Hold the “Ctrl” button and press the letter “v” to paste the text into the box.
Click the Submit button (indicated with the orange arrow) —
a. If you have completed all the required fields, the tool will advance to the next tab.
b. If you have exceeded 300 words, the tool will generate this error and clear the
existing text:

— A
"'l Microsoft Excel u

PwnN e

The executive summary has 378 words, please shorten and re-paste




Project Partners

Use this tab to provide information on each partner’s contact information and contribution as well as
their type of contribution.

~
Wy Sy s | e sles Lowree s e | e =5
Overview I Basic Project Info I Project Details I Executive Summary Project Partners IProject Financials I Upload Map I Upload Marrative I
Partner Name™ Partner Type™®
I Smokey Bear MNational Forest Lookup I FG-Federal Government, j
Project Producer Lead Conduct  Funding for  Funding for Other*®
Coordination® Technical OQutreach & Monitoring® Conservation® Administration
Assistance™ Education™ Costs™
[vo  ffvo cfinvo cffves dffves zffno rffvo -]
Partner Contact® Email* Phone® Address® City* State™® Zip*
I Woodsy I Owl I woodsy.owl@fs. fed.us I 999-999-9939 I 1Smokey Bear Stl Lebanon I KSjI 66952

FA Contributed TA Contributed Total Contributed ~ Administration Cost

| 1000000 | 0 | 1000000 | 25000] Add Partner |

Summary
Partner Mame FA Contributed TA Contributed Total Contributed ~ Administration Cost
Sammy Soil Conservation District a 2000000 2000000 25000 Remove Last
Clear Al
Submit |
i 2
H
Total
“Required field o] o | 2000000 | 2000000 25000
(]
---- Save Application Previous Tab Next Tab -

e —————————————————

This screen is split into two components.

The top portion is used for entering data about each partner, while the bottom portion summarizes the
data entered. You cannot change the numbers in the summary. You must delete the incorrect
information using “Remove Last” or “Clear All”, then enter the correct information.

For the top portion:

1. Partner Name — Begin by entering the name of a partner contributing financial assistance,
technical assistance, or administration costs.

2. Partner Type — Select the Partner Type from the drop down list of options:
a. CD-Conservation District
b. AA-Agricultural Association
c. WD-Water district with water delivery authority to agricultural producers



Sm oo

[ —

FC-Farmer Cooperative

IT-Indian Tribe

LG-Local Government

MW-Municipal water or wastewater treatment entity
FP-For profit organization or entity

NP-Not-for-profit organization or entity

SG-State Government

CO-County Government

3. Contribution Type — Select Yes or No from the dropdown menus to indicate the types of
contributions the partner is providing

a.

e

Project Coordination

Producer Technical Assistance
Lead Outreach & Education
Conduct Monitoring

Funding for Conservation
Funding for Administration Costs
Other

4. Partner Contact — Provide Partner Contact Information including

a.

b.
C.
d

First and Last Name
Email

Phone

Address, City, State, Zip

5. Contribution Amount — See the Announcement of Program Funding for a description of Financial
Assistance (FA), Technical Assistance (TA), and Administration Cost

a.

FA Contributed — Click and type an amount for Financial Assistance contribution from
the identified partner for the agreement.

TA Contributed — Click and type an amount for Technical Assistance contribution from
the identified partner for the agreement.

Total Contributed — This will automatically total the FA Contributed and TA Contributed
Administration Cost — Enter the administration costs from the identified partner for the
agreement.

6. Click the Add Partner button — Once you have complete contribution information, click the “Add
Partner” button, indicated with the purple arrow. The tool will transfer the upper portion

information into the summary portion, clearing the boxes in the upper portion. You can now add
contributions for additional partners to the tool.

a.

If you realize you made a mistake after you click add partner, you can click the “Remove
Last” button (indicated with a green arrow) and the tool will delete the last entry.

If you realize none of the information you entered is correct, you can click the “Clear All”
button (indicated with a green arrow) and the tool will delete all entries.



Enter all partner contribution information — Repeat step 1 through step 6 until you have entered
all partner contributions into the tool.

Click the Submit button (indicated with the orange arrow) —

c. If you have completed all the required fields, the tool will advance to the next tab “Project
Financials.” Be sure you click “Add Partner” for the last partner information entered.

d. If you have not completed all the required components, the tool will generate this error:

Microsoft Excel @

Please enter all required fields




Project Financials

Use this tab to provide information on the request for NRCS funds including the states involved, NRCS
programs included, fiscal years, amount and type of funding, partner contributions, and acres.

-
+ Wy e s L | oo B
Overview | Basic Project Info | Project Details | Executive Summary | Project Partners  Project Financials IUpIoad Map | Upload MNarrative |
State® Program®  Fiscal Year® FA requested TArequested Totalrequested FA contributed TA contributed Total contributed Acres
| Ks j| ACEP-ALE j| 2018 j| 500000 | 50000 | 550000 | 0 | 500000 | 500000 | 3200| Add Line |
MO EQIP 2016 500000 250000 750000 500000 750000 1250000 500 Remove Last Line
oK EQIP 2017 500000 250000 750000 500000 750000 1250000 00 _—
Clear all
Submit
EQIP| 1p00000 500000 1500000 1000000 1500000 2500000 1100
CsPl o 0 0 0 0 0 0
ACEP-ALE| g 0 0 0 0 0 0
ACEP-WRE| g 0 0 0 0 0 0
HFRP| g 0 0 0 0 0 0
] o 0 0 0 0 0 0 |
Total 1000000 500000 1500000 1000000 1500000 2500000 1100
“Required field Total from Partner Tab !
(]
L

This screen is split into two components.

The top portion is used for entering data about the agreement’s funding request, while the bottom
portion summarizes the data entered. You cannot change the numbers in the summary. You must delete
the incorrect information using “Remove Last Line” or “Clear All”, then enter the correct information.

For the top portion:

1.

State — Use the drop down menu to select the state where the funding will be used.

Program — Use the drop down to select the NRCS program under which the agreement will
implement conservation practices or other conservation work.

Fiscal Year — Use the drop down to select the fiscal year



10.

11.

12.

FA Requested — Enter the amount of Financial Assistance requested under the program for the
year in the state. See the Announcement of Program Funding for a description of Financial
Assistance (FA).

TA Requested — Enter the amount of Technical Assistance requested under the program for the
year in the state. See the Announcement of Program Funding for a description of Technical
Assistance (TA).

Total Requested — This box will automatically fill with the total from the FA Requested and TA
Requested box.

FA Contributed — Enter the amount of partner financial assistance contributed.
TA Contributed — Enter the amount of partner technical assistance contributed.
Acres — Enter the estimated amount of acres that the financial assistance will affect.

Click the Add Line button - Once you have complete contribution information, click the “Add
Line” button, indicated with the purple arrow. The tool will transfer the upper portion
information into the summary portion, clearing the boxes in the upper portion. You can now add
contributions for additional partners to the tool.
a. If you realize you made a mistake after you click add partner, you can click the “Remove
Last Line” button (indicated with a green arrow) and the tool will delete the last entry.
b. If you realize none of the information you entered is correct, you can click the “Clear All”
button (indicated with a green arrow) and the tool will delete all entries.

Enter all requests for NRCS funding as well as associated partner contributed — Repeat step 1
through step 10 until you have entered all the information into the tool.

Click the Submit button (indicated with the orange arrow) —
a. If you have completed all the required fields, the tool will advance to the next tab
“Upload Map.” Be sure you click “Add Line” for the last line of information entered.
b. If you have not completed all the required components, the tool will generate this error:

Microsoft Excel [&J

Please enter all required fields




Upload Map

Use this tab to upload a map of the project area.

- ] - | [ " " ~

Owerview ] Basic Project Info ] Project Details ] Executive Summary ] Project Partners ] Project Financials ~ Upload Map ]Upload Narrative ]

Pl daj f ject as described in the APF.
Eaipalansap Ll o etaaissane e If using an email dient ather than Microsoft Outlock, please attach a map manually

to your application along with the application file.

| Browse |

Upload

1. Click on the “Browse” button in the “Overview” tab (indicated with the yellow arrow). This
window will open.

-
{ Find map file &J
1
@v|5| b+ Libraries » Pictures » - ‘&,‘ Search Pictures R ‘
Organize * New folder = (7]

> 3 Decuments

- Pictures library
7 ‘J" Music Includes: 2 locations
b k= Pictures

> B Videos

Arrange by:  Folder *

48 Computer I w
> G 05 (C) e
> G Data (\AITVTST =
> 5 Aaron.Pratt (VAT

> G Shared (WAITVTE
> G FAPD (\\Aitdowa

Sample Pictures SammyScilRCPP

File name: -
Save as type: | Picture V]
Authors: Uriona, Beau - NRCS, 5a... Tags: Add atag

“ Hide Folders Tools - [ Save J [ Cancel I l

s =
—=

2. Navigate to the location you saved the map of the project location as a jpeg file. The tool
restricts the file type to pictures.

3. Click on the map file. The name appears in the “File Name” line at the bottom of the window.
4. Click on the “Save” button.

5. The tool will automatically upload the map to the tool and advance to the next tab.



Completing the fillable PDF for the narratives

One required component of the preproposal application is the fillable PDF for narrative elements for the
preproposal application. Follow these steps to complete the fillable PDF.

1.

Open the PDF.

Enter the Project Name in the first box on the first page.

Select the appropriate funding pool from the dropdown menu.

Select the lead state from the dropdown menu.

Click in the box under the nine narrative elements. You can either type directly or paste in text.
The PDF limits the response to 4700 characters for each element. The elements are listed below
as well as in the Fiscal Year 2016 Announcement of Program Funding.

%

Describe how each partner meets the eligibility criteria in Section Il.A. of the Fiscal Year
2016 Announcement of Program Funding.

Specify the geographic focus of the project area. This can be based on habitat type, land
uses, political jurisdiction of State or local government, or any other appropriate method to
identify the project area. Note that the project area does not need to be contiguous, but all
areas should have a common primary resource concern that the project addresses.

Identify the project objectives and the natural resource concerns that the project will
address and how the partners identified those concerns, see listings of priority resource
concerns in Section 1I.B. A complete list of NRCS approved natural resource concerns may
be found on the RCPP Web site

at: http://www.nrcs.usda.gov/wps/portal/nrcs/main/national/programs/farmbill/rcp
p/.

A general description of the plans for evaluating outcomes, including plans for monitoring
and modeling, and for reporting on progress to achieve the objectives of the application.

A brief description of the types and sequence of implementation of conservation practices
that the project will implement, for example:

e Conservation activity plans (EQIP only),

e Enhancements (CSP only),

e Wetland restoration activities, (ACEP, HFRP, sponsor-held floodplain easements),

e Easement acquisition activities (ACEP, HFRP, sponsor-held floodplain easements),

e Other partner activities to be implemented during the project timeframe.

If applicable, indicate how the project will “assist producers in meeting or avoiding the need
for natural resource regulatory requirements.” Section 1271B(d)(4)(A) of the 1985 Act.

A description of any requested program adjustments of terms (adjustments to regulations
or policy), including AGI waivers, by covered program, with an explanation of why the
adjustment of terms is needed in order to achieve the objectives of the project.

Whether and how the project requests alternative funding arrangements.

Any additional information that has not specifically been requested but will help reviewers
understand your proposal.



http://www.nrcs.usda.gov/wps/portal/nrcs/main/national/programs/farmbill/rcpp/
http://www.nrcs.usda.gov/wps/portal/nrcs/main/national/programs/farmbill/rcpp/

6. Save the PDF before closing.



Upload Narrative

Use this tab to upload the fillable PDF for the narrative responses for the Announcement of Program
Funding.

COverview I Basic Project Info I Project Details I Executive Summary I Project Partners I Project Finandals I Upload Map ~ Upload Narrative I

Please upload a pdf of your narrative,
| P iy If using an email dient other than Microsoft Outlook, please attach a narrative

manually to your application along with the application file.
I Browse |

1. Click on the “Browse” button in the “Overview” tab (indicated with the yellow arrow). This
window will open.

Hnd namrative file - - —— —-— u

Oovl . € BusinessTools » PreproposalAppTool - |+’-’. | | Search Preproposaldpp Tool Je |

Organize « Mew folder 4== - @

3 Downloads o Mame Date modified Type

15| Recent Places
- 'E] Draft Pre-Proposal Fillable 4/30/201510:01 AM - Adobe Acrol

ST b @ SammySeilRCPP 57472015 10:50 AM Adobe Acrol
= Libraries

@ Documents

JI' Music

[ Pictures

H videos

m

L Computer
s 05 (C)
L Data (OVATTVTSTY o, m k

File names: -

Save as type: ’pd.f vl

Authors: Uriona, Beau - NRCS, 5a... Tags: Add a tag

+ Hide Folders Tools - Save | [ Cancel ]
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2. Navigate to the location you saved the fillable narrative. The tool restricts the file type to PDF.

3. Click on the fillable narrative file. The file name will appear in the “File Name” line at the bottom
of the window.

4. Click on the “Save” button.

5. The tool will automatically upload the fillable PDF for the narratives to the tool.

a. If you have completed all the tabs, the indicators at the bottom of the screen will all be
green and the “Submit Application” button will be green.

b. If you have not completed all the tabs, the indicators at the bottom of the screen will be
red for the incomplete tabs. Navigate to the incomplete tab, complete the information
and press the “Submit” button within the tab. The “Submit Application” button at the
bottom right of the window should turn green.

Overview ] Basic Project Info ] Project Details ] Executive Summary ] Project Partners ] Project Finandials ] Upload Map  Upload Narrative

Fl load a pdf of tive.
e If using an email dient other than Microsoft Outlook, please attach a narrative

manually to your application along with the application file.

‘ C:\Users\aaron, pratt\Documents\BusinessTools \PreproposalAppTool Browse |

Change File

O |3 =

BasicInfo = Detals  Summary — Partners  Financials  Upload Map = Marrative Save Application Previous Tab Mext Tab ‘S.hlitmimlim ‘




Submit Application

After you have completed the preproposal application tool so that all the indicators at the bottom of the
window are green and you are ready to submit the application. The tool can email the application to the
RCPP team if you use Microsoft Outlook or generate a file for you to manually attach to an email to the
RCPP team.

1. Click the green “Submit Application” button at the bottom right of the screen (indicated with
yellow arrow).

R
---- Save Application Previeus Tab NextTab -
g

2. The tool will show this window. Click “Yes” to indicate that you are ready to continue.

[ )
Warning!

All applications will be ranked based on information provided. Are you sure you
want to submit?

3. The tool will show this window. Click “Yes” to indicate that you would like to send using
Microsoft Outlook, which the tool will use to create an email. Click “No” if you would like to
submit the application with another email client.

-
Choose email preference I-""‘"-]

I detect Microsoft Outlook is your default email client, would you like to
automatically send your application in via Qutlook, choese no if you'd rather use
a web email client like Gmail, Yahoo, etc.

If you click “Yes,” the tool will generate this message.

i B
Microsoft Excel - ﬁ

Thank you for submitting your propesal, a confirmation email will be sent to your
primary contact address once your application has been processed




If you click “No,” the tool will generate this message.

~
IMicmsoﬂ Excel M

Please save the following file and attach the file to an emnail addressed to
RCPP@wdc.usda.gov

=

1. Click “OK.” The tool will generate the following window.

L

Save As - M
. - - - I
@\‘:}v|- Desktop » - |¢¢ | | Search Desktop o
Organize - Mew folder E= > @
> Microsoft Excel — S Libraries ] Pratt, Aaron - MRCS, Saint Albans,
B iy VT
L J Systemn Folder % Systemn Folder

m

4.7 Faverites

B Desktop . | Computer A , Metwork
e L J.' Systern Folder hf Systemn Folder

4 Downloads
partialApp.rcpp

=] Recent Places

B ChicfsMecting RCPP File
E File folder 471 KB
4| Libraries J o
> @ Documents
> J? Music il
File name: RCPP_app -
|
Save as type: |[RCPP v]
Authors: Uriona, Beau - NRCS, 5a... Tags: Add a tag

“ Hide Folders

2. Navigate to the location you want to save the file.

3. Fillin a name in the “File Name” line at the bottom of the newly opened window or
leave the default “RCPP_app.”

4. Click the “Save” button.

5. Send an email to RCPP@wdc.usda.gov with the subject “New RCPP application” with the
following attachments:
- The saved file generated from the preproposal application tool
- Project map as a jpeg file
- PDFfillable form for the narrative elements



mailto:RCPP@wdc.usda.gov
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