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Indiana Easement Programs Payment Review Checklist


[bookmark: Dropdown1][bookmark: Text5]Program: 	Date:      
[bookmark: Text1][bookmark: Text2]Contract Number:                                                                                                     CIN #(s):      
[bookmark: Text3][bookmark: Text4]Office or County:                                                                                                       Amount: $     
[bookmark: Text6][bookmark: Dropdown2]FMMI numbers (if known):      	Final Payment?: 
1.   Prepare for Participant Signature on NRCS-CPA-1245 (WRP, WREP) or AD-1161 (FPE and HFRP)
[bookmark: Check1]|_| 	Verify the payment is within the period of performance start and end dates
[bookmark: Check2]|_|	Itemized receipts, invoices, or bills to support payment application.  All easements are “actual cost not to exceed a specified maximum cost” (AM) payments.
[bookmark: Check3]|_|	Verify practice certification was completed, (Signature in Sect. 3 on CPA-1245, Sect. 14 AD-1161)
[bookmark: Check4]|_|	Verify correct extent performed amount is entered to calculate the payment
[bookmark: Check31]|_|	Verify payment was calculated correctly and matches on all documents.
[bookmark: Check32]|_| 	Verify payment application pertains to a valid obligation with sufficient funds prior to submission
[bookmark: Check5]|_|	Review NRCS-CPA-1202 (or AD-1154 where applicable) or NRCS-CPA-152 (where applicable) to determine participant(s) designated with authority to sign payment application. One signature required.
[bookmark: Check30]|_| 	Ensure correct NEST and Legacy number (if applicable) are present on all pages.

2.    Payment Type(s) Indicator
[bookmark: Check6]|_|  Restoration Payment (Not Final, practices remain)
[bookmark: Check7]|_|  Final Restoration Payment
[bookmark: Check8]	|_| If Final, Area Easement Program Specialist will update Agreement in NEST as Completed.  Area Easement Program Specialist will notify State Budget Officer that any remaining funds may be deobligated.

3.   Determine Signature Authority for Businesses (if applicable)
[bookmark: Check9]|_|  Entity documents verifying the name of the entity, and who has the authority to sign
[bookmark: Check10]|_|  CCC-901 or CCC-902 with signature authority designated (2009 and later)

4.    Power of Attorney (if applicable)
[bookmark: Check12]|_|	Power of Attorney is correct
	
5.   Direct Deposit Review of SF-1199a
[bookmark: Check13]|_|	Name(s) match the NRCS-CPA-1245 or AD-1161, and NRCS-CPA-1202, AD-1154 or NRCS-CPA-152
[bookmark: Check14]|_|	A separate SF-1199a exists for each participant receiving a payment per the NRCS-CPA-1202 and NRCS-CPA-1245.  Participant has initialed existing SF-1199 to verify it is correct.
[bookmark: Check15]|_|	Entire SSN or TIN is present and matches the SSN or TIN on the NRCS-CPA-1245 or AD-1161 and the NRCS-CPA-1202, or AD-1154
[bookmark: Check16]|_|	Routing number and account number are filled in on SF-1199a and have not changed.

6.   Determine Assignments with NRCS-CPA-1236 or CCC-36 (if applicable)
[bookmark: Check18]|_|	NRCS-CPA-1236 is signed and dated by participant
[bookmark: Check19]|_|	NRCS-CPA-1236 indicates contract item or dollar amount of assignment
[bookmark: Check20]|_|	NRCS-CPA-1236 is signed and dated by the assignee and matches the SF-1199a
[bookmark: Check21]|_|	SF-1199a is present for payment assignee and matches vendor information in ProTracts

7.   Complete Payment Summary (Section 4. on CPA-1245) for Payees
[bookmark: Check23]|_|	Printed NRCS-CPA-1245 is accurate and complete for participant signature and applicable payment 
[bookmark: Check24]|_|	Vendor address is correct and matches the SF-1199a
[bookmark: Check25]|_|	Payment share to each participant is correct
[bookmark: Check26]|_|	Sufficient funds are obligated for the contract, and the payment is using funds during their period of availability

8.    NRCS-CPA-1245/ AD-1161 Obtain Participant Signature
[bookmark: Check27]|_|	Signed and dated by participant only after payment instructions are completed
[bookmark: Check28]|_|	Participant signature matches signature on NRCS-CPA-1202, AD-1154, NRCS-CPA-152 or Power of Attorney document as applicable
[bookmark: Check29]|_|	Payment shares match NRCS-CPA 1202 (or CCC-1200) or Payment Distribution form.  All signature authority reviews completed

When all the above are completed and correct, the Designated Conservationist should sign Section 3 of the CPA-1245 and this checklist (Line 9).  All payment material should then be sent to the Area Easement Program Specialist for review and signature (Line 10).  Area Easement Program Specialist should also signthe CPA-1245/AD-1161 showing concurrence. 

9.   Payment Review Completed by:   _______________________________   Date:______                                                 


10. NRCS Approval Signature: _____________________________ Date:______                                                                                    
 
This checklist, along with the CPA-1245/AD-1161 and all support documentation should be scanned and saved on State Office Shared drive Easement Programs in Funding request folder.  The originals should  be mailed to the State Easement Program Specialist.  Copies of documents should be maintained at the field for reference. 

This checklist serves as evidence that two distinct employees completed the application for payment. 

 

