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Indiana Easement Programs Obligation Review Checklist


[bookmark: Dropdown1][bookmark: Text5]Program: 	Date:      
[bookmark: Text1][bookmark: Text3]Contract Number:                                                                        Office or County:                                                                                                       

District Conservationist
1.   Prepare for Participant Signature on NRCS-CPA-1202 and appendix (WRP, WREP) or AD-1154 (FPE and HFRP) with General (AD-1154(a)), and Special Provisions
[bookmark: Check1]|_| 	Participants’ Names, Program Name, NEST number, Watershed. 
[bookmark: Check32]	|_| Designate next to NEST number appropriate initiative, if applicable (ex: WREP- Wabash, WREP- MRBI, GLRI)
[bookmark: Check33]|_|	Expiration Date (Top of NRCS-CPA-1202, Section  1(c) of AD-1154)
[bookmark: Check2]|_|	Verify Name, Address, SSN or TIN are completed correctly (Section 4 on NRCS-CPA-1202, and AD- 1154)  
[bookmark: Check43]|_| 	Correct payment distribution is present on NRCS-CPA-1202 and totals 100%.  Payment Distribution on NRCS-CPA-1202 may be different than easement payment distribution.
[bookmark: Check3]|_|	Verify on NRCS-CPA-1202, if applicable, all annual payment amounts are entered correctly, for the correct year, and the total amount filled in (Section 5)
[bookmark: Check30]|_| 	Ensure correct NEST number is present on all pages.
2.    Appendix
[bookmark: Check6]|_|  Verify all participants signed appendix if applicable (WRP)
3.   Determine Signature Authority for Businesses (if applicable)
[bookmark: Check9][bookmark: Check10]|_|  Entity documents verifying the name of the entity, and who has the authority to sig|
|_|  CCC-901 or CCC-902 with signature authority designated 
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-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 accuracy.
[bookmark: Check15]|_|	Entire SSN or TIN is present and matches the SSN or TIN on the NRCS-CPA-1202, or AD-1154
[bookmark: Check16]|_|	Routing number and account number are filled in on SF-1199a and have not changed
[bookmark: Check17]|_|	Electronic Funds Transfer (EFT) Waiver in lieu of Direct Deposit
6.   Payment Distribution Form (FPE and HFRP)
[bookmark: Check18]|_|	If a different payment distribution than Easement payment will be used, a new form will be completed.  This form may not be changed for the duration of the Conservation Program Contract.
[bookmark: Check31]|_|	Ensure payment percentages total 100%
7.   Complete Conservation Plan or Schedule of Operations (AD-1155 and AD-1156)
[bookmark: Check23]|_|	All Participant information, Program Contract Number, Land Units, Acreage and Expiration Date on EVERY page and match the NRCS-CPA-1202 or AD-1154
[bookmark: Check24]|_|	Obligation totals match those on the CPA-1202 if applicable


8. 	Modifications
|_|	Modification has been reviewed to determine if it is within scope or out-of-scope
[bookmark: Check41][bookmark: Check42]	|_| With-in Scope |_| Out-of-Scope
[bookmark: Check39]|_|	AD-1156 is complete, with all practices scheduled in the appropriate year
[bookmark: Check40]|_|	All previous payments are accurately reflected in the appropriate year
9.    Obtain Participant Signature
[bookmark: Check27]|_|	Signed and dated by participant prior to NRCS
[bookmark: Check28]|_|	Participants’ signatures on NRCS-CPA-1202, Appendix, and AD-1155/AD-1156, or AD-1154 and AD-1155/AD-1156 all match.
[bookmark: Check29]|_|	All signature authority reviews completed.
10. 	Signatures
[bookmark: Check38]|_|	If Restoration Contract obligation will occur prior to closing

	The undersigned duly understands that the Agreement number _______________ for which this Conservation Program Contract is intended has neither closed nor been recorded as of the date of the obligation.  Per the NRCS-CPA-1202 Appendix, no restoration practices will commence or be reimbursed prior to the closing and recording of the easement, without a pre-approved waiver from the State Conservationist.  Furthermore, the Natural Resources Conservation Service is under no obligation to provide reimbursement for any restoration activities done prior to the execution of the Warranty Easement Deed, regardless of their inclusion as part of this Conservation Program Contract. 

	________________________________________________________________________
	Participant Signature			 Print Name				Date
 
[bookmark: Check34]|_|	District Conservationist will sign and Date the AD-1155 or AD-1156 Designated Conservationist
	All original material, including this checklist, should be forwarded to the Area Easement Program Specialist for Review and Quality Assurance.  A copy should be maintained in the field office file. 

[bookmark: Check37]|_|	Area Easement Program Specialist adds appropriate BOC codes where applicable and signs the AD-1155 and AD-1156 as “Reviewed and Concurred”. 

[bookmark: Check35]|_|	The Area Conservationist or Area Easement Program Specialist will sign as the Contract Approval/Authorizing official (Section 6 of the NRCS-CPA-1202 and AD-1154)
	All documents may be scanned and saved on State Office Shared drive Easement Programs in Funding request folder. Originals mailed to the State Easement Program Specialist for review and QA

[bookmark: Check36]|_|	When Fund Availability is verified, the Assistant State Conservationist for Farm Bill Programs or State Easement Program Specialist will sign the Contract Obligation
	
	The signed contract will be provided back to Financial Management Staff for obligation.  When obligation is complete, a copy of the signature pages will be scanned and made available to the Area Easement Program Specialists and District Conservationists as evidence of obligation.  This scan should be maintained in the field office file for reference. 
