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Amendment Transmittal
A Reasonsfor Revision

County Release No. 492 contained software that provides an accounting interface with CRES
payment processing. This handbook has been revised to:

* provide instructions for using the following:

* accounting interface
» correction after performance process

* update screen examples to correspond with current software
* remove references to the following because they are no longer applicable:

* universal soil loss equation
* revised universal soil loss equation.

B Obsolete Material

1-CONSV (Rev. 1) isobsolete.
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Par. 1
Part 1 General Provisions

1 Overview
A Handbook Purpose
This handbook contains continuing policies, interpretations, and manual and automated
instructions for STC's and COC’ s to follow in administering the following program

operations:

e accepting requests, issuing approvals, determining C/S earned, and controlling funds for
cost-sharing

* processing applications for payment

» preparing and submitting recurring reports.
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Par. 1
1 Overview (Continued)

B Related Handbooks

Related handbooks include the following.

IF the material concerns... THEN see...
ACP policy and procedure 1-ACP.
appeals 1-APP.
supplementing provisions to this handbook 1-AS.
records management 25-AS.
Ccommon management provisions 1-CM.

FFC 4-CP.

CRP policy and procedure and automation procedure pertaining | 1-CRP and 2-CRP.
to the contract file

ECP policy and procedure 1-ECP.
handling receipts and deposits 3-Fl.
establishing receivables 6-Fl and 67-Fl.
making payments through the automated accounting interface 1-Fl.

assigning payments 63-Fl.

SIP policy and procedure and automated disbursement procedure | 1-SIP.
CRES vdlidations for AD-862 DM 9500-1.

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 1-2



Par. 1
1 Overview (Continued)

C Sourcesof Authority

Authority for the conservation C/S automation system is authorized as follows.

Program L egidation

ACP Sections 7 through 15, 16 A, and 17 of the Soil Conservation and Domestic
Allotment Act, as amended, and the Food Agriculture, Conservation, and
Trade Act of 1990 (WQIP)

CRP Sections 1201 through 1245, Subtitles A through F, Title XI1 of the Food
Security Act of 1985 as amended by the Food, Agriculture, Conservation,
and Trade Act of 1990

ECP Agriculture Credit Act of 1978 (Pub. L. 95-334) as amended by Disaster
Assistance Act of 1989 (Section 402)

SIP Food, Agriculture, Conservation, and Trade Act of 1990 (36 CFR Part 230)
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Par. 2
2 Relief Actionsby DAFP

A DAFP Waivers

DAFP may waive any procedural operation provisionsin this handbook to grant relief to a
participant:

* upon justification and recommendation by STC
* unless prohibited by statute.

This provision isin addition to, and not a substitute for:

* the appeals provisionin 1-APP
* thewaiver provisionsin 4-CP based on misaction or misinformation.
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Par. 3
3 State Supplementation and Forms

A Supplement Instructions

State Offices may supplement the instructions in this handbook.
B Forms

State and County Offices shall use nationally prescribed forms.

CEPD shall approve local forms designed by State or County Offices.

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 1-5



4 General Keyboard Guidelines

A Directional Keys

Par. 4

The following directional keys may be used to advance to data fields on a screen.

3180 or 3197 PC Directional
Directional Key Key Use

Right and left arrow Same Adjust the current cursor position within a
field.

Up and down arrow Same Adjust current cursor position to a particular
data field above or below the current cursor
position.

Up and down arrow “PageUp” and | To roll information up and down for viewing

holding “Shift” down “Page Down” when there is too much information to be
displayed on 1 screen.

Field Exit “Enter” onthe | To advance cursor to the next data field.

number pad,

“+” onthe Notes: If cursor ison data previoudly entered,

number pad, the data the cursor is on and to the

and “Tab” right of the cursor within the field will
be erased from the field if the “Field
Exit”, “Enter” on number pad, or “+”
on number pad is pressed.

Advance (—l) and (N Move to the beginning of the next or prior

prior field keys (+) fields

(Shift —1)

10-27-03
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Par. 4

4 General Keyboard Guideines (Continued)

B Command Keys

10-27-03

The presence or absence of command keys on a screen varies by its function; however, the use
of these keys is consistent throughout the conservation automation software.

The command keys are identified as follows.

IF screen
instructsuser | THEN on PC
to PRESS... PRESS... Function
“Cmd3” “F3” Previous menu will display.
“Cmd4” “F4” Previous screen will display.
“Cmd7” “Fr Current process will end.
IF the current THEN the original menu will
process has... display, and data entered will...
been completed be updated.
not been not be updated.
completed
“Cmd13” “Shift” + “F1” | Additional information will display.
“Cmd16” “Shift” + “F4” | Provides afunction to add data.
“Cmd20” “Shift” + “F8” | Provides a function to change data.
“Cmd24” “Shift” + “F12” | Provides a function to delete data.
“Help” “Alt” + “F1” or | Guidance on how to proceed or an explanation will be
right click displayed.
mouse, then
PRESS “Help”
(Pad2)
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Par. 5
5 Accessing the County Conservation Main Menu

A Example of Menu EEA00O

The following is an example of Conservation Main Menu EEAQQO.

COMVAND EEA000 EO
Conservation Main Menu

AD- 245/ AD- 862 Menu

CRP Ofer (Bid) Processing Menu
CRP Contract File Menu

Ledger Menu

Progress Reports Menu

USLE/ RUSLE Sel ection Menu

CCC- 1200/ CCC- 1245 Menu

SI P Di sbursenment Menu

PNoGALWNE

21. Return To Application Selection Screen
22. Return To Ofice Selection Screen

23. Return To Primary Sel ecti on Menu

24. Sign Of

Cmd3=Pr evi ous Menu

Enter option and press "Enter".

B Accessing Menu EEA000

Access Menu EEA000 according to the following.

Step Action Result
1 On Menu FAX250: Menu FAX 09002 will be displayed.
e ENTER"3
 PRESS"Enter”.
2 On Menu FAX09002: Menu FAX 07001 will be displayed.

* enter the option number that
corresponds to the county

 PRESS"Enter”.
3 | OnMenu FAX07001: Menu EEAQO0O will be displayed.

« ENTER"Y
 PRESS"Enter”.
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6 Accessing the State Conservation Main Menu

A Example of Menu EEF000

The following is an example of Conservation State Main Menu EEFOQO.

Par. 6

COMVAND
Conservation State Main Menu

COmd3=Pr evi ous Menu

EEFO00

State CCC Processing Menu

1

2. State AD 245/ AD-862 Reports Menu
3. CRP Ofer (Bid) Processing Menu
4
5

State Ledger Menu
Progress Reports Menu

21. Return To Application Selection Screen
22. Return To Ofice Selection Screen
23. Return To Primary Sel ection Menu

24. Sign Of

Enter option and press "Enter".

B Accessing Menu EEF000

10-27-03

Access Menu EEFO00 according to the following.

Step

Action

Result

e ENTER"3

1 |OnMenuFAX250:

 PRESS"Enter”.

Menu FAX 09002 will be displayed.

2 On Menu FAX09002:

* enter the option number that
corresponds to the State

 PRESS"Enter”.

Menu FAFO7001 will be displayed.

« ENTER"Y

3 On Menu FAFO7001:

 PRESS"“Enter”.

Menu EEFO00 will be displayed.

1-CONSV (Rev. 2) Amend. 1
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Par. 7
7 Session Date Error

A Never Alter Session Date

State and County Offices should never ater the session date on a system terminal to record
conservation activity.

If the session date is changed on a system terminal:
¢ conservation activity through the following options cannot be processed:

* Menu EEAQQOQ, options 1, 4, 6, and 8 (county)
* Menu EEFO00, option 4 (State)

» @ither of the following Session Date Error Screens will be displayed if an attempt is made
to process any of the aforementioned options on Menus EEA000 and EEFOQO:

+ EEA10100 (county)
« EEF40100 (State).

B Example of Screen EEA10100
The following is an example of Session Date Error Screen EEA10100 (county).

Note: State Screen EEF40100 is the same as the example, except for the screen number.

Conser vati on 000- ANYCOUNTY EEA10100
Session Date Error Screen Ver si on: AC89 07-22-2001 14:18 Term EO

SESSI ON DATE ERROR
The system has detected that the session date has been
altered. Please correct the session date to continue
processi ng conservation activity.

R

Call TACif you are restoring files at the end of the
fiscal year. TAC wll ask you for the session date and
time listed bel ow and then give you the password that
will allowentry into the system

Current Session Date: 2001-07-22 Time: 14:18:53

Passwor d:

Ent er =Cont i nue
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Par. 7
7 Session Date Error (Continued)

C Action on Screen EEA10100 or EEF40100

Complete the following on Screen EEA10100 or EEF40100.

IF the State or County
Office... THEN...

is not restoring FY -end * PRESS*“Enter”
conservation files

Note: The system will return to the original menu.
» correct the session date

*  process conservation activity as usual.

needs to restore FY -end + cal the National Help Desk through the State Office
conservation files and re- computer specialist

enter conservation data not
on the backup, and needs to Note: The National Help Desk shall:
have the session date altered
to do so * request the session date and time from
Screen EEA10100 or EEF40100

» provide apassword to be entered on
Screen EEA10100 or EEF40100.

o dfter the password is entered, record conservation
activity with the altered session date

o after the needed conservation data is recorded with the
altered session date, immediately correct the session
date.
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8 Terms
A ANAandLTA

In this handbook:

on an annual basis

2 or more practices.

9-15 (Reserved)

10-27-03

1-CONSV (Rev. 2) Amend. 1

Par. 8

ANA refersto any CRES program that provides for practices to be processed individually

LTA refersto CRES program that provide for multi-year contracts, generally consisting of
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Par. 16
Part 2 County Eligibility Table

16 Overview,
A County Eligibility Table Contents

The County Eligibility Table contains the applicable programs, fund codes, practices,
component codes, C/S rates, and C/S levelsthat are eligible for the county.

Note: The data must be correct on the County Eligibility Table for the conservation software
to work properly. This data must be kept up-to-date at all times.

B Example of Menu EEA100

The following is an example of Conservation AD-245/AD-862 Menu EEA100.

COMVAND EEA100 EO
Conservati on AD 245/ AD- 862 Menu

1. Create Initial AD 245 11. Display Conservation Status
2. Update Initial AD 245 12. County Eligibility Tabl e Update Menu
3. Needs Deternmnination 13. Primary Purpose Table Reports Menu
4. Approval Process 14. AD- 245/ AD- 862 Reports/Forns Menu
5. Partial Performance 15. Print/Update Letters
6. Final Performance 16. Reprint Form
7. Cancellation Process
8. Reinstatenent
9. Delete 20. Return To Application Primary Menu
10. Correction After Performance 21. Return To Application Selection Screen

22. Return To Ofice Selection Screen
23. Return To Primary Sel ecti on Menu
24. Sign Of

Cmd3=Pr evi ous Menu

Enter option and press "Enter".

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 2-1



16 Overview (Continued)

C Example of Menu EEA205

The following is an example of County Eligibility Table Update Menu EEA205.

Par. 16

COVVAND EEA205
County Eligibility Tabl e Update Menu

1 Pr ogr anms

2 Practices

3. Fund Codes

4. Conponent Codes
5

6

7

Control Nunber
Print County Eligibility Status

20. Return To Application Primary Menu

21. Return To Application Selection Screen
22. Return To Ofice Selection Screen

23. Return To Primary Sel ecti on Menu

24. Sign Of

Cmd3=Pr evi ous Menu

Enter option and press "Enter".

D Accessing Menu EEA205

Access Menu EEA205 according to the following.

State Special Practice Initial Conponent Codes

Step Action

Result

1 On Menu EEA0QO:

« ENTER"Y"
 PRESS"Enter”.

Menu EEA100 will be displayed.

2 On Menu EEA100:

« ENTER"12”
 PRESS"Enter”.

Menu EEA205 will be displayed.

10-27-03 1-CONSV (Rev. 2) Amend. 1
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Par. 17
17 Updating Programs on the County Eligibility Table

A Eligible Programs
All eligible programs in the county must have a“Y” status on the County Eligibility Table.
Important:  If the status for a program is changed to “N”, the status for all applicable
practices for that program will be set to “N”. If the program statusis set to
“N” by mistake, all program and practice data for that program must be
re-entered.

B Example of Screen EEA21000

The following is an example of Update Program Eligibility Screen EEA21000. All
conservation programs will be displayed on the screen.

Conservation 000- ANYCOUNTY Sel ection EEA21000
Update Program Eligibility Screen Version: AC89 07-20-2001 14:37 Term EO
Eligibility

Program Descri ption St at us

ACP Agricul tural Conservation Program Y

CRP Conservation Reserve Program Y

ECP Energency Conservation Program Y

PRP Past ure Recovery Program Y

SIP St ewar dshi p | ncentive Program Y

TAP Tree Assistance Program N

1997TAP 1997 Tree Assi stance Program N

VCSL Vari abl e Cost-Share County N

NO MORE PROGRAM CODES

Ent er=Conti nue Cmd7=End
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Par. 17

17 Updating Programs on the County Eligibility Table (Continued)

C Updating Program Eligibility Status

10-27-03

Update the program eligibility status according to the following.

Step Action Result
1 On Menu EEA205: Screen EEA 21000 will be
displayed.
¢« ENTER“Y1”
* PRESS“Enter”.
2 On Screen EEA21000, ENTER: Screen EEA 21000 will be

e “Y” inthe“Eligibility Status’ column if
the program is eligible in the county

o ontheVC/SL line, “Y” in the “Eligibility
Status’ column if the county is a variable
C/S level county for ACP.

Note: ACP must havea*“Y” flag for VC/SL
to beentered as“Y”.

When the program €ligibility statuses have
been entered, PRESS “Enter”.

redisplayed with the message,
“Program €ligibility statuses have
been updated”, at the bottom of
the screen.

« PRESS“Cmd4” or "F4” to
return to the “Eligibility
Status’ column to make a
change.

e PRESS“Cmd7” or “F7" to
return to Menu EEA205.

1-CONSV (Rev. 2) Amend. 1
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Par. 18
18 Updating Practices on the County Eligibility Table

A Eligible Practices

All eligible practices in the county must have a“Y” status, agency in charge of soil loss
calculation and technical determination, C/S level percent, and maximum lifespan data entered
on the County Eligibility Table. See DM 9500-1 for alist of all conservation practices.

Note: Separate ANA and LTA data must be entered for ACP practices,
B Example of Screen EEA21010

The following is an example of Update Practice Eligibility Screen EEA21010. All
conservation practices associated with eligible programs in the county will be displayed on the
screen for use with the Roll=Page option (Shift = up or down arrow or Page Up and Page
Down keys). Practices will be displayed according to the alphabetical order of the eligible
programs in the county which the practices are associated.

Conservati on 000- ANYCOUNTY Sel ection EEA21010
Update Practice Eligibility Screen Version: AC89 07-20-2001 14:44 Term EO
Practice

Practice ELI G

Code Practice Description Program St at us

CP8 G assed wat erways (Ac) CRP N

CP8A G assed wat erways (Ac) CRP N

CcP9 Shal | ow water areas for wildlife (Ac) CRP Y

CP9C Shal | ow water areas for wildlife (Ac) CRP N

CPON Shal | ow water areas for wildlife (Ac) CRP N

CP10 Veget ati ve cover, grass al ready established (Ac) CRP N

CP11 Veget ative cover, trees already established (Ac) CRP Y

CP12 Wldlife food plot (Ac) CRP N

CP13 Filter strips (Ac) CRP Y

CP13A Vegetative filter strips (grass) (Ac) CRP N

CP13B Vegetative filter strips (trees) (Ac) CRP N

CP13C Vegetative filter strips (grass) (Ac) CRP N

MORE PRACTI CE CCODES Practice Code To Change:
Ent er=Conti nue Cmi7=End Rol | =Page
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Par. 18
18 Updating Practices on the County Eligibility Table (Continued)

C Exampleof Screen EEA21015

The following is an example of Update Practice Eligibility Screen EEA21015.

Conservation 000- ANYCOUNTY Sel ection EEA21015
Update Practice Eligibility Screen Version: AC89 07-20-2001 14:52 Term EO
Practice - Code: EC3

- Description: Restori ng pernanent fences (AS)
Program ECP
Primary Purpose Codes: CDEFG Cost Share Required: Y
Units: ACRES SRVD Rates - Anortization: 0.1490
Maxi mum Ext ent Requested: 0640 - Erosion: 000

Practice Eligibility Status: Y

Responsi bl e Agency For - Soil Loss Cal culation: FSA

- Tech Determ nation: FSA
Cost Share Level: 64
Maxi mum Level All owed: 64
Li f espan: 10
M ni mum Li f espan Al | owed: 10

Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End
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18 Updating Practices on the County Eligibility Table (Continued)

D Displayed Data on Screen EEA21015

10-27-03

Par. 18

The following data is displayed on Screen EEA21015 and cannot be changed.

Used for Validation

Purposes
Throughout
AD-245 and
Displayed Data Description AD-862 Software
Practice Code
Practice
Description
Program Code
Units The units are either acres served, acres treated, or X
number.
Primary Purpose | Thedisplayed entries are the only acceptable codes X
Codes to be entered on AD-245 and AD-862 for this
practice.
Cost Share “Y”, “N”, or “E” will bedisplayed. This X
Required determines whether estimated C/S must be entered

when AD-245 is created in the system. If:

e “Y” isdisplayed, estimated C/S must be
entered

o “N” isdisplayed, estimated C/S cannot be
entered

Note: Only CP12 has this setting.

e “E’isdisplayed, estimated C/S may be entered
or |eft blank.

Note: Only CP practices, except CP12, have
this setting.

1-CONSV (Rev. 2) Amend. 1
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Par. 18
18 Updating Practices on the County Eligibility Table (Continued)

D Displayed Data on Screen EEA21015 (Continued)

Used for Validation
Purposes
Throughout
AD-245 and
Displayed Data Description AD-862 Software
Amortization Rate | Thisrateisused to compute calculations for X
this practice on the primary purpose reports.
Erosion Rate Thisrate is used to compute calculations for X
this practice on the primary purpose reports.
Maximum Extent If an extent requested greater than the X
Requested displayed amount is entered on AD-245 and
AD-862, awarning message will be
displayed.
Maximum Level Thisis the maximum C/S level percent
Allowed allowed for this practice.
Minimum Lifespan | Thisisthe minimum lifespan allowed for this
Allowed practice.
E Accessing Screen EEA21015
Access Screen EEA21015 according to the following.
Step Action Result
1 On Menu EEA205: Screen EEA21010 will be displayed.

e ENTER"2’
 PRESS"Enter”.

2 On Screen EEA21010, enter the practice | Screen EEA21015 will be displayed.
code to be changed.

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 2-8



Par. 18

18 Updating Practices on the County Eligibility Table (Continued)

F Updating Practice Data

10-27-03

On Screen EEA21015, update the applicable practice data. The following data must be

entered.

DataTo
Be Entered

Description

Practice Eligibility
Status

If the practice is dligible in the county, the status must be“Y™”. If the
practice is not eligible in the county, the status must be “N”.

Responsible
Agency for Soil
Loss Calculation
and Technica
Determination

Enter the technical service provider responsible for computing the
soil loss calculation and providing technical determinations for this
practice in the county. For ACP, enter separately the technical
service provider responsible for ANA and LTA. If the county does
not have any LTA’s, enter the technical service provider responsible
for ANA’sin both the ANA and LTA fields. The eligible codes are:

NRCS, Natural Resources Conservation Service

SFA, State Forestry Agency

FSA, Farm Service Agency

ES, Extension Service

Other, if none of the preceding technical agencies are applicable.

C/S Levd

Thisisthe C/S level percent that is eligible for this practice in the
county. Thisamount cannot exceed the amount displayed in the
“Maximum Level Allowed” field. The amount entered will not print
on AD-245. For ACP, enter separately the C/S percent for ANA
and LTA. If the county does not have any LTA’s, enter the C/S
percent entered for ANA’sin both the ANA and LTA fields.

Lifespan

This is the maximum lifespan determined for this practice in the
county. Thisamount cannot be less than the amount displayed in the
“Minimum Lifespan Allowed” field. The amount entered will
automatically print on AD-245, page 2, except for CRP practices.
For ACP, enter separately the lifespan for ANA and LTA. If the
county does not have LTA'’s, enter the lifespan entered for ANA’sIn
both the ANA and LTA fields.
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Par. 18

18 Updating Practices on the County Eligibility Table (Continued)

F Updating Practice Data (Continued)

10-27-03

When all datais correct, PRESS “Enter” to update. If all required data have been entered,
Screen EEA21010 will be displayed with the message, “ Practice has been successfully

changed”.

IF...

THEN...

other practices need
to be updated

enter the practice code to be changed and PRESS “Enter”. Follow
the instructions in this subparagraph to enter practice data.

there are no other
practices that need

to be updated

PRESS “Cmd7” or “F7”. Menu EEA205 will be displayed.
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Par. 19

19 Updating Fund Codes on the County Eligibility Table

A

10-27-03

Eligible Fund Codes

All eligible ACP, PRP, and SIP fund codes in the county must have a“Y” status on the
County Eligibility Table.

Note: Fund code “00” for each program is automatically considered eligible and will not be
displayed.

Example of Screen EEA21020

The following is an example of Update Fund Code Eligibility Screen EEA21020. All
applicable ACP fund codes will be displayed on this screen.

Conservati on 000- ANYCOUNTY Sel ection EEA21020
Updat e Fund Code Eligibility Screen Version: AC89 07-20-2001 15:37 Term EO
Fund Code
Fund Eligibility
Code Descri ption Program St at us
07 Water Quality Special Project ACP N
08 Hydrol ogi cal Unit (W) ACP N
09 USDA Denp Project (W) ACP N
10 FY 1992 Water Quality Incentive Project ACP N
11 FY 1993 Water Quality Incentive Project ACP N
12 FY 1994 Water Quality Incentive Project ACP N
13 FY 1995 Water Quality Incentive Project ACP N
14 FY 1996 Water Quality Incentive Project ACP N
50 State Funded ACP Special Project ACP Y
60 ACP/InterimEQP - Cropping ACP Y
MORE FUND CCDES
Ent er =Conti nue Cmd4=Previ ous Screen Cmd7=End Rol | =Page
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Par. 19

19 Updating ACP Fund Codes on the County Eligibility Table (Continued)

C Updating Fund Code Status

10-27-03

Update the fund code €eligibility status according to the following.

Step

Action

Result

1

On Menu EEA205:

e ENTER"3
 PRESS"Enter”.

Screen EEA21020 will be displayed.

On Screen EEA21020, ENTER “Y” in
the “Fund Code Eligibility Status” column
if the fund code is eligible in the county.

When the fund code dligibility statuses
have been updated, PRESS “Enter”.

Screen EEA21020 will be
redisplayed with the message, “Fund
Code €ligibility statuses have been
updated”, at the bottom of the
screen.

« PRESS“Cmd4” or “F4” to
return to “Fund Code Eligibility
Status’ column to make a
change.

e PRESS“Cmd7” or “F7" to
return to Menu EEA205.
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20

10-27-03

Par. 20

Adding, Deleting, and Changing Component Codes on the County Eligibility Table
A Component Codes
Eligible component codes and applicable data must be entered on the County Eligibility Table.

Component codes are unique for each State. The State Office shall establish and maintain
standardized components according to 1-ACP, Part 2, Section 4.

Important:  Never delete acomponent code that has been entered on an active AD-245

and AD-862.

Example of Screen EEA21030

The following is an example of Update Component Screen EEA21030.

Conservation 000- ANYCOUNTY Sel ection EEA21030
Updat e Conponent Screen Version: AC89 07-20-2001 15:46 Term EO
Cow as as

Code Descri ption Uni t Rat e Level

ML MULCH MATERI AL (LI TTER) TONS 15. 000

MPB PRESCRI BED BURN ($1000. 00 MAX) AC 3.500

MSF MJ ST SO L FACILITY EA 3000. 000

MBM MEDI UM S| TE PREPARATI ON ( MECHANI CAL) AC 41. 000

NCL NON- COMVERCI AL THI NNI NG (LI GHT) AC 21. 000

NCM NON- COMVERCI AL THI NNI NG ( MEDI UM AC 33. 000

NCT NON- COMVERCI AL THI NNI NG ( MECHANI CAL) ACRE 41. 000

NT NI TROGEN ( TOTAL UNITS) UNI TS . 160

NML EROSI ON CONTROL- NPK72 UNI TS/ AC (SI P) AC 25. 000

NvVR FOOD PLOTS AC 13. 000

NVB LIME 1 TON PER ACRE (SIP) AC 15. 000

NV LI ME 2 TON PER ACRE (SIP) AC 34. 000

NO $ COMPONENT FOR NON- COST/ SHARED PRACTI CES ACRE

MORE COVPONENT CODES

Cmd7=End Onmd16=Add OCnd20=Change OCmi24=Delete Hel p=Help Text Rol | =Page
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Par. 20

20 Adding, Deleting, and Changing Component Codes on the County Eligibility Table

(Continued)

C Example

of Screen EEA21035

The following is an example of Update Component Screen EEA21035.

Conser vat

Conponent - e
- DeSCription: ...

ion 000- ANYCOUNTY

Updat e Conponent Screen

Code:

Unit: ...
Cost Share Rate: .........
Cost Share Level: ....

Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End

D Adding a Component Code

Sel ection EEA21035

Version: AC89 07-20-2001 15:46 Term EO

Add a component code to the County Eligibility Table according to the following.

Step

Action

Result

1

On Menu EEA205:

« ENTER"#4’
 PRESS"Enter”.

Screen EEA21030 will be
displayed. All active component
codes will be displayed on the
screen.

On Screen EEA21030, PRESS “Cmd16” or
“Shift” + “F4” to add a component code.

Note: PRESS “Help” or “Alt” + “F1” for
additional information.

Screen EEA21035 will be
displayed.

10-27-03
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Par. 20

20 Adding, Deleting, and Changing Component Codes on the County Eligibility Table
(Continued)

D Adding a Component Code (Continued)

Step Action Result
3 | On Screen EEA21035, enter the following data. Screen EEA21030 will be
redisplayed with the

Component Code. Component codes shall:

* beapha, numeric, or alphanumeric
* not be more than 4 characters.

Component Description. The description shall
not be more than 44 characters.

Unit. The unit shall not be more than 5
characters. Examples of unitsare CY,, FT, LB,
or acre.

C/S Rate. Therate shall be numeric with2 or 3
decimal places. Do not include any symbols,
except for adecimal point. If aflat rate or
percent of cost not to exceed arate is used, there
must be an entry in thisfield. 1f a percent of
actual cost isused or if component is non-C/S,
leave this field blank.

C/S Level. The percentage shall bein whole
numbers. Do not include any symbols. If a
percent of cost not to exceed aflat rateis used,
there must be an entry in thisfield. If aflat rate
isused or if component is non-C/S, leave this
field blank. WQP1 shall be entered as 100.

Note: If the component isanon-C/S component
for CRP, leave both C/S rate and level
fields blank.

When al component data is entered, PRESS
“Enter”.

message, “Component has
been added” .

PRESS “Cmd7” or “F7" to
return to Menu EEA205.

10-27-03
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Par. 20
20 Adding, Deleting, and Changing Component Codes on the County Eligibility Table
(Continued)

E Deleting a Component Code
Delete a component code from the County Eligibility Table according to the following.
Important:  Never delete a component code that has been entered on an active AD-245

and AD-862. If thisoccurs, AD-245 cannot be accessed until component code
is added to the County Eligibility Table.

Step Action Result
1 On Menu EEA205: Screen EEA21030 will be
displayed with all active
« ENTER“4’ component codes.

 PRESS"Enter”.

2 | On Screen EEA21030, PRESS “Cmd24” or Screen EEA21030 will be
“Shift” + “F12” to delete a component code. redisplayed with the “Component
Code to Delete” field.

Note: PRESS “Help” or “Alt” + “F1” for
additional information.

3 | On Screen EEA21030: Screen EEA21045 will be
displayed with the component
* enter the component code that isto be code that was entered on
deleted Screen EEA21030.

« PRESS“Enter”.

4 | On Screen EEA21045, the question, “Isthis IF... THEN...
the component you wish to delete (Y or N)?’, | ..,.,
will be displayed. Y” was | Screen EEA21030

entered | will be displayed with

« ENTER*"Y” to delete the component the message,

- ) “Component has
code and PRESS “Enter”. been deleted”, at the

bottom of the screen.

« ENTER*“N” if the component code

should not be deleted and PRESS “Enter”. | “N” was | Screen EEA21030
entered | will be displayed and
the cursor will
display in the
“Component Code to
Delete” field.
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Par. 20

20 Adding, Deleting, and Changing Component Codes on the County Eligibility Table

(Continued)

F Changing Data for a Component Code

10-27-03

Change data for a component code on the County Eligibility Table according to the following.

Note: Follow this subparagraph to change component description, C/Srate, C/S level, or

unit for a component code.

Step Action Result
1 On Menu EEA205: Screen EEA21030 will be displayed
with al active component codes.
* ENTER"4”
« PRESS“Enter”.

2 On Screen EEA21030, PRESS “Cmd20” | Screen EEA21030 will be redisplayed
or “Shift” + “F8” to change datafor a with the “Component Code to
component code. Change” field.

Note: PRESS “Help” or “Alt” + “F1”
for additional information.

3 | On Screen EEA21030: Screen EEA21040 will be displayed

with the current data for the
¢ enter the component code that isto component code.
be changed
» PRESS"Enter”.

4 On Screen EA21040, change the Screen EEA21030 will be displayed

necessary data. with the message, “Component has
been changed”, at the bottom of the

When all applicable data have been screen.

changed, PRESS “Enter”.

1-CONSV (Rev. 2) Amend. 1
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Par. 21
21 Adding, Changing, and Deleting SSP I nitial Component Codes on the County Eligibility
Table

A Background on SSP’'s

SSP's are ACP practices developed by States to address local environmental needs. There

may be multiple SSP' s developed by a State, but all AD-245's processed for these practices
will use the practice code and practice title SSP. SSP’'s may be used for ANA, LTA, EAN,
and ELT.

Since all applications are processed and reported as SSP, the only way to differentiate
between SSP’ s is by using the initial component code on AD-245's for SSP’s as the means of
identifying what the particular special practiceis. Initial component codes for SSP's are
handled differently in the system and require different data recorded in the system than other
component codes.

Initial component codes for SSP' s shall be established and maintained at the State level, as
they are for all other component codes.

B SSP Initial Component Codes
Since the initial component code for SSP’s only identifies what the practice is, no C/S will be
paid for the initial component code. However, component codes 2 through 6 for SSP' s are

eligible for C/S, and will be processed as they would be for any other practice.

SSP initial component codes and applicable data must be entered on the County Eligibility
Table before creating AD-245's in the system for SSP's.

Add, change, or delete SSP initial component codes in the system through option 5, “ State
Specia Practice Initial Component Codes’, on Menu EEA205, according to this paragraph.

Important: Never delete an SSP initial component code that has been entered on an active
AD-245 and AD-862.
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Par. 21
21 Adding, Changing, and Deleting SSP Initial Component Codes on the County Eligibility
Table (Continued)

C Accessing Screen EEA21030
On Menu EEA205, ENTER “5” and PRESS “Enter” to access Screen EEA21030. Adding,

changing, and deleting SSP initial component codes are performed from Screen EEA21030.
The following is an example of Screen EEA21030.

Conservation 000- ANYCOUNTY Sel ection EEA21030

Updat e Conponent Screen Ver si on: AC90 08-21-2001 10: 47 Term EO
Ccow

Code Descri ption Uni t

SSP1  AQUACULTURE WASTE CONTROL FACILITY NO

SSP2 S| TE PREPARATI ON FOR NATURAL REGENERATI ON AC

SSP3 RESTORATI ON OF SALT DAMAGED SO L AC

NO MORE COVPONENT CCDES

Omd7=End Ond16=Add ©Cnd20=Change OCnd24=Delete Hel p=Hel p Text
IM Use Omdl6, Cnd20, & Cnd24 to process conponents.

Note: The screen will be displayed blank if no SSP initial component codes have been added.
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Par. 21
21 Adding, Changing, and Deleting SSP Initial Component Codes on the County Eligibility
Table (Continued)

D Accessing Screen EEA21050

On Screen EEA21030, PRESS “Cmd16” or “Shift” + “F4” to add an SSP initial component
code. Update Component Screen EEA21050 will be displayed. The following is an example

of Screen EEA21050.
Conservati on 000- ANYCOUNTY Sel ection EEA21050
Updat e Conponent Screen Version: AC89 07-20-2001 16:01 Term EO

Conponent - Code: .....

- DESCIi Pli ON:
- Unit: oLl
- ANA- LTA
Responsi bl e Agency For - Soil Loss Calculation: ...... ......
- Tech Determnation:  ...... ......
Cost Share Level:
Maxi mum Level Al | owed: 80 80
Li f espan:
M ni mum Li f espan Al | owed: 3 3

Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End
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Par. 21

21 Adding, Changing, and Deleting SSP Initial Component Codes on the County Eligibility
Table (Continued)

E Adding an SSP Initial Component Code on Screen EEA21050

10-27-03

To add an SSP initial component code, enter data on Screen EEA21050 according to the

following.

Step

Action

1

Enter the SSP initial component code. Component codes shall:

* beapha, numeric, or alphanumeric
» not be more than 4 characters.

Enter the SSP initial component code description. The description shall not be
more than 44 characters.

Enter the unit. The unit shall be either “AC” for acre or “NO” for number.

Enter the technical service provider responsible for computing soil loss and
providing technical determinations for this SSP initial component in the county.
Enter separately the technical service provider responsible for ANA and LTA. If
the county does not have any LTA’s for the component, enter the agency
responsible for ANA’s in both the ANA and LTA fields. The eligible codes are:

NRCS, Natural Resources Conservation Service

SFA, State Forestry Agency

FSA, Farm Service Agency

ES, Extension Service

other, if none of the preceding technical agencies are applicable.

Enter the C/S level percent that is eligible for this SSP initial component in the
county. Thisamount cannot exceed 80 percent, which is displayed in the
“Maximum Level Allowed” field. The amount entered will not print on AD-245.
Enter separately the C/S percent for ANA and LTA. If the county does not have
any LTA’sfor the component, enter the C/S percent for ANA’s in both the ANA
and LTA fields.
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Par. 21

21 Adding, Changing, and Deleting SSP Initial Component Codes on the County Eligibility
Table (Continued)

E Adding an SSP Initial Component Code on Screen EEA21050 (Continued)

10-27-03

Step

Action

6

Enter the lifespan determined for this SSP initial component in the county. This
amount cannot be less than 3 years, which is displayed in the “Minimum Lifespan
Allowed” field. The amount entered will automatically print on AD-245, page 2.
Enter separately the lifespan for ANA and LTA. If the county does not have
LTA’s, enter the lifespan entered for ANA’s in both the ANA and LTA fields.

PRESS “Enter” when all data has been correctly entered on Screen EEA21050.
Screen EEA21030 will be displayed with the:

* new component
* message, “Component has been added”, at the bottom of the screen.
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Par. 21

21 Adding, Changing, and Deleting SSP Initial Component Codes on the County Eligibility
Table (Continued)

F Changing an SSP Initial Component Code

10-27-03

Change the following data for an SSP initial component code on the County Eligibility Table
according to the following:

component description

unit

responsible agency for soil loss calculation and technical determination
CI/Sleve

lifespan.

Step Action Result

1 On Screen EEA21030, PRESS “Cmd20” or | Screen EEA21030 will be
“Shift” + “F8” to change data for an SSP redisplayed with the “ Component
initial component code. Code to Change” field.

Note: PRESS “Help” or “Alt” + “F1” for
additional information.

2 On Screen EEA21030: Screen EEA21050 will be

displayed with the current data for

» enter the component code that isto be the SSP initial component code.
changed

 PRESS"Enter”.

3 | On Screen EEA21050: Screen EEA21030 will be
displayed with the message,
» change the necessary data “Component has been changed”,

at the bottom of the screen.
* PRESS “Enter” when all the applicable
data has been changed.

1-CONSV (Rev. 2) Amend. 1 Page 2-23



Par. 21

21 Adding, Changing, and Deleting SSP Initial Component Codes on the County Eligibility
Table (Continued)

G Deleting an SSP Initial Component Code

Delete an SSP initial component code from the County Eligibility Table according to the

following.

Important:  Never delete an SSP initial component code that has been entered on an active
AD-245 and AD-862. If thisoccurs, AD-245 cannot be accessed until the
component code is added to the County Eligibility Table.

Step Action Result
1 On Screen EEA21030, PRESS “Cmd24” or Screen EEA21030 will be
“Shift” + “F12” to delete an SSP initial redisplayed with the

component code.

Note: PRESS “Help” or “Alt” + “F1” for
additional information.

“Component Code to Delete”
field.

On Screen EEA21030:

* enter the SSP initial component code that is
to be deleted

 PRESS"Enter”.

Screen EEA21050 will be
displayed with the SSP initial
component code that was
entered on Screen EEA21030.

10-27-03
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Par. 21

21 Adding, Changing, and Deleting SSP Initial Component Codes on the County Eligibility
Table (Continued)
G Deéleting an SSP Initial Component Code (Continued)
Step Action Result
3 On Screen EEA21050, the question, “Isthis IF... THEN...
: -
\tlcielrl ct())engjpi)or:en;é/ou wish to delete (Y or N)?7’, Y Was Screen EEA21030
Spiayed entered | will be displayed
+ ENTER*“Y" to delete the SSP initial Wg:;gi?mmt o0e.
component code and PRESS “Enter”. been deleted”, at
« ENTER“N” if the SSP initial component tsr(l(rael;?]ttom of the
code should not be deleted and PRESS '
“Enter”. “N” was Screen EEA21030
entered will be displayed
and the cursor will
display in the
“Component Code
to Delete” field.
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Par. 22
22 Establishing Components for Non-C/S CP Practices

A Background

Some non-C/S CP practices, such as CP10 or CP11, when processed as a non-C/S CP
practice, may not need components, because there is nothing to implement. In these cases,
components are needed only to satisfy the system requirement that at least 1 component must
be added to AD-245.

Note: All CP practices, except CP12, are flagged “E” in the “C/S required” field of the
County Eligibility Table allowing processing as either a C/S or non-C/S CP practice.

Other non-C/S CP practices may need components to assist the participant in practice
implementation.

Components used for C/S CP practices may be used for non-C/S CP practices or specific
components may be established for use with non-C/S CP practices according to this

paragraph.

B State Office Responsibility
State Offices shall determine what components will be used for non-C/S CP practices.
Examples of component options are provided in subparagraphs D through H to assist in the
determination process.

C Guiddinesfor Establishing Non-C/S Componentsfor Non-C/S Practices
Create non-C/S components by establishing only the following elements for each component:
¢ component code
¢ component description

e unit.

Do not include the C/S level or rate for the component. Omitting these 2 elements makes the
component non-C/S.
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Par. 22
22 Establishing Componentsfor Non-C/S CP Practices (Continued)

C Guiddinesfor Establishing Non-C/S Components for Non-C/S Practices (Continued)

For established practices, such as CP10 or CP11, when processed as a non-C/S CP practice,
1 possibility isto create a single “generic’ non-C/S component that can be used for both

practices.

Example: Code: N-CS
Description:  Non-cost-shared component
Unit: Acre

Non-C/S components may be established for other non-C/S practices by copying existing C/S
components with the following changes:

* using different component code
» omitting the C/S levels and/or rates.

Example: Current C/S component:

Code: FES
Description:  Tall Fescue - 30 pounds per acre
Unit: Pound

C/S Rate: .300

Non-C/S version:

Code: NFES
Description:  Tall Fescue - 30 pounds per acre (non-C/S)
Unit: Pound

Suggestion:  All non-C/S components may be grouped together on the County Eligibility
Table by beginning each component code with the same letter or number, such
as“N” for non-C/S or “Z” for all non-C/S components, to appear at the end of
the County Eligibility List.
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Par. 22
22 Establishing Componentsfor Non-C/S CP Practices (Continued)

D C/ISCP2
The following is an example of approved AD-245 for CP2 for which C/S will be paid. All of

the components used are percent-of-cost with a not-to-exceed rate. It isincluded as a
reference for examples in subparagraphs E and F.

FORM APPROVED

Page 2 - ‘ ' ' OMB NO. 0560-0082
AD-245 U.S. DEPARTMENT OF AGRICULTURE ['ST. £7°C0. & €/D | CONTROL NO.(F/Y & NO.)
(09-11-95) PRACTICE APPROVAL AND PAYMENT APPLICATION 1 zmew s | 2001 0033
(AD-245 replaces ACP-245 and SIP-245) 0 - . v

FARMNO.  NAME AN ADDRESS FARMLAND . | PROGRAM | FUND '|"CONTRACT/LTA{' PRIMARY | EXPIRATION NOTICE

| | |
1898 U,S, FARMER | 105.0 |, .CODE { .CODE | & ITEM NGV, | PURPOSE | Practice must be
§55 SHORT. ROWS | | . | . el | completed and reported
TRACT No, COUNTRYVIEW, LA 11111-1111 | CROPLAND | | o) . | | by 10-30-2001
1959 | 75.5 | S |- | OTHER [
| | CRP N | -2000 0001 | ASSISTANCE -----------------------
| | |

Tetephone No.
Your request for program cost-sharing tao perform the practice shown below 1s approved for the farm identified above. If you decide
not to perform this practice, or 1f you cannot complete 1t by the expiration date, p]ease notify the Approving Official's office in
writing at once.
DESCRIPTION OF PRACTICE OBJECTIVE
WILDLIFE HABITAT IMPROVEMENT

Cost-Shares

Cost-Shares | Extent

Extent | Extent

Y. During the current fiscal year Oct. 1 - Sep, 30, have you received or
will you recefve a cost-share payment under the same program on this or | Net Payment
any other farm other than through this AD-2457 .
(If yes, report State, County, and amount by farm). | Payment Approved . (initials) | | ACH/Check Number
. | (For SIP). C/$ Earned Apprpved)By/Date |(For SIP) Calc. Verif. By/Date
| . |

| | [ | |
Number | Practice Title | Requested | Approved | Rate | Apprcved | Performed |- . Earned
e A e R LR LR R J==-= G =men Jo=== D w==]== E =ee]eenacn Foomnen J---- G ----|---< H -----
cP2 | Establishment of permanent native grasses (Ac | 40,0 | 40,0 |+ | 3500* |
CP2F | FERTILIZER FOR CP2 504 OF 20-20-20 ACRE | 40.0 | 40.0| 30.000{ 1200 |
cees | SEED AND SEEDBED PREPARATION FOR CP2 ACRE | 40.0 | 40.0 | 60.000] 2400 |
| | | ! | | |
| | | | | | |
| | | [ ! | |
| | | | o | |
* - Total Cost-Shares Approved Far Practice, Component Figures Shown Are Included In This Amount
CP2F -  50% of cost not to exceed rate in column E. CP2S - 50% of cost not to exceed rate in column E
JNSTRUCTIONS TO PARTICIPANT To receive payment of credit for any cost-shares| APPROVAL ISSUED BY APPROVING OFFICIAL | DATE
earned on this practice, repert performance in col. G and complete ITEMS X | (FOR SIP) APPROVAL MAILED BY CED
and Y below; date and sign the certification below; and file with the issulng|
office by the date noted 1n EXPIRATION NOTICE |
X. Did you bear all the expense (except for program cost-sharing) for per- | {
forming this practice? (If No, report name(s) and address(es) of other |_Iotal Cost-Shares Earned
person{s) or agency who bore any part of the expenses. Also show kind, | . i {
extent and value of their contribution.) | |_Payment Advance (Partial Payment) .|
| !
| s Partic, oo FSA Debt Reg.t Y / / N/ /
| . . |
|_Setoff |
YES /) WO /_t ( . I '
------------------------------------------------------------------------ | -Debt Assigniment.
|
|

CERTIFICATION BY PARTICIPANT. I certify that the above {information is true and correct.. I further certify that the entry n Column
G shows that the practice was performed 1n accordance with the practice specifications and other program requirements. I hereby
apply for payment to the extent that the Approving Official has determined that the practice has been performed and further certify
that this payment is not a duplicate of any other earned by me. [ agre¢ to maintain this practfce for at least __ years following
the year the practice 1s completed. 1 agree to refund all or part of the cost-share assistanceipatd to me, as determined by the
Approving Offical, 1f before expiration of the practice 11fespan specified above, 1 (&) deStroy the practice tnstalled, or

(b) voluntarily relinquish control or title to the land on which the installed practiceé has baen established and the. new owner
and/or operator of the land does not agree {n writing to properly maintain the practice for the remainder of 1ts specified 11fespan.
I understangd that form "CONTINUATION FOR AD:245" 1s by reference 1ncorporated herein and with this. page constitutes the entire
agreement between the parties.

PARTICIPATION IN USDA PROGRAMS IS OPEN TO ALL ELIGIBLE APPLICANTS NITHOUT REGARD TQ RACE, COLOR, RELIGION, NATIONAL ORIGIM,’ AGE,
SEX, MARITAL STATUS, OR DISABILITY. }
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Par. 22

22 Establishing Componentsfor Non-C/S CP Practices (Continued)

E Non-C/SCP2 With C/S Components

10-27-03

The following is an example of approved AD-245 for CP2. This practice is being processed
as anon-C/S practice, but uses existing components for C/S CP practices. The same
components are used on this AD-245 that are used for the C/S CP2 in subparagraph D.

' FORM APPROVED
Page 2 . : OMB NO. 0560-0082

AD-245 - . U.S. DEPARTMENT OF AGRICULTURE ~ ’ | S§T. & CO. & C/D | CONTROL NO.(F/Y & NO.} |
(09-11-95) PRACTICE APPROVAL AND PAYMENT APPLICATION ) 22 077 3 | 2003 0015 |

(AD-245 replaces ACP-245 and SIP-245)

FARM NO.  NAME AND ADDRESS D | FARMLAND .| PROGRAM | - FUND | CONTRACT/LTA'| PRIMARY - | EXPIRATION NOTICE
1898 U S FARMER | 105.0 | CODE | CODE | & ITEM NO. | PURPOSE | Practice must be
. 555 SHORT ROWS | } | | | | completed and reported
TRACT No. COUNTRYVIEW, LA 11111-1111 | CROPLAND | - | | | | by 05-15-2003
1959 | 75.5 | { | | i
| | CRP | | 2003 0004 | EROSION  |------memmmemmemmem o
Telephone No. | | | | | | ID 439 06 0858 S

Your request for program cost-sharing to perform the practice shown below 1s approved for the farm 1dentified above. If you decide
not to perform this practice, or 1f you cannot complete it by the expiration date, piease notify the Approving Official's office in
writing at once.

DESCRIPTION OF PRACTICE OBJECTIVE ) .

EROSION

{ | Extent | Extent | | Cost-Shares | Extent | Cost-Shares
Number | Practice Title | Requested | Approved | Rate | Approved | Performed | Earned
B B R Rt Rt B owwtoome et J=eme € =e-- J=eem Dommmfes Eomeefenees R R BE T EY L How----
CP2 | Establishment of permanent native grasses (Ac | 48.0 | 48,0 | | * | |
CP2S | SEED AND SEEDBED PREPARATION FOR CP2 ACRE | 48.0 | 48.0 | 60.000] | |
CP2U | WEED CONTROL (MECHANICAL) ACRE | 48.0 | 48,0 | 5.000| | |

| | | | | | |

| | | | | | !

| | | | | | |

| | | | | | !

* - Total Cost-Shares Approved For Practice, Component Figures Shown Are Inciuded In This Amount
CP2S -  50% of cost not to exceed rate in column E. CP2W - Flat rate.
INSTRUCTIONS TO PARTICIPANT To recelve payment or credit for any cost-shares| APPROVAL ISSUED BY APPROVING OFFICIAL DATE

and Y below; date and sign the certificatiaon below; and file with the 1ssu1ng|
office by the date noted Tn EXPIRATION NOTICE.

]
earned on this practice, report performance in col. G and complete ITEMS X | (FOR SIP) APPROVAL MAILED BY CED |
|
|

X. Did you bear all the expense (except for program cost-sharing) for per- |

forming this practice? (If No, report name(s) and address(es) of other |_Jotal Cost-Shares Earned
person(s) or agency who bore any part of the expenses. Also show kind, |
extent and value of their contribution.) |_Payment Advance (Partial Payment)

[
{_Is Partic. on FSA Debt Reg,? Y / /. N / /

i
|_Setoff
YES /_/ + NO /_J . |

Y. During the current fiscal year Oct. 1 - Sep. 30, have you received or
will you receive a cost-share payment under the same program on this or | Net Payment
any other farm other than through this AD-2457
(If yes, report State, County, and amount by farm). | Payment Approved (initials) | ACH/Check Number
| (For SIP) C/S Earned Approved By/Date |(For SIP) Calc. Verif. By/Date

CERTIFICATION BY PARTICIPANT I certify that the above information is true and correct. I further certify that the entry in Column
G shows that the practice was performed in accordance with the practice specifications and other program requirements. 1 hereby
apply for payment to the extent that the Approving Official has determined that the practfce has been performed and further certify
that this payment s not a duplicate of any other earned by me. I agree to maintain this practice for at least __ years following
the year the practice is completed. I agree to.refund all or part of. the cost-share assistance paid to me, as determined by the
Appraving Offical, {f before expiration of the practice 1jfespan specified above, 1 (a) destroy the practice installed, or

(b) voluntarily reanu1sh control or title to the Tand on which the installed practice has been established and the new owner
and/or operator of the land does not agree 1n writing to properly maintain the practice for the remainder of 1ts specified 11fespan.
1 understand that form "CONTINUATION FOR AD-245" 1s by reference incorporated herein and with this page constitutes the entire
agreement between the parties.

PARTICIPATION IN USDA PROGRAMS IS OPEN TO ALL ELIGIBLE APPLICANTS WITHOUT REGARD TO RACE, COLOR, RELIGION, NATIONAL ORIGIN, AGE,
SEX, MARITAL STATUS, OR DISABILITY.
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Par. 22

22 Establishing Componentsfor Non-C/S CP Practices (Continued)

E Non-C/SCP2 With C/S Components (Continued)

10-27-03

The advantage of using existing components for C/S practices is that no additional
components need to be established or maintained.

The disadvantage is that the component information printed on AD-245 for C/S components
could be midleading. It could be interpreted from the component messages printed above the
instructions to the participant and rates in column E, that C/S will be paid, even though no
approved C/S amounts are printed in column F. Thisis also true for flat rate and
percent-of-cost components.
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Par. 22
22 Establishing Componentsfor Non-C/S CP Practices (Continued)

F Non-C/S CP2 With Non-C/S Components

The following is an example of approved AD-245 for CP2 using non-C/S components that
have been created from the C/S components in subparagraphs D and E.

FORM APPROVED

Page 2 OMB NO. 0560-0082
AD-245 " “ U.S, DEPARTMENT OF AGRICULTURE o : f ST.. & CO. & C/D.| CONTROL NO,(F/Y & NO.)
(09-11-95) | PRACTICE APPROVAL AND PAYMENT "APRLICATION : | 22 077 3 | 2003 0017

(AD-245 replaces ACP-245 and SIP-245)

FARM NO. NAME AND ADDRESS | FARMLAND | PROGRAM | "FUND | CONTRACT/LTA | PRIMARY | EXPIRATION NOTICE
1898 U § FARMER | 105.0 | - CODE | CODE | & ITEM NO, | "PURPQSE .- | Practice must be
555 SHORT ROWS | | | | | | completed and reported
TRACT No. COUNTRYVIEW, LA 11111-1111 | CROPLAND | | | | | by 05-15-2003
1959 | S U786 | | | | [
{ | CRP | |- 2003 0015 | ~ EROSION [ R A LR L LR
| : | | |

Telephone No.

Your request for program cost-shafing to perform the practice shown below fs approved for the farm identified above. If you decide
not to perform this practice, or 1f you cannot complete it by the expiration date, please notify the Approving Official's office in
writing at once.

DESCRIPTION OF PRACTICE OBJECTIVE

EROSION

| | Extent | Extent | | Cost-Shares | Extent | Cost-Shares
Number | Practice Title | Requested | Approved | Rate | Approved | Performed. | Earned
T R e e T P T P TP |==== € -evo|=mmn D mom]ee E-mn e R A R G ----|--== H =----
4.4 | Establishment of permanent native grasses (Ac | 48,0 | 48.0 | | *
ZP2F | FERTILIZER FOR CPZ 50# OF 20-20-20 NO C/S  ACRES ! 48.0 | 48.0 | | |
ZP25 | SEED AND SEEDBED, PREPARATION FOR CP2 NO C/S ACRES | 48.0 | 48.0 | | |
| | ! | ! | |
| | | | | | |
| | | | | | |
| | | | | | |
* - Total Cost-Shares Approved For Practice, Component Figures Shown Are Included In This Amount
ZP2F - Cannot exceed the amount in column F, ZP25 - Cannot exceed the amount in column F,

LNSTRUCTIONS TO PARTICIPANT To recefve payment or credit for any cost-shares| APPROVAL ISSUED BY APPROVING OFFICIAL

earned on this practice, report performance in col. G and complete ITEMS X | (FOR SIP) APPROVAL MAILED BY CED

and Y below; date and sign the certification below: and file with the 1ssuing|

office by the date noted in EXPIRATION NOTICE, |

X. Did you bear all the expense (except for program cost-sharing) for per-
forming this practice? (If No, report name(s) and address{es) of other
person{s) or agency who bore any part of the expenses. Also show kind,
extent and value of their contribution.)

Total Cost-Shares Earned

Payment Advance (Partial Payment)

Is Partic. on FSA Debt Req 2 ¥ / / N/ /

Setoff

YES /_/ NO /_/
----------------------------------------------------------------------------- |_Debt Assiqnment
Y. During the current fiscal year Oct. 1 - Sep. 30, have you received or
will you recelve a cost-share payment under the same pragram on this or | Net Payment
any other farm other than through this AD-2457
(If yes, report State, County, and amount by farm). |- Payment Approved (1nitials) | ACH/Check Number
| (For SIP) C/S Earned Approved By/Date |(For SIP) Calc. Verif. By/Date

I certify that the above information is true and correct. [ further certify that the entry in Column
G shows that the practice was performed in accordance with the practice spe¢ifications and cther program requirements. I hereby
apply for payment to the extent that the Approving Official has determined that the practice has been performed and further certify
that this payment fs not a duplicate of any other earned by me, I agree to maintain this practice for at Jeast __ years following
the year the practice is completed. I agree to refund all or part of the cost-share assistance paid to me, as determined by the
Approving Offical, 1f before expiration of the practice 1ifespan specified above, 1 (a) destroy the practice installed, or
(b) voluntarily relinquish control or title to the land on which the installed practice has been established and the new owner
and/or operator of the land does not agree in writing to properly maintain the practice for the remainder of its specified Tifespan.
I understand that form "CONTINUATION FOR AD-245" is by reference incorporated herein and with this page constitutes the entire
agreement between the parties,

PARTICIPATION IN USDA PROGRAMS IS OPEN TO-ALL ELIGIBLE APPLICANTS WITHOUT REGARD TO RACE, -COLOR, RELIGION, NATIONAL ORIGIN, AGE,
SEX, MARITAL STATUS, OR DISABILITY.
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Par. 22

22 Establishing Componentsfor Non-C/S CP Practices (Continued)

F

10-27-03

Non-C/S CP2 With Non-C/S Components (Continued)

The non-C/S components in this subparagraph are basicaly copies of the C/S componentsin
subparagraphs D and E with the following changes, according to subparagraph C.

* Thefirst character of the original 4 character component code is replaced with the letter
“Z". Thiswill group al non-C/S components together at the end of the County Eligibility
List.

+ C/Slevelsand rates were not entered when the non-C/S components were added to the
County Eligibility Table.

The advantage of creating non-C/S components is they are more reflective of the fact that C/S
are not being paid. No rateis printed in column E, and athough the component message
indicates that the component cannot exceed the amount in column F, there are no C/Sin
column F. So it should be less mideading for participants.

The disadvantage of creating non-C/S components is that some time will be invested in

establishing and loading them, and more components will be maintained on the County
Eligibility Table.
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Par. 22
22 Establishing Componentsfor Non-C/S CP Practices (Continued)

G Non-C/S CP2 With One Non-C/S Component

The following is an example of approved AD-245 for CP2 using 1 all-purpose non-C/S

componen.
FORM 'APPROVED
Page 2 OMB NO. 0560-0082
AD-245 U.S. DEPARTMENT OF AGRICULTURE | ST. & CQ. & C/D | CONTROL NO.(F/Y & NO.) |
(09-11-95) PRACTICE APPROVAL AND PAYMENT APPLICATION | 22 077 3 | 2001 0035 |

(AD-245 replaces -ACP-245 and SIP-245)

FARM NO.  NAME AND ADDRESS | FARMLAND | PROGRAM | FUND | CONTRACT/LTA | PRIMARY |
~.1\98 U.S5. FARMER | 105.0 | CODE | CODE | & ITEM ¥0. | PURPOSE | Practice must be
555 SHORT ROWS | | | | | | completed and reported
TRACT No. COUNTRYVIEW, LA 11111-1111 | CROPLAND | | | | | by 10-31-2001
1959 | 75.5 | | | | OTHER | :
| | CRP | | 2000 0001 | ASSISTANCE |==--r-rome-cmcamnnanns
! | | |

Telephone Né.

Your request for program cost-sharing to perform the practice shown below 1s approved for the farm identified above. If you decide
not to perform this practice, or 1f you cannot complete 1t by the expiration date, please notify the Approving Official's office in
writing at once.

DESCRIPTION OF PRACTICE OBJECTIVE

CONSERVATION RESERVE WILDLIFE HABITAT IMPROVEMENT

FOR APPROVING OFFICIAL USE

| | Extent | Extent | | Cost-Shares | Extent | Cost-Shares
Number | Practice Title | Requested | Approved | Rate | Approved | Performed | Earned
T A mofeemeommniics B |- € ~--- [====D --- == E --- |=---- Frome-- [ Bl R R LR
cp2 | Establishment of permanent native grasses (Ac | 40.0 | 40.0 | | * |
NO-3 | COMPONENT FOR NON-COST/SHARED PRACTICES ACRE | 40.0 | 40.0 | | { |

| | | | | | |

] | | | | | |

| | | | N | |

! | | | | | |

i ! | | | | )

* - Total Cost-Shares Approved For Practice, Component Figures Shown Are Included In This Amount

NO-$. - Cannot exceed the amount 1n column F.

LNSTRUCTIONS TQ PARTICIPANT To recéive payment or credit for any cost-shares| APPROVAL ISSUED BY APPROVING OFFICIAL |
earned on this practice, report performance in col. G and complete ITEMS X | (FOR SIP) APPROVAL MAILED BY CED |
and Y below; date and sign the certification below; and file with the issuing] |
office by the date noted in EXPIRATION NOTICE. |
X. Did you bear all the expense {except for program cost-sharing) for per- |

forming this practice? (If No, report name(s) and address(es) of other ' |_Total Cost-Shares Earned

person(s) or agency who bore any part of the expenses. Also show kind, |
extent and value of their contribution.) | Bayment Advance (Partial Payment).
/ |
|..Setoff

YES /_/  NO /_/

Y. During the current fiscal year Oct. 1 - Sep. 30, have you received or
will you receive a cost-share payment under the same program on this or | Net Payment
any other farm other than through this AD-2457
(If yes, report State, County, and amount by farm). | Payment Approved {(initials} | ACH/Check Number
| (For SIP) C/S Earmed Approved By/Date |(For SIP) Calc. Verif. By/Date
|

|
|
|
I
|
. |Ls Partic. on FSA Debt Req.? ¥ / / N / / |
|
}
[
|
|
!

CERTIFICATION BY PARTICIPANT I certify that the above information is true and correct. I further certify that the entry in Column
G shows that the practice was performed 1n accordance with the practice specifications and other program requirements. I hereby
apply for payment to the extent that the Approving 0fficial has determined that the practice has been performed and further certify
that this payment is not a duplicate of any other earned by me. I agree to maintain this practice far at least __ years following
the year the practice is completed. I agree to refund all or part of the cost-share assistance pald to me, as determined by the
Approving Offical, 1f before expiration of the practice 1ifespan specified above, I (a) destroy the practice installed, or
(b) voluntarily relinquish control ¢r title to the land on which the installed practice has been established and the new owner
and/or operator of the land does not agree in writing to properly maintain the practice for the remainder of 1ts specified 1ifaspan.
1 understand that form "CONTINUATION FOR AD-245" {s by reference incorporated herein and with this page constitutes the entire
agreement between the parties.

PARTICIPATION IN USDA PROGRAMS IS OPEN TO ALL ELIGIBLE APPLICANTS WITHOUT REGARD TO RACE, COLOR, RELIGION, NATIONAL ORIGIN, AGE,
SEX, MARITAL STATUS, OR DISABILITY. ’
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Par. 22

22 Establishing Componentsfor Non-C/S CP Practices (Continued)

G

10-27-03

Non-C/S CP2 With One Non-C/S Component (Continued)

Using this type of component means that only 1 component is used for the non-C/S practice
on AD-245 and AD-862. In this case, whatever isrequired to implement the practice is not
detailed in components on AD-245. The advantages are that:

« only 1 non-C/S component would:

* need to be created
o beusedonal AD-245's and AD-862's for non-C/S CP practices

* AD-245 processing time for non-C/S CP practices would be saved.

The disadvantage is that AD-245 would not provide the participant with information on
required components for implementing the practice.
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Par. 22
22 Establishing Componentsfor Non-C/S CP Practices (Continued)

H Non-C/S CP10 With One Non-C/S Component

The following is an example of approved AD-245 for CP10 using 1 al-purpose non-C/S
component.

FORM APPROVED
OMB NO. 0560-0082

AD-245 U.S. DEPARTMENT OF AGRICULTURE | ST. & CO. & C/D | CONTROL NO.(F/Y & NO.)
(09-11-95) : PRACTICE APPROVAL AND PAYMENT APPLICATION | 22 069 0 | 2000 0030

FARM NO.  NAME AND ADDRESS | FARMLAND | PROGRAM | FUND | CONTRACT/LTA | PRIMARY | EXPIRATION NOTICE
1964  U.S. FARMER | 4,026.0 | CODE | CODE | & ITEM ND. | PURPOSE | Practice must be
555 DRY SUMMER ROAD | ] | | | | completed and reported
TRACT No. ANYTOWN, LA 71412-9707 | CROPLAND | | | | | by  09-30-2000
9329 | 2,973.1 | | i
] | CRP | | 1998 0034 | EROSION
| | | i

Telephone No.
Your request for program cost-sharing to perform the practice shown below s approved for the farm identified above. If you decide
not to perform this practice, or if you cannot complete it by the expiration date, please notify the Approving Official's office in
writing at once
DESCRIPTION OF PRACTICE OBJECTIVE
EROSION CONTROL

I | Extent | Extent | { Cost-Shares | Extent { Cost-Shares
Number | Practice Title | Requested | Approved | Rate |  Approved | Performed | Earned
R R R B J=-=-C ---- |-=-- D ---{-- E ~--]----- F----- |---- G ----{---- H -----
CP10 | Vegetative cover, grass already established ( | 25.9 | 25.9 | | *
NO$$ | COMPONENT FOR NON-COST/SHARED PRACTICES ACRE | 25.9 | 25.9 | | |

| | | | | | |

| | | ] | | |

| | | ] | | |

| | | | | | |

| ! | | | | I

* - Total Cost-Shares Approved For Practice, Componenti Figures Shown Are Included In This Amount

NO$$ - Cannot exceed the amount in column F.

INSTRUCTIONS TO PARTICIPANT To receive payment ar credit for any cost-shares| APPROVAL ISSUED BY APPROVING OFFICIAL |

earned on this practice, report performance in col. G and compiete ITEMS X | (FOR SIP) APPROVAL MAILED BY CED

and Y below; date and sign the certification below; and file with the issuing]

office by the date noted in EXPIRATION NOTICE. |

X. Did you bear all. the expense (except for program cost-sharing) for per-
forming this practice? (If No, report name(s) and address(es) of other
person(s) or agency who bore any part of the expenses. Also show kind,
extent and value of their contribution.}

Total Cost-Shares Farned

Payment Advance (Partial Payment)

Setoff

|
|
|
|
|
| Is_Partic, on FSA Debt Req.? Y / / N / /
|
|
|

YES /_/  NO /_/
'''''''''''''''''''''''''''''''' Semmmemesmessesosooeiooooioocoocaooeoo| Debt Assignment
Y. During the current fiscal year Oct. 1 - Sep. 30, have you received or
will you receive a cost-share payment under the same program on this ar | Net Payment
any other farm other than through this AD-2457
(If yes, report State, County, and amount by farm). | Payment Approved (initials) | ACH/Check Number
| (For SIP) C/S Earned Approved By/Date |(For SIP) Calc. Verif. By/Date

CERTIFICATION BY PARTICIPANI 1 certify that the above information is true and correct. 1 further certify that the entry in Column
G shows that the practice was performed in accordance with the practice specifications and other program requirements. 1 hereby
apply for payment to the extent that the Approving Official has determined that the practice has been performed and further certify
that this payment is not a duplicate of any other earned by me. I agree to maintain this practice for at least __ years following
the year the practice is completed. I agree to refund all or part of the cost-share assistance paid to me, as determined by the
Approving Offical, if before expiration of the practice lifespan specified above, I (a) destroy the practice installed, or

(b} voluntarily relinquish control or titie to the land on which the installed practice has been established and the new owner
and/or operator of the land does not agree in writing to properly maintain the practice for the remainder of its specified 1ifespan.
I understand that form "CONTINUATION FOR AD-245" is by reference incorporated herein and with this page constitutes the entire
agreement between the parties.

PARTICIPATION IN USDA PROGRAMS IS OPEN TO ALL ELIGIBLE APPLICANTS WITHOUT REGARD TO RACE, COLOR, RELIGION, NATIONAL ORIGIN, AGE,
SEX, MARITAL STATUS, OR DISABILITY
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Par. 22
22 Establishing Componentsfor Non-C/S CP Practices (Continued)

H Non-C/S CP10 With One Non-C/S Component (Continued)
For CP10 or CP11, when processed as a non-C/S CP practice, using 1 al-purpose non-C/S

component is highly recommended, because there is nothing to implement. 1t will save
AD-245 processing time and help avoid misleading producers about C/S amounts.
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Par. 23
23 Reset Control Number

A Control Numbers

The system automatically assigns a sequential control number to each AD-245 and AD-862
when they are created.

If a control number is not used or is deleted, the control number sequence can be reset to use
unused control numbers.

Note: County Offices are not required to reset the control number to use every available
sequential control number.

Important:  The FY portion of the control number cannot be changed. The system will
automatically use the current FY as the FY portion of the control number.

B Example of Screen EEA21065

The following is an example of AD-245 Control Number Selection Screen EEA21065.

Conservati on 047- U nt ah Sel ection EEA21065
AD- 245 Control Nunber Selection Screen Versi on: AA01 03-01-1998 8: 00 Ter m W2

Current Control Number: 1998 0045

New Control Nunber: 1998

Ent er =Cont i nue Cmd7=End
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Par. 23
23 Reset Control Number (Continued)

C Reset Control Number Sequence

Reset or change the control number sequence according to the following.

Step Action Result
1 On Menu EEA205: Screen EEA21065 will be
displayed with the last control
+ ENTER"“®" number used in the “ Current
* PRESS“Enter”. Control Number” field.
2 On Screen EEA 21605, in the “New Control Screen EEA21070 will be
Number” field: displayed with the following:

o enter the desired control number minus1 | ¢ control number that was

entered on Screen EEA 21065

Example: If “1998 0021” is an unused
number, ENTER “1998 0020" | « message, “Control Number

for the next unused sequential has been updated”, at the
number “1998 0021” to be bottom of the screen.
assigned to the next created
AD-245. PRESS.
o if thefirst control number used in FY is o “Cmd4” or “F4” to make
entered, the system will assign the first another change to the control
unused sequential control number to the number sequence

next created AD-245.
e “Cmd7” or “F7” to returnto
When the new control number is entered, Menu EEA205.

PRESS “Enter”.
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Par. 24

24 Printing the County Eligibility List
A County Eligibility Status Contents

The County Eligibility List will list al programs, fund codes, practices, and component codes

that have a“Y” status on the County Eligibility Table.

Important:  Print the County Eligibility List each time the County Eligibility Table is
updated. Maintain a copy of thislist in afolder and provide a copy to all
applicable technical agencies.

B PrintingthelList
Print the County Eligibility List according to the following.
Step Action Result
1 On Screen EEA205: Screen EZZ50000 will be
displayed.
e ENTER"®”
e PRESS"“Enter”.
2 On Screen EZZ50000: The number of copies of County
Eligibility Lists entered on Screen
o enter the printer ID and the number of | EZZ50000 will be printed. Review
copiesto be printed to ensure that all data are correct.
e PRESS“Enter”.
Note: Up to 9 copies may be printed.
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Par. 24

24 Printing the County Eligibility List (Continued)
C Exampleof County Eligibility List
The following is an example of the County Eligibility List.
Utah U.S. Department of Agriculture Prepared: 03-01-1998
Uintah Farm Service Agency
Report No.: EEA215-R001 County Eligibility List Page: 1
Prog Elig Program
Code  Status Description
ACP Y Agricultural Conservation Program
CRP Y Conservation Reserve Program
SIP Y Stewardship Incentive Program
VCSL Elig VC/SL
Code  Status Description
VCSL N Variable Cost Share Level
Fund  Elig Fund
Code  Status Description
07 Y Water Quality - Special Project
Prac Elig Practice Extent Soil Tech C/s Lifespan C/s
Code  Status Description Calc.  Deter. Level Req.
FR1 Y Forest tree plantations AC SFA SFA 60 10 Y
LTA Values SFA SFA 60 10
SL2 Y Perm vegetative cover improvement  AC FSA FSA 60 5 Y
LTA Values NRCS NRCS 60 5
SL5 Y Terrace Systems AC NRCS NRCS 60 10 Y
LTA Values NRCS NRCS 65 10
CP2 Y Estab perm native grasses AC NRCS NRCS 50 10 Y
Comp Elig Component C/S
Code  Status Description Unit Rate Level
BR1 Y Brome Seeding for Waterway LB .30
CTF Y Contour Farming (non-C/S) LF
SM1 Y Seeding Mixture #1 AC 60
TR1 Y Terrace System LF .32 60
SSP
Init
Comp Component Soil Tech C/S
Code  Description Unit Calc. Deter. Level Lifespan
SSP1  AQUACULTURE WASTE CONTROL FACILITY NO NRCS NRCS 75 15
LTA Values NRCS NRCS 75 15
SSP2  SITE PREPARATION FOR NATURAL REGENERATION AC SFA SFA 60 3
LTA Values SFA SFA 60 3
SSP3 RESTORATION OF SALT DAMAGED SOIL AC NRCS NRCS 75 15
LTA Values NRCS NRCS 75 15

10-27-03
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Par. 24
24 Printing the County Eligibility List (Continued)

C Exampleof County Eligibility List (Continued)
Note: The“C/SReg.” column indicates whether the practice is:
o aC/Spractice(Y)
* anon-C/S practice (N)
+ either aC/S practice or anon-C/S practice (E).

This cannot be changed by the County Office.

25-50 (Reserved)
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Par. 51
Part 3 Printing Blank Forms

51 Overview
A Blank Forms

County Offices shall maintain a blank copy of AD-245, pages 1 and 2, Continuation for
AD-245, pages 1 and 2, and AD-862 on file. Blank forms shall be for manual use:

* when the system isinoperable

* when anew program or practice is implemented and the software has not been revised to
include the provisions for the program or practice

* according to this handbook.
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52 Printing Blank AD-245

A Print Blank AD-245

Par. 52

Print ablank AD-245, pages 1 and 2, and Continuation for AD-245, pages 1 and 2, according

to the following.

Step Action

Result

1 On Menu EEA0QO:

« ENTER"Y"
 PRESS"Enter”.

Menu EEA100 will be displayed.

2 On Menu EEA100:

« ENTER"14"
 PRESS"Enter”.

Menu EEA350 will be displayed.

3 On Menu EEA350:

« ENTER"11"
 PRESS"Enter”.

Screen EZZ50000 will be
displayed.

4 On Screen EZZ50000:

« PRESS“Enter”.

o enter the printer ID and the number of
copies to be printed

Note: Up to 9 copies may be printed.

The number of copies of blank
AD-245's, pages 1 and 2, and
Continuation for AD-245, pages 1
and 2, entered on Screen
EZZ50000 will be printed.

Menu EEA350 will be redisplayed.
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53 Printing Blank AD-862

A Print Blank AD-862

54-81 (Reserved)

10-27-03

Print a blank AD-862 according to the following.

Par. 53

Step

Action

Result

1

On Menu EEA0Q0O:

« ENTER"Y"
 PRESS"Enter”.

Menu EEA100 will be displayed.

2 On Menu EEA100: Menu EEA350 will be displayed.
« ENTER"14”
 PRESS“Enter”.
3 On Menu EEA350: Screen EZZ50000 will be
displayed.
e ENTER"12"
 PRESS“Enter”.
4 On Screen EZZ50000: The number of copies of blank

o enter the printer ID and the number of
copies to be printed

« PRESS“Enter”.

Note: Up to 9 copies may be printed.

AD-862's entered on Screen
EZZ50000 will be printed.

Menu EEA350 will be
redisplayed.
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Part 4 Conservation Status Screen

82 Accessing Conservation Status Screen

A Review of Status

Review Screen EEA 20005 according to the following.

Par. 82

Who When
County Office o 15th of each month
» Last workday of each month
DD Each time DD visits the County Office

B Example of Screen EEA20005

The following is an example of Conservation Status Screen EEA20005.

Conservation Status
Conservati on

AD- 245’ s/ AD-862' s not Transmitted for over 15 Days
* Contract/LTA Requests for Priority over 60 Days
* Contract/LTA Requests for CPO over 60 Days

Awaiting Referrals (AD 862’ s)

Pendi ng Approval s (AD- 245’ s)

COC Reports on Applications Pendi ng Approval

COC Approved but not Conpl eted (AD- 245's)

Per f or mance Conpl eted (AD-245's)-Prior FY

Per f or mance Conpl eted (AD-245's)-Current FY

* - Not yet available

Cnd7=End

10-27-03 1-CONSV (Rev. 2) Amend. 1

Di spl ay
07-24-2001 16: 04

Due in
30 Days Overdue

EEA20005
Term EO
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82 Accessing Conservation Status Screen (Continued)

C Accessing Screen EEA20005

10-27-03

Access Screen EEA20005 according to the following.

Par. 82

Step

Action

Result

1

On Menu EEA0QO:

« ENTER"Y"
 PRESS"Enter”.

Menu EEA100 will be displayed.

2 On Menu EEA100: Screen EEA20000 will be displayed
while conservation status datais
« ENTER"“11” being processed.
» PRESS"“Enter”.
3 Screen EEA20005 will be displayed. Menu EEA100 will be displayed.

* Pressthe print key for a copy of the
data on the screen.

e PRESS“Cmd7” or “F7” to returnto
Menu EEA100.
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Par. 83
83 Description of Data on Conservation Status Screen

A Data on Screen EEA20005

This paragraph provides a description of the data on Screen EEA20005. See subparagraphs B
through J for a description of each line of data.

B AD-245'sand AD-862's Not Transmitted
The description of data for “AD-245 5AD-862's not Transmitted for over 15 Days’ isas

follows. Print ACP-301 report according to Part 7, Section 1 to obtain a list of the data for
this item and compare the performance date and transmission date columns.

Column Description

Count The number of AD-245's and AD-862' s with a completed performance
date that is more than 15 calendar days from the current date and have
not been transmitted.

Duein 30 Days | Not applicable.

Overdue Not applicable.

C LTA’sfor Priority
The data for “Contract/LTA Requests for Priority over 60 days’ is not available.
D LTA’sfor CPO

The datafor “Contract/L TA Requests for CPO over 60 days’ is not available.
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Par. 83
83 Description of Data on Conservation Status Screen (Continued)

E Awaiting Referrals

The description of datafor “Awaiting Referrals (AD-862's)” is asfollows. Print Needs
Determination Not Y et Made Report EEA370-R001 according to Part 7, Section 1 to obtain
alist of the data for thisitem.

Column Description

Count The number of AD-862's that have been referred to the technical
service provider, but no needs determination has been received.

Duein 30 Days | Not applicable.

Overdue The number of AD-862’s that have exceeded the referral expires date
and no needs determination has been received.

F Pending Approvals

The description of datafor “Pending Approvals (AD-245's)” isasfollows. Print AD-245's
Neither Approved Nor Disapproved Report EEA355-R003 according to Part 7, Section 1 to
obtain alist of the data for thisitem.

Column Description

Count The number of AD-245’s for which AD-862, or this agency’s
determination, has been received with needs determination completed,
but COC has neither approved nor disapproved the request.

Duein 30 Days | Not applicable.

Overdue Not applicable.
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Par. 83
83 Description of Data on Conservation Status Screen (Continued)

G COC Reports
The description of datafor “COC Reports on Applications Pending Approval” is as follows.

Print COC Report on Applications Pending Approval Report EEA365-R001 according to
Part 7, Section 1 to obtain alist of the data for the count column for this item.

Column Description

Count The number of ANA AD-245's pending approval for which AD-862,
or this agency’ s determination, has been received with the needs
determination completed, but COC Report on Applications Pending
Approval has not been printed.

Duein 30 Days | Not applicable.

Overdue The number of ANA AD-245's that have an approval date of the
current FY, but afinal COC Report on Applications Pending Approval
was not printed.

H COC Approved AD-245's

The description of datafor “COC Approved but not Completed (AD-245's)” is as follows.
Print AD-245's Expiring Within 30 Days Report EEA355-R001 and AD-245's With
Expiration Date Exceeded Report EEA355-R002 according to Part 7, Section 1 to obtain a
list of data for thisitem.

Column Description

Count The number of AD-245’s that have a date approved by COC but do not
have a disapproved date or performance date.

Duein 30 Days | The number of AD-245's that are scheduled for completion within 30
daysor less. The current date is within 30 days of expiration date.

Overdue The number of AD-245' s for which the current date is later than
expiration date.
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Par. 83
83 Description of Data on Conservation Status Screen (Continued)

| Performance Completed - Prior FY

The description of data for “Performance Completed (AD-245's)-Prior FY” is asfollows.
Review prior FY’s ACP-301 report to obtain data for thisitem.

Column Description

Count The number of AD-245's with a previous FY performance date that
were transmitted in the current FY .

Duein 30 Days | Not applicable.

Overdue Not applicable.

J Performance Completed - Current FY

The description of data for “Performance Completed (AD-245's)-Current FY” is as follows.
Print ACP-301 report according to Part 7, Section 1 to obtain alist of the data for this item.

Column Description
Count The number of AD-245's with a current FY performance date that
were transmitted in the current FY .
Duein 30 Not applicable.
Days
Overdue Not applicable.

84-99 (Reserved)
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Par. 100

Part 5 Processing AD-245'sand AD-862's

100  Overview
A Useof AD-245and LTA
AD-245 s used in this part shall be interpreted to mean AD-245' s for al conservation
programs, including SIP.
LTA used in this part shall be interpreted to mean all conservation programs withan LTA or a
contract, including interim EQIP.
B Example of Menu EEA100
The following is an example of Conservation AD-245/AD-862 Menu EEA100.
COMVAND EEA100 EO
Conservation AD- 245/ AD-862 Menu
1. Create Initial AD 245 11. Display Conservation Status
2. Update Initial AD 245 12. County Eligibility Tabl e Update Menu
3. Needs Deternmination 13. Primary Purpose Table Reports Menu
4. Approval Process 14. AD- 245/ AD- 862 Reports/Forns Menu
5. Partial Performance 15. Print/Update Letters
6. Final Performance 16. Reprint Form
7. Cancellation Process
8. Reinstatenent
9. Delete 20. Return To Application Primary Menu
10. Correction After Performance 21. Return To Application Selection Screen
22. Return To Ofice Selection Screen
23. Return To Primary Sel ecti on Menu
24. Sign Of
Cnd3=Pr evi ous Menu
Enter option and press "Enter".
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Par. 100
100  Overview (Continued)

C Accessng Menu EEA100
On Menu EEA000, ENTER “1” and PRESS “Enter” to access Menu EEA100.
D Process Step Chart

See[Exhibits 4]and[5/for AD-245 and AD-862 process step charts,
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Par. 101
101  Practices Requiring M ore Than Eleven Components

A Eleven Components Allowed

The CRES software allows up to 11 components to be processed on each AD-245 and
AD-862 for a single practice.

B Two Methods of Handling More Than Eleven Components

Use either of the following methods, or a combination of the methods, to process AD-245 and
AD-862 when a practice requires more than 11 components.

* Combine components so there are no more than 11 components for the practice. This
method allows 1 practice to be processed in the usual manner on one AD-245 and
AD-862.

Important:  County Offices shall contact the State Office when component
combinations are needed. Since the State Office is responsible for
establishing components, they shall also be responsible for establishing
component combinations, when needed.

* Process multiple AD-245's and AD-862's to accommodate all of the required components
without combining components. Although this method overstates the number of practices
actually implemented, because of processing multiple AD-245's and AD-862’s for 1
practice, it is still an acceptable method.
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Par. 101
101  Practices Requiring More Than Eleven Components (Continued)

C Guiddinesfor Using Multiple Forms

Use the following guidelines to process multiple AD-245's and AD-862's when more than 11
components are required for an individual practice’ s implementation.

Note: These guidelines are applicable for al programs processed through CRES.
¢ Use 11 componentson all AD-245's and AD-862's created for an individual practice.

Exception:  Thelast AD-245 and AD-862 created for a practice may contain less than 11
components, if there are less than 6 components remaining for the practice.

Example: CP8A requires 15 components for implementation. Create AD-245's and
AD-862' s as follows:

o first AD-245 and AD-862 will contain 11 components
» second AD-245 and AD-862 will contain 4 components.

* Except as provided in the first bullet of this subparagraph, do not create AD-245 and
AD-862 for single components.

Example: Practice CP2 requires 12 components for implementation. Do not creste
twelve AD-245's and AD-862's, each with 1 component. Instead, create two
AD-245's and AD-862's, 1 with 11 components and the other with 1
component.
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Par. 101

101  Practices Requiring More Than Eleven Components (Continued)

C Guiddinesfor Using Multiple Forms (Continued)

10-27-03

If possible, group components on the same AD-245 and AD-862 that are likely to be
completed at the same time. This may be helpful for practices implemented under the
following conditions:

e require more than 11 components
* implementation will occur over months or years
e 1 or more partial payments may be made.

Note: Theintention of this approach it to simplify processing partial performance, if

applicable. It should be easier and take less time to process partial performance for a
few components included on the same AD-245, rather than if they are spread across
multiple AD-245's.

Create each AD-245 and AD-862 for an individual practice to contain exactly the same
data, except the following:

* to the degree possible, the estimated C/S amount, if applicable, should represent only
the components included on AD-245 and AD-862 being processed

* the components will be different.

Provide all AD-862’s generated for a single practice to the technical agency for needs
determination and performance certification. Attach them together and indicate that they
are for asingle practice.

Note: The technical service provider is required to complete and return all AD-862's for
single practices.

When recording needs determination, to the degree possible, the estimated total cost, if
applicable, should represent the total cost of only the components included on AD-245
and AD-862 being processed.

Calculate the tota installation cost on AD-862, block H 1, to represent only the
components included on AD-245 and AD-862 being processed. The sum of the total
installation cost on all AD-862’s for the practice should equal the total installation cost for
the entire practice.
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102 CP Practices

A Background

Par. 102

The County Eligibility Table contains a“C/S Required” flag for every FSA practice. Theflag
indicates whether the following cost and C/S fields will be available for the practice and its
components, if applicable, during AD-245 and AD-862 processing:

estimated C/S
estimated total cost
C/S approved

C/S earned

total installation cost.

Note: The“C/S Required” flag is established by the National Office and set by KCFO.
County Offices cannot change the flag setting.

The following is an explanation of each possible “C/S Required” flag setting.

IF the“C/S
Required” flag
settingis... THEN the cost and C/Sfieldswill...
Y be displayed and entries must be made.
N not be displayed; therefore, no entries can be made.
E be displayed as follows. When AD-245 is created, if the estimated C/S
amount is:
* not entered, none of the other cost or C/S fields will be displayed
for entry
+ entered, all of the other cost and C/S fields will be displayed, and
entry will be required.
Important: The“E” flag setting makes it possible for AD-245 and AD-862 to be

10-27-03

processed for a practice that may be C/S or non-C/S.
Leaving the “estimated C/S” amount blank enables the practice to become

non-C/S. Entering the “estimated C/S’ amount enables the same practice to be
C/S on a different AD-245 and AD-862.
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102  CP Practices (Continued)

B C/SRequired Flag Settings

Par. 102

The following is the “C/S Required” flag setting for CP practices.

IF the practiceis...

THEN the“C/SRequired” flagis...

CP12

N.

any CP practice other CP12

E.

Note: CRP isthe only program whose practices use the “N” and “E” settings.

C Guidédinesfor Processing AD-245'sand AD-862's

10-27-03

Use the following guidelines for processing AD-245's and AD-862’'s for CP practices.

Note: These guidelines are for CP practicesonly. They are not applicable for any other
program processed through CRES, because CRP is the only CRES program that

provides non-C/S practices.

Process AD-245's and AD-862's through the entire cycle of creation, needs
determination, approval, and final performance, for all CP practices on an approved
CRP-1 regardless of whether C/S will be paid or not.

Although practices such as CP10 or CP11, when processed as a non-C/S CP practice, are
already established and the participant has no additional C/S items to implement, complete
the entire AD-245 and AD-862 cycle for CP10 and CP11, if is processed as a

non-C/S CP practice.

Notes: When notifying the participant of practice approval, it might be helpful to provide
an explanation that there is nothing to implement, but certification is needed from
the participant that the practice is actualy aready established.

Certification must be made by the participant on AD-245, page 2, and the
technical service provider on AD-862 that the practice is established and complete.

It islikely that the time to complete the AD-245 and AD-862 cycle for CP10 and
CP11 will be much shorter than other practices, since there isreally nothing to

implement.
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Par. 102

102  CP Practices (Continued)

C Guiddinesfor Processing AD-245's and AD-862's (Continued)

10-27-03

The system requires at least 1 component to be added when AD-245 is created, even for
non-C/S practices. Some CP practices, such as CP10 and CP11, when processed as a
non-C/S CP practice, do not really need components other than to satisfy system
requirements, because there is nothing to implement.

Notes: Use any of the following to process components for non-C/S CP practices:
¢ useexisting components for C/S CP practices
e establish 1 or more components for use only with CP10 or CP11

¢ acombination of the above.

Seg paragraph 22|for the following about specific components for non-C/S
practices:

* suggestions for establishing components
* assistance evaluating whether or not to establish components.
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Par. 103
Section 1 Createlnitial AD-245

103 Accepting Requestsfor C/S
A Accepting Requests

Requests for C/S on AD-245 shall be accepted by the County Office according to the
following.

IF aproducer wishesto make a
request for C/Sand thesystemis... | THEN...

down or the program or practice has | accept the request on a blank AD-245.

not been released in the software

Notes: The producer shall sign therequest. This
form shall become the original form.

The County Office must enter the data in
the system according to this section as
soon as the system is operable or the
software has been enhanced with the
program or practice code.

operable and the program and the data for the request for C/S shall be entered in
practice have been released in the the system and a page 1 printed according to this
software section.

Note: The producer shall sign the automated
request. Thisform shall become the
original form.
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Par. 104

104  Creating Initial AD-245

A

10-27-03

Create

Create AD-245 according to this paragraph and paragraphs 105 through 109,

Selecting Create Option
On Menu EEA100:

* ENTER*"1"
* PRESS “Enter” to select the create option.

Screen EEA 11000 will be displayed. aragraph 105
Control Number

The control number will automatically be assigned by the system to each AD-245 and AD-862
asit is created.

The control number consists of the 4 digits of FY and a sequential 4 character number
(CCFY NNNN).

Example: 2001 0036.
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Par. 105

105 AD-245 |nitial Data Screen

A

10-27-03

Example of Screen EEA11000

The following is an example of AD-245 Initial Data Screen EEA11000.

Conser vati on 000- ANYCOUNTY Sel ection EEA11000
AD-245 Initial Data Screen Ver si on: AC89 07-24-2001 16: 45 Term EO
Control Nunber: 2001 0036 Creation Date: 07-24-2001

Last 4 positions
of Applicant ID
(Leave blank to do inquiry)

Far m Nunber : Pool Agree No:
(Leave Last 4 positions of Applicant ID blank and Enter a Farm Nunber
to list all producers associated to the farm

(Leave both Farm Nunber and Pool Agree No blank to list all farms
associated to Applicant ID)

Tract Nunber:
(Leave blank to list all Tracts associated to this Farm

Ent er =Conti nue Cmd7=End

1-CONSV (Rev. 2) Amend. 1 Page 5-11



Par. 105
105 AD-245 Initial Data Screen (Continued)

B Entering Data on Screen EEA11000

Enter data on Screen EEA 11000 according to the following.

Step Action

1 | Enter the last 4 positions of the applicant’s ID number. |If the ID number is not
known, leave field blank and PRESS “Enter”, then take the following action. For
LTA’s, enter the participant that was entered for the LTA contract approval on the
ledger.

Step Action Result

1 When Screen MACRO1-02 is displayed, enter Screen MACRO1-01
the participant’s last name and PRESS “Enter”. | will be displayed.

2 Sdlect the desired name and PRESS “Enter”. Screen EZZ51000 will
be displayed.

3 Enter the number of the farm to be selected and | Screen EZZ51500 wiill
PRESS “Enter”. be displayed.

4 Enter the number of the predominant tract of Screen EEA11005 will
the land where the practice will be applied and be displayed.
PRESS “Enter”.

2 | If the common routine in step 1 was not used, enter the farm number or leave the
field blank to obtain alist of farm numbers to select from that are associated with
the applicant. If request isfor P-A, leave the farm number blank.

3 | Enter the P-A number, if applicable. If P-A is entered, farm number must be left
blank.

4 | If the common routine in step 1 was not used, enter the tract number of the
predominant tract of the land where the practice will be applied or leave the field
blank to obtain alist of tract numbers to select from that are associated with the
farm number.

5 | When the datain steps 1 through 4 are entered, PRESS “Enter”. The screen
number will be changed to Screen EEA11005 and additional fields will be

displayed.
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105 AD-245 Initial Data Screen (Continued)

C

Example of Screen EEA11005

Par. 105

The following is an example of AD-245 Initial Data Screen EEA11005.

Conservati on
AD-245 Initial Data Screen

Control Nunber: 2002 0035
Applicant ID 111 22 3333 S
Far m Nunber : 1898

Tract Nunber: 1959
Program Code #: 17

El i gi bl e Program Codes:

1. ACP- ANA 5. CRP 9.
2. ACP- EAN 6. ECPD 10.
3. ACP-ELT 7. ECPF 11.
4. ACP-LTA 8. ECPH 12.

Ent er =Conti nue COrd4=Pr evi ous Screen

ECPO
ECPT
PRP
SIP

Cnd7=End

D Entering Data on Screen EEA11005

10-27-03

Sel ection EEA11005
Versi on: AC98 01-18-2002 08:33 Term EO

Creation Date: 01-18-2002
U S. FARMVER

555 SHORT RONB

COUNTRYVI EW LA 11111-1111

Practice Code: S| P4
(Leave blank to list all
practices for program

Enter data on Screen EEA 11005 according to the following.

Step

Action

1 Enter the number of the program code to be selected. The eligible programs on
the County Eligibility Table will be displayed for selection.

will be displayed.

2 Enter the practice code. If the practice code is not known, leave field blank and
PRESS “Enter”. When Screen EZZ52000 is displayed, enter the practice code
from the list displayed for the program and PRESS “Enter”. Screen EEA11010

3 When the data in steps 1 and 2 are entered, PRESS “Enter”. The screen number
will be changed to Screen EEA 11010 and additional fields will be displayed.
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Par. 105
105 AD-245 Initial Data Screen (Continued)

E Example of Screen EEA11010

The following is an example of AD-245 Initial Data Screen EEA11010.

Conser vati on 000- ANYCOUNTY Sel ection EEA11010
AD-245 Initial Data Screen Ver si on: AC98 01- 18- 2002 08: 33 Term EO
Control Nunber: 2002 0035 Creation Date: 01-18-2002
Applicant ID 111 22 3333 S U S. FARMVER

555 SHORT RONS
COUNTRYVI EW LA 11111-1111

Far m Nunber : 1898
Tract Nunber: 1959
Pr ogr am Code: SIP Practice Code: S| P4
Fund Code: 00
Valid 00 21 22

Choi ces:
Mil ti-Participants: Y

Descri be Probl em OCONTROL UNDESI RABLE SPECI ES

Practice Location: G 15
Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End Hel p=Hel p Text

F Entering Data on Screen EEA11010

Enter data on Screen EEA 11010 according to the following.

Step Action

1 | If program code is for a program with multiple fund codes, enter the desired fund
code. Fund codes recorded as eligible for the selected program code on the County
Eligibility Table will be displayed for selection.

2 Enter the primary purpose code for the practice. Valid primary purpose codes for
the practice will be displayed for selection. See DM 9500-1 for primary purpose
codes. If the practice has only 1 primary purpose, the system will automatically
assign the primary purpose code. In this case, the “Primary Purpose Code” field
will not be displayed for entry.

Note: After installing County Software Release No. 522, the primary purpose
code for all CP practices will be default to “G”.
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Par. 105

105 AD-245 Initial Data Screen (Continued)

F Entering Data on Screen EEA11010 (Continued)

10-27-03

Step

Action

3

“Low Income” field will be defaulted to N. ENTER “Y” for low income if
applicable. Low income is only €ligible for ACP, except for ACP fund codes 10,
11, 12, 13, and 14.

“Multi-Participants’ field will be defaulted to “Y” if:
» thefarm selected has more than 1 producer, with valid IRS numbers, associated

Note: If only 1 producer will receive C/S payment on AD-245, change“Y” to
“N”.

¢« aP-A number was entered.

Note: The field will not display if the farm selected only has 1 producer associated
or a P-A number was not entered.

If the programisan LTA program, enter the contract LTA number. Except for
CRP, leave “Contract/LTA ID” field blank and PRESS “Enter” to obtain alist of
all contracts approved on the ledger for the program. On Screen EZZ59500, enter
the number for the LTA control number desired and PRESS “Enter”.

Screen EEA11010 will be redisplayed.

Enter the producer’ s description of the conservation or environmental problem.

The system defaults the practice location to the description of the tract number as
entered in the farmfile. If adifferent practice location is desired, delete the
defaulted information and enter the desired information.

When the data in steps 1 through 6 are entered, PRESS “Enter”.

IF... THEN...

“Y” was entered for multi-participants | Screen EEA11500 will be displayed. See
[ paragraph 106

“N” was entered for multi-participants | Screen EEA12000 will be displayed. See
Lparagraph 1071
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Par. 106

106 Multi-Participants Screen

A

10-27-03

Example of Screen EEA11500

The following is an example of Multi-Participants Screen EEA11500.

Conservation 000- ANYCOUNTY Sel ection EEA11500
Mil ti-Participants Screen Version: ACO0 07-26-2001 10:19 Term EO
Control NO 2001 0015 Program ECPD
Farm NO 1898 Practice: EC6 Primary Purpose: G
Producer 1D 111 22 3333 S Nane: U S. FARVER

H  Performance Data (Cont)
NO. O Eligible Persons: 2

# Producer 1D Nane Far m NO
1 111 11 1111 S U S. FARVER 1898
2 222 22 2222 S WLL C PROFIT 1898

NO MORE PRODUCERS

Ent er =Conti nue Cmd4=Previ ous Screen OCmd7=End Ondl16=Add OCnd20=Change
Cmd24=Del ete Hel p=Hel p Text

IM Use Omdl6, Cnd20, & Onrd24 to process producers.
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Par. 106
106  Multi-Participants Screen (Continued)

B Entering Data on Screen EEA11500

Enter data on Screen EEA 11500 according to the following.

Step Action

1 Enter the number of eligible persons that are determined as 1 person for payment
limitations. For SIP, number of eligible persons must be one.

2 Use the following command keys to update participants on Screen EEA11500.
PRESS “Help” or “Alt” + “F1” for additional information.

 PRESS“Cmd16” or “Shift” + “F4” to add a participant. See step 3.

* PRESS“Cmd20” or “Shift” + “F8” to change participant data previously
entered, including the farm number and low income data. See step 4.

 PRESS“Cmd24” or “Shift” + “F12” to delete a participant previoudly entered.
See step 5.

3 | PRESS“Cmd16” or “Shift” + “F4”to add a participant.

Step Action Result
1 When Screen EEA11505 is displayed, enter | Screen EZZ52500 will be
the producer 1D or PRESS “Enter”. displayed.
2 Select the producer to be added and PRESS | Screen EEA11515 will be
“Enter”. displayed.

3 Low income will default to “N”. Enter low Screen EEA11500 will
incomeas*“Y” if applicable. Low incomeis | redisplay the participant’s
only applicable for ACP, except for ACP data.

fund codes 10 through 14.

Repeat the action in this step to add more participants.

Note: Producers with temporary 1D numbers will not be alowed to be added to
AD-245 as a participant except those with entity type 15.
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106  Multi-Participants Screen (Continued)

B Entering Data on Screen EEA 11500 (Continued)

10-27-03

Par. 106

Step Action
4 PRESS “Cmd20” or “Shift” + “F8” to change data for a participant that was
previously entered on AD-245.
Step Action Result
1 On Screen EEA11500, enter the number of Screen EEA11515 will be
the producer to be changed and PRESS displayed.
“Enter”.
2 | Change the desired data and PRESS “Enter”. | Screen EEA11500 will be
redisplayed with changes.
Repeat the action in this step to change participant data previously entered on
AD-245.
5 PRESS “Cmd24” or “Shift” + “F12” to delete a participant previously entered on
AD-245.
Step Action Result
1 On Screen EEA11500, enter the number of Screen EEA11520 will be
the participant to be deleted from AD-245 displayed.
and PRESS “Enter”.
2 | The question, “Isthis the producer you wish | Screen EEA11500 will be
to delete (Y or N)?’, will be displayed. redisplayed.
ENTER “Y” to delete the producer and
PRESS “Enter”.
Repeat the action in this step to delete other participants on AD-245.
6 When the data in steps 1 through 5 are entered, PRESS “Enter”.

Screen EEA12000 will be displayed. Se¢ paragraph 107]
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Par. 107

107 AD-245 Practice/Component Screen

A Example of Screen EEA12000

10-27-03

The following is an example of AD-245 Practice/Component Screen EEA12000.

Conservation 000- ANYCOUNTY Sel ection EEA12000
AD- 245 Practi ce/ Conponent Screen Ver si on: AC90 07-26- 2001 10: 15 Term EO
Control NO 2001 0015 Program ECPD
Farm NO 1898 Practice: EC6 Primary Purpose: G
Producer 1D 111 22 3333 S Nane: U S. FARVER
WI1ling To Cost- Share: 2000
Conserv. Plan: For Farm by NRCS: N Forest Mgnt by SFA: N Cher: N
Q her Farns: Y Par t ner shi p: N Joint Venture: N
Conponent Ext ent
Code Descri ption Units Request ed
Drought energency neasures (AS) 220.0
WEL WATER WELL ( DEPTH) LF 250.0
PI3 PIPELINE (1 1/2 IN) FT 1000. 0

Ent er =Conti nue Cmd4=Previ ous Screen OCmd7=End Ondl16=Add OCnd20=Change
Cmd24=Del ete Hel p=Hel p Text
IM Use Omll6, Cnd20, & Cnd24 to process conponents.
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Par. 107

107  AD-245 Practice/Component Screen (Continued)

B Entering Data on Screen EEA12000

10-27-03

Enter data on Screen EEA 12000 according to the following.

Step

Action

1

Enter the estimated C/S amount. This amount is required at the create option, except for

CP practices, asfollows.

IF the practiceis...

THEN the*“ Estimated Cost-Share”’ field will...

CP12

not be displayed.

The"C/S Required” flag setting of “N” for this practice on the
County Eligibility Table determines that none of the cost and C/S
fields listed in[subparagraph 102 A will be displayed on

AD-245 and AD-862 processing screens.

Thesefields are not needed, because CP12 is a non-C/S practice.

any CP practice other
than CP12

be displayed.

The“C/S Required” flag setting of “E” for CP practices other
than CP12 on the County Eligibility Table determines that they
may be processed as C/S or non-C/S practices.

If the practiceis being processed as:
« non-C/S, leave the “ Estimated Cost-Share’ field blank
Note: Thiswill cause theremaining 4 cost and C/S fields

listed in[subparagraph 102 A not to be displayed on
AD-245 and AD-862 processing screens. These

fields are not needed for non-C/S practices.

¢ C/S, enter the estimated C/S amount.

Note: Thiswill cause the remaining 4 cost and C/S fields
listed in[subparagraph 102 A to be displayed on
AD-245 and AD-862 processing screens. These
fields are needed and will be required entries for C/S
practices.
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Par. 107

107  AD-245 Practice/Component Screen (Continued)

B Entering Data on Screen EEA 12000 (Continued)

10-27-03

Step Action

2 Enter whether the farm has an NRCS conservation plan, forest management plan,
or other plan. Fields are defaulted to “N”. If programisfor LTA, there must be a
“Y” entered for 1 of the plans. If data are being entered for SIP AD-245, an “LFS
Plan” field will be displayed. ENTER “Y” if the farm has an LFS plan already
developed.

3 Enter whether the producers on this farm have other farms. The system will
default to “Y” if producers have other farms in the administering county.

4 Enter whether the producers entered on AD-245 are part of a partnership or joint
venture.

5 Enter the extent requested for the practice. Thisisthe acres served, acres treated,
or number requested by the producer.

6 Use the following command keys to update components on Screen EEA12000.

Important: At least 1 component must be added before processing can
continue, even if the practice is anon-C/S CP practice. See
paragraph 22|and subparagraph 102|C for establishing components
for non-C/S practices.

Note: If the practice is SSP, the system will require 2 components to be added.
The first component must be an SSP initial component that has been added
to the County Eligibility Table according to[paragraph 21] The SSP initial
component identifies what SSP is and the extent requested for the SSP
initial component must equal the extent requested for the practice entered
instep 5. The second component must be a component that has been
added to the County Eligibility Table according td paragraph 20

 PRESS“Cmd16” or “Shift” + “F4” to add a component to AD-245. See
step 7.

 PRESS*“Cmd20” or “Shift” + “F8” to change component data previously
entered, including the extent requested data. See step 8.

 PRESS“Cmd24” or “Shift” + “F12” to delete a component previously
entered. Seestep 9.
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107  AD-245 Practice/Component Screen (Continued)

B Entering Data on Screen EEA 12000 (Continued)

10-27-03

Par. 107

Step

Action

7

PRESS “Cmd16” or “Shift” + “F4” to add a component to AD-245.

Step

Action

Result

1

When Screen EEA12005 is displayed, enter
the component code or PRESS “Enter”.

Screen EZZ53000 will
be displayed.

Select the component code to be added and
PRESS “Enter”.

Screen EEA12010 will
be displayed.

Enter the extent requested for the
component and PRESS “Enter”.

Screen EEA12000 will
be redisplayed with the
component data.

Repeat the action in this step to add more components to AD-245.

Reminder:

If the practice is SSP, at least 2 components must be added.

PRESS “Cmd20” or “Shift” + “F8” to change component data previously entered,

including the extent requested data.

Step Action Result
1 On Screen EEA12000, enter the component | Screen EEA12010 will
code to be changed and PRESS “Enter”. be displayed.
2 Change the data and PRESS “Enter”. Screen EEA12000 will
be redisplayed with
changes made.

Repeat the action in this step to change data on other components on AD-245.
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107  AD-245 Practice/Component Screen (Continued)

B Entering Data on Screen EEA 12000 (Continued)

10-27-03

Par. 107

Step Action
9 PRESS “Cmd24” or “Shift” + “F12” to delete a component previously entered.
Step Action Result
1 On Screen EEA12000, enter the component code | Screen EEA12015
to be deleted from AD-245 and PRESS “Enter”. | will be displayed.
2 The question, “Is this the component you wishto | Screen EEA12000
delete (Y or N)?7’, will be displayed. ENTER will be redisplayed.
“Y” to delete the component and PRESS “Enter”.
Repeat the action in this step to delete other components on AD-245.
10 | When the datain steps 1 through 9 is entered, PRESS “Enter”. Screen

EEA16000 will be displayed. Sed paragraph 108
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108  AD-245 Application Status Screen

A Example of Screen EEA16000

10-27-03

The following is an example of AD-245 Application Status Screen EEA16000.

Par. 108

-Dates- Practice To Begin
Practice To Be Conpl eted By
COC WIling To Approve (I'nitial Approval)
Referral Expires

Not e: Enter dates in MVDDCCYY for mat.
Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End

1-CONSV (Rev. 2) Amend. 1

Sel ection

Primary Purpose:

04152001
06302001
03202001
04152001

07-26-2001 12:49 Term EO

Conservati on 000- ANYCOUNTY

AD- 245 Application Status Screen Ver si on: AC90
Control NO 2001 0015 Program ECPD

Farm NO 1898 Practice: EC6

Producer 1D 111 22 3333 S Nane: U S. FARVER
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Par. 108
108 AD-245 Application Status Screen (Continued)

B Entering Data on Screen EEA16000

Enter data on Screen EEA 16000 according to the following. All dates shall be entered in
MMDDCCYY format.

Step Action

1 | Enter the date that the participant will begin the practice. This date must be before
the “Practice To Be Completed By” date and after the “Referral Expires’ date.

2 | Enter the date the participant will complete the practice. This date must be after
the “Practice To Begin’ date and the “ Referral Expires’ date.

3 | Enter the date COC made the willing to approve determination. This field will not
be displayed for entry for LTA programs and SIP. For ANA programs, this date
must be present before AD-862 can be printed.

Important:  For ANA programs, if COC has not made a willing to approve
determination when the request is created, leave the “COC Willing
To Approve’ date field blank. The “COC Willing To Approve’
date can be entered through option 2 on Menu EEA100 when the
willing to approve determination is made.

4 | Enter the date the referral expires. Thisisthe date that COC wants the needs
determination data returned from the technical service provider. This date must be
after the “COC Willing To Approve” date and before the “Practice To Begin” date.

Important:  For ANA programs, leave the “ Referral Expires’ field blank if the
“COC Willing To Approve” dateis blank. The “Referral Expires’
date can be entered through option 2 on Menu EEA100 when the
willing to approve determination is made.

5 | When datesin steps 1 through 4 are entered, PRESS “Enter”. Screen EEA17000
will be displayed. aragraph 109

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 5-25



109  AD-245 Process Status Screen

A Example of Screen EEA17000

10-27-03

Par. 109

The following is an example of AD-245 Process Status Screen EEA17000.

Conservati on

Control NO
Far m NO
Producer 1D

If you wish to print a fornreport,
bef ore entering option or cormand key.
Print 245 Page 1

oukwnE

077- ANYCOUNTY
AD- 245 Process Status Screen

2003 0003
1898
111 22 3333 S

Create Initial AD 245
Update Initial AD 245
Needs Determ nation
Approval Process
Partial Performance
Fi nal Perfornance

Enter option and press "Enter".
Ent er =Conti nue Cmd7=End
IM Initial 245 information has been added to the AD- 245/ AD-862 file.

Entry EEA17000
Version: AD12 10-17-2002 10: 15 Term EO

Program CRP Contract NO 2002 0023
Practice: CPl Primary Purpose: C
Nane: U S FARMVER

place an "X' next to the one(s) you want

Print AD 862

comN

Cancel | ati on Process

Rei nst at emrent

Del ete

Correction After Performance

Reprint Form
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Par. 109
109 AD-245 Process Status Screen (Continued)

B Entering Data on Screen EEA17000
Enter data on Screen EEA 17000 according to the following.

Note: When Screen EEA17000 is displayed, the data entered will be updated to the
AD-245/AD-862 file.

Step Action
1 Print aform or report as follows.

IF... THEN...

only AD-245, page 1 is desired ENTER “X” next to the “Print 245 Page 1"
field.

both AD-245, page 1 and AD-862 | ENTER “X” next to the “Print 245 Page 1 &

are desired AD-862" field. For LTA’sand SIP, and
ANA’sif COC iswilling to approve, ENTER

Note: For ANA'’s, thisoption “X™ inthisfield.

will not be displayed if a
COC willing to approve
date was not entered.

only AD-862 is desired ENTER “X” next to the “Print AD-862"
field.

Note: For ANA'’s, thisoption
will not be displayed if a
COC willing to approve
date was not entered.

no forms or reports need to be do not enter “X” next to any of the fields.
printed
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109 AD-245 Process Status Screen (Continued)

Par. 109

B Entering Data on Screen EEA17000 (Continued)

10-27-03

Step

Action

2

IF...

THEN...

AD-245 is desired to be created or a
process on AD-245 is desired

enter an option number from the bottom
of the screen and PRESS “Enter”.

No process needs to be completed on
another AD-245

PRESS “Cmd7” or “F7” to returnto
Menu EEA100.

If aform or report was selected to be printed, Screen EZZ50000 will be displayed
when “Enter” or “Cmd7” is pressed on Screen EEA17000.

* Enter the printer ID and the number of copies to be printed.

* PRESS “Enter” and the number of copies of forms or reports entered on
Screen EZZ50000 will be printed.
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Par. 110

110  Printed Forms

A

111-121

10-27-03

Producer’s Signature

Obtain the producer’s signature on AD-245, page 1. For LTA'’s, the producer’s signature is
not required on AD-245, page 1.

If COC Willing to Approve

If COC iswilling to approve determination was made when the producer made the request for
the practice:

* notify producer of action by printing areferral letter according to Part 6

» refer AD-862 to the applicable technical service provider. Refer AD-862'sfor LTA’s and
SIP to the applicable technical service provider without obtaining a COC willing to
approve determination.

Note: See 1-SIP for necessary action to be taken for SIP AD-245.

(Reserved)
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Par. 122
Section 2 Update Initial AD-245

122 Correcting Data Entered Through Create Option
A Correcting Data Entered Through Create

Data that was entered through the create option can only be corrected or modified through
option 2 on Menu EEA100.

When option 2, “Update Initial AD-245", is selected on Menu EEA 100, the same screens that
were accessed through option 1 on Menu EEA100 will be displayed.

Important:  The screens accessed through option 1 on Menu EEA100 can only be accessed
for modification through option 2 on Menu EEA100.

Exception:  Multi-Participants Screen EEA11500 will be displayed at final performance for
all programs with multi-participants and partial performance for SIP if
multi-participants are present.

B Applicant ID, Farm and Tract Numbers, Program, Practice, Fund, and Primary
Purpose Codes

Once AD-245 has been created through the create option, but has not been approved through
option 4, “Approval Process’, on Menu EEA100, the following can be changed through
option 2 on Menu EEA100:

applicant 1D

farm number

tract number

program code
practice code

fund code

primary purpose code.

After AD-245 is accessed according to subparagraph E, use “Cmd4” or “F4” to display the
field or fields to be changed, if necessary.

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 5-51



Par. 122
122 Correcting Data Entered Through Create Option (Continued)

B Applicant ID, Farm and Tract Numbers, Program, Practice, Fund, and Primary
Purpose Codes (Continued)

Once AD-245 has been approved through option 4 on Menu EEA 100, only the following
fields can be changed:

applicant ID
farm number
tract number
primary purpose.

Note: Once AD-245 has had performance recorded through options 5 or 6 on
Menu EEA 100, only the primary purpose code can be changed.

C Component Codes

Once AD-245 has been created through the create option, component codes that need to be
added, deleted, or changed can only be processed through option 2 on Menu EEA100.

Notes: Component codes cannot be deleted from AD-245 if C/S amount has been entered for
component on Ledger Data Screen EEA14005. If C/S amount is removed from
component code through option 4 on Menu EEA100, the component code can be
deleted according to this subparagraph.

SSP initial component code cannot be deleted if the practice has been approved
through option 4 on Menu EEA100.

D Multi-participant Field

If performance has been recorded and it is necessary to change the “Multi-Participant” field
back to “Y” on Screen EEA11015 so that an additional participant(s) can be associated, then
the “Previous C/S Earned” must be attributed to the original payee on Screen EEA11515.
The amount attributed to the original payee must be the same as C/S earned for the practice
during partial performance.
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122

E Accessing Option to Update Initial Data

10-27-03

Par.
Correcting Data Entered Through Create Option (Continued)

Access the option to modify data entered through the create option according to the

122

following.
Step Action Result
1 On Menu EEA100: Screen EEA 10500 will be displayed.
« ENTER"2
« PRESS“Enter”.
2 On Screen EEA10500: See Section 1 for instructions for
displayed screen.
« enter the control number to be
accessed Notes: Access to change producer ID,
farm number, or tract number will
 PRESS*“Enter”. not be alowed if any performance
has been recorded. See
subparagraph 122/B.
To bypass a screen with data that
does not need to be modified,
PRESS “Enter” on that screen.
3 Enter data according to Section 1. When Screen EEA17000 is displayed, the

PRESS “Enter” on each screen until
Screen EEA17000 is displayed.

data will be updated to thefile.
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Par. 123

123 Entering COC Willing to Approve Determination

A

10-27-03

COC Willing to Approve

After COC reviews the request and determines the C/S amount they are willing to approve,
COC shall document the action taken by entering the amount and date and by initialing on the
hard copy AD-245, page 1, in the C/S willing to approve block. Sed Exhibit 10}

To expedite the request, CED may be delegated authority to determine the amount COC is
willing to approve if sufficient information for the practice is present at the initial signup.

CED should document AD-245, page 1, as stated in this subparagraph.

Entering COC Willing to Approve

If the COC willing to approve determination was not entered at create, the “Amount Willing
To Approve’, “COC Willing To Approve’, and “Referral Expires’ fields can be completed by
accessing option 2 on Menu EEA100.

* Thisdetermination is required for all annual programs, except SIP.
* Thisdetermination must be entered before AD-862 can be printed.
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Par. 123

123  Entering COC Willing to Approve Determination (Continued)

C Accessing Option to Enter COC Willing to Approve

Access the option to enter the COC willing to approve determination according to the

following.

Note: After the COC willing to approve data is entered, print AD-862 and send to the

applicable technical service provider.

Step

Action

Result

1

On Menu EEA100:

e ENTER"2’
 PRESS"Enter”.

Screen EEA10500 will be displayed.

2 On Screen EEA10500: See Section 1 for instructions for
displayed screen.
o enter the control number to be
accessed Note: To bypass a screen with data
that does not need to be
* PRESS*“Enter”. modified, PRESS “Enter” on
that screen.
3 Enter data according to Section 1. When Screen EEA17000 is displayed,

PRESS “Enter” on each screen until
Screen EEA17000 is displayed.

the data will be updated to thefile.

D Not Willing to Approve

10-27-03

If COC isnot willing to approve AD-245, page 1, enter the disapproval data according to

Section 7.

Print disapproval letter according to Part 6 and send to the producer.
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Par. 124
124  Applicant Notification of Referral

A Notification

When AD-862 isissued to the applicable technical service provider, notify the applicant of
either of the following.

Notification Additional Information

Approval of the practice, | The approval subject to feasibility letter in Part 6 may be used
subject to determination | for this notification. This letter allows the producer to start
of feasihility. the practice after afeasibility determination has been
completed with the risk that the practice may not be approved
by COC if the feasibility determination is not favorable. Do
not use this letter for:

o practicesSL1, SL2, SL6, SL14, and SL15, and practices
with a primary purpose of erosion control

« VC/SL
* any other specia requirements established at the national,

State, or local level that make areview of AD-862
necessary before approval of the practice request.

Referral to determine The applicant shall not start the practice before receiving COC
that the practiceis approva. The notice of referral letter in Part 6 may be used
practical and needed. for this notification.
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Par. 125
125 Follow Up on Referrals

A Review ACP-301
Regular reviews of ACP-301 report shall be made throughout FY to:

* ensure that outstanding referrals are acted on in time to issue approval before the starting
dates given by the applicant

* print the Needs Determination Not Y et Made Report according to Part 7, Section 1
* remind the applicable technical service provider of the expiration date

* resolve any workload problems between agencies.

126-135 (Reserved)
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Par. 136
Section 3 Needs Determination

136 Overview,
A In This Section
This section provides instructions to enter needs determination data from AD-862. When the
technical service provider makes the needs determination, updating data in the system is

necessary. Enter data even if the needs determination is unfavorable.

Important:  Needs determination data must be entered before C/S approval process can be
accessed.

Note: Needs determination data can only be entered or corrected according to this section.
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137  Entering Needs Determination Data

A NeedsData

Par. 137

Enter the needs determination data from AD-862 according to this paragraph and

[paragraphs 13§ through 143.

Note: If the primary purpose code is incorrect, enter the correct primary purpose code

B Selecting Needs Determination Option

Select the needs determination option as follows.

through option 2 on Menu EEA100, according tq paragraph 122, and then record
needs determination.

Step Action Result
1 On Menu EEA100: Screen EEA 10500 will be displayed.
e ENTER"3
 PRESS"Enter”.
2 On Screen EEA10500: Screen EEA 13500 will be displayed.

* enter the control number to be
accessed

 PRESS"Enter”.

aragraph 138

10-27-03
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Par. 138

138  AD-245 Site Charac/Tech Practice Screen

A Example of Screen EEA13500

10-27-03

The following is an example of AD-245 Site Charac/Tech Practice Screen EEA13500.

AD- 245 Site Char/Tech Practice Screen

Control NO 2002 0001

Farm NO 1898

Producer 1D 111 22 3333 S
Land Capability O ass & Subcl ass:

Hydrol ogic Unit:

Ent er =Conti nue COrd4=Pr evi ous Screen

Conservation 000- ANYCOUNTY Sel ection EEA13500

Versi on: AC93 10-05-2001 12:59 Term EO

Program CRP Contract NO 2002 0037
Practice: CPl Primary Purpose: C
Nane: U S. FARMER

Soi | Loss Tol erance(T-Val ue): ..
Estimated - Total Cost:

.............. - Cost-Share:....4550
Conponent Ext ent Ext ent Endanger ed Speci es Code: ..
Code Request ed Needed # Techni cal Cost
70.0 ... Code Shar ed?
ACPF 70.0 ...
ACPS 70.0 ...
Do you wish to see conponent and technical code descriptions (Y or N)? N

Cmd7=End Omd16=Add OCnd20=Change

Cmd24=Del ete Hel p=Hel p Text
IM Use Cmdl6, Cnd20, & Cnd24 to process technical codes.
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Par. 138
138 AD-245 Site Charac/Tech Practice Screen (Continued)

B Entering Data on Screen EEA13500

Enter data on Screen EEA 13500 according to the following.

Step Action

1 Enter the land capability class and subclass for AD-862. Thisis not required for
programs CRP, ECP, and practice SP53.

2 Enter the soil loss tolerance (T-value) for AD-862. Thisis not required for
programs CRP, ECP, and practice SP53.

3 Enter the land cover use before and after code for AD-862. PRESS “Help” to
display a help screen with the applicable codes. Thisis not required for programs
CRP, ECP, and practice SP53.
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Par. 138

138 AD-245 Site Charac/Tech Practice Screen (Continued)

B Entering Data on Screen EEA 13500 (Continued)

10-27-03

Step

Action

4

IF the practiceis...

THEN the“Estimated Total Cost” and “ Estimated
Cost-Share’ fiddswill...

* aC/SCP practice

» for aprogram other
than CRP

be displayed.

* Enter the estimated total cost from AD-862.

* Theestimated C/S amount entered through the
create option will automatically be displayed.

Correct this amount if necessary.

e Gotosep>s.

Reminder:

If the estimated C/S amount is entered
through the create option for CP
practices other than CP12:

o the CP practice will be treated by
the system as a C/S practice

. thesefields will be displayed.

If it is discovered that the CP practice
being processed through this option,
other than CP12, should not be C/S,
and has not been through the approval
option:

» exit this option

* delete the estimated C/S amount
through Menu EEA100,
option 2

* record needs determination
according to this section.
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Par. 138

138 AD-245 Site Charac/Tech Practice Screen (Continued)

B Entering Data on Screen EEA 13500 (Continued)

10-27-03

Step Action
4 IF the practice THEN the “Estimated Total Cost” and “ Estimated
(Cntd) | is... Cost-Share” fieddswill...
anon-C/S CP not be displayed. Go to step 5.
practice

Reminder:  The estimated C/S cannot be entered
through the create option for CP12. It can
be entered for all other CP practices,
however, if it is not entered:

» the CP practice will be treated by the
system as a non-C/S practice

» thesefields will not be displayed.

If it is discovered that the CP practice being
processed through this option, except CP12,
should be C/S and has not been through the
approval option:

» exit this option

* enter the estimated C/S amount through
Menu EEA100, option 2

* record needs determination according to
this section.
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Par. 138

138 AD-245 Site Charac/Tech Practice Screen (Continued)

B Entering Data on Screen EEA 13500 (Continued)

10-27-03

Step

Action

5

Enter the hydrologic unit code for ACP practices WQP1 and SSP.

If the farm on AD-245 and AD-862 is physically located in either of the
following, enter the hydrologic unit code for the administrative county:

» another State
e county within the State at the top of the screen.

Note: The system only accepts hydrologic unit codes applicable for the State
code at the top of the screen.

The code shall be at least 8 numeric characters and no more than 14 numeric
characters. The system will validate that the first 2 characters are correct and
that there are at least 8 characters entered. This code must be obtained from the
technical service provider.

If an entry less than 14 charactersis entered, the system will add zeros to the
front of the code to fill all 14 spacesin the field. Do not update a code entered
like this.

To prevent the system from entering zeros to the front of the code, enter the
applicable amount of zerosto the end of the code to equa 14 charactersin the
field.

Example: If 02145083 is the code to be entered, ENTER *“02145083000000".
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Par. 138
138 AD-245 Site Charac/Tech Practice Screen (Continued)

B Entering Data on Screen EEA 13500 (Continued)

Step Action

6 Enter the endangered species code for ACP practices WQP1 and WP7, and SIP
practices SIP7 and SIP8. See DM 9500-1 for applicable codes.

7 Enter the extent needed for the practice and each component for AD-862.
Components can only be added or deleted through the update option according to
Section 1.

If the practice is SSP, the extent needed for the SSP initial component must equal
the extent needed for the practice.

8 | Technical practices may be entered when needs determination data is being
recorded according to this section, or during final performance. Use the table to
determine appropriate action.

| F technical
practicesare... | THEN...

available continue with step 8 to process technical practices.

not available * PRESS “Enter” to bypass technical practice processing
through needs determination

«  Screen EEA13000 will be displayed.

Go ta paragraph 139|
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Par. 138

138 AD-245 Site Charac/Tech Practice Screen (Continued)

B Entering Data on Screen EEA 13500 (Continued)

10-27-03

Step

Action

8
(Cntd)

Technical practices:

Notes: Program policy determines which technical practices are associated to

Process technical practices for both FSA C/S practices and non-C/S practices
according to the following guidelines.

associated to FSA practices are listed in DM 9500-1, Appendix G

associated to an FSA practice are flagged “Y” in the system as being eligible
for C/S

not associated to an FSA practice are flagged “N” in the system as not
being eligible for C/S.

FSA practicesin DM 9500-1.

FSA pays C/S, if applicable, only for technical practices flagged “Y” for
the practice being processed on AD-862. FSA does not pay C/S for
technical practices flagged “N” for the FSA practice.

At least 1 technical practice must be added that is associated to the practice
according to DM 9500-1, Appendix G. The technical practice's
“Cost-Shared” flag must be left set to “Y”. Processing cannot continue
without this requirement being met.

Important:  Evenif the practice is anon-C/S CP practice, the
“Cost-Shared” flag must be left set to “Y™.

If the technical service provider has not provided at least 1 technical practice
associated to the FSA practice in DM 9500-1, Appendix G, return AD-862
to the technical service provider and request the correct technical practice or
practices be provided.
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138 AD-245 Site Charac/Tech Practice Screen (Continued)

B Entering Data on Screen EEA 13500 (Continued)

10-27-03

Par. 138

Step Action
8 » Other technical practices may be added, if applicable, that are:
(Cntd)
* associated to the FSA practice; the “Cost-Shared” flag may be left set to
“Y” or changed to “N”, as applicable
* not associated to the FSA practice; the “Cost-Shared” flag cannot be
changed from “N” to “Y”.

Use the following command keys to process technical practice codes for

AD-862. PRESS:

¢ “Cmd16” or “Shift” + “F4” to add atechnical practice code; see step 9

o  “Cmd20” or “Shift” + “F8” to change technical practice data previously
entered; see step 10

o “Cmd24” or “Shift” + “F12” to delete a technical practice code previously
entered; see step 11

o “Help” or “Alt” + “F1” for additional information.

9 PRESS “Cmd16” or “Shift” + “F4” to add atechnical practice code.
Note: Up to 6 technical practice codes may be added.
Step Action Result
1 When Screen EEA 13505 is displayed, enter Screen EZZ54500 will
the technical code or PRESS “Enter” to be displayed.
display alist of technical codes to select from.
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138 AD-245 Site Charac/Tech Practice Screen (Continued)

B Entering Data on Screen EEA 13500 (Continued)

10-27-03

Par. 138

Step

Action

9
(Cntd)

Step

Action

Result

The technical practice codes that are associated to
the practice and are eligible for C/S for the practice
will be displayed with a“Y” in the “C/S Eligible”
column. Use the up and down arrow while holding
“Shift” or “Page Up” and “Page Down”to display
the technical codes on the screen.

Notes: These codes are set according to
DM 9500-1 and cannot be changed in the
system by the County Office.

“Y” will be displayed in the “C/S Eligible”
column even for non-C/S CP practices.

Enter the technical practice code to be added and
PRESS “Enter”.

Screen EEA13510
will be displayed.

ENTER:

o “Y” if the technical practice code will be C/S
and/or it is meeting the requirement that at least
1 technical code has the “ Cost-Share” flag set
to “Y” and PRESS “Enter”

o “N” if the technical practice code will not be
C/S or isnot eligible for C/S and PRESS
“Enter”.

Screen EEA13500
will be
redisplayed.

Repeat the action in this step if additional technical practice codes need to be

added.
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138 AD-245 Site Charac/Tech Practice Screen (Continued)

B Entering Data on Screen EEA 13500 (Continued)

10-27-03

Par. 138

Step Action
10 | PRESS “Cmd20” or “Shift” + “F8” to change technical practice data previously
entered.
Step Action Result
1 Enter the number of the technical practice code | Screen EEA13510 will
to be changed and PRESS “Enter”. be displayed.
2 | Change the desired data and PRESS “Enter”. Screen EEA13500 will
be redisplayed.
Repeat the action in this step if other technical practice data need to be changed.
11 | PRESS“Cmd24” or “Shift” + “F12” to delete atechnical practice previously
entered.
Step Action Result
1 Enter the number of the technical practice code | Screen EEA13515 will
to be deleted and PRESS “Enter”. be displayed.
2 | Thequestion, “Isthisthe technical code you Screen EEA 13500 will
wish to delete (Y or N)?7", will be displayed. be redisplayed.
ENTER “Y” to delete the technical practice
code and PRESS “Enter”.
Repeat the action in this step to delete other technical practice code data.
12 | When all datain steps 1 through 11 have been entered, PRESS “Enter”.

Screen EEA13000 will be displayed. Sed paragraph 139]
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139

A

10-27-03

Par. 139

AD-862 Erosion Control Screen

Example of Screen EEA 13000

The following is an example of AD-862 Erosion Control Screen EEA13000.

Conservati on 000- ANYCOUNTY Sel ection EEA13000
AD- 862 Erosion Control Screen Versi on: AC93 10-05-2001 13:52 Term EO
Control NO 2002 0001 Program CRP Contract NO 2002 0037
Farm NO 1898 Practice: CPl Primary Purpose: C
Producer 1D 111 22 3333 S Nane: U S. FARMER
C. FErosion Control Data:

Probl em Acres
Type Bef ore After Af fected
Sheet & Rill (Tons/AC YR):
Wnd (Tons/AC/YR): ool i
Qher (Tons/YR): Lo L
Range Codes: Bef ore After
Range Condi tion: . .
Trend I n Range Condition:
Ent er =Conti nue Cnd4=Previ ous Screen Cnmd7=End Hel p=Hel p Text
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Par. 139
139 AD-862 Erosion Control Screen (Continued)

B Entering Data on Screen EEA13000
Enter data on Screen EEA 13000 according to the following.
Important:  If primary purposeis“C”, datafor at least 1 type of erosion must be entered.
If erosion data are not required to be entered, PRESS “Enter” on Screen
EEA13000 to bypass al fields.

Note: The range code fields on Screen EEA13000 will only display when the land cover use
code is for rangeland.

Step Action

1 Enter the sheet and rill erosion data for AD-862 as follows.

Field Data Validation

Before | Enter the before in whole numbersin tons per acre per year for
AD-862. Required if “after” is present.

After | Enter the after in whole numbersin tons per acre per year for AD-862.
This amount cannot be greater than the “before” and cannot be zero.
Required if “before” is present.

Acres | Enter the acres affected for the number of acres on which erosion is
Affected | reduced for AD-862. Required if “before” and “after” are present.
Must be greater than zero.

2 Enter the wind erosion data for AD-862 as follows.

Field Data Validation

Before | Enter the before in whole numbersin tons per acre per year for
AD-862. Required if “after” is present.

After | Enter the after in whole numbersin tons per acre per year for AD-862.
This amount cannot be greater than the “before” and cannot be zero.
Required if “before” is present.

Acres | Enter the acres affected for the number of acres on which erosion is
Affected | reduced for AD-862. Required if “before” and “after” are present.
Must be greater than zero.
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Par. 139
139 AD-862 Erosion Control Screen (Continued)

B Entering Data on Screen EEA 13000 (Continued)

Step Action

3 Enter the other erosion data for AD-862 as follows.

Field Data Validation

Problem | Enter the problem type for AD-862. PRESS “Help” to obtain alist of
Type | applicable problem types.

Before | Enter the before in whole numbers in tons per year for AD-862.
Required if “after” is present.

After Enter the after in whole numbersin tons per year for AD-862. This
amount cannot be greater than the “before” and cannot be zero.
Required if “before” is present.

Acres Enter the acres affected for the number of acres on which erosion is
Affected | reduced for AD-862. Required if “before” and “after” are present.
Must be greater than zero.

4 Enter the range condition data for AD-862 as follows.

Field Data Validation

Before | Enter the range condition before code for AD-862. Required if “after”
is present. PRESS “Help” or “Alt” + “F1” to obtain alist of applicable
range condition before codes.

After Enter the range condition after code for AD-862. Required if “before”
is present. PRESS “Help” or “Alt” + “F1” to obtain alist of applicable
range condition after codes.
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Par. 139

139 AD-862 Erosion Control Screen (Continued)

B Entering Data on Screen EEA 13000 (Continued)

10-27-03

Step Action
5 | Enter the trend in range condition data for AD-862 as follows.

Field Data Validation

Before | Enter the trend in range condition before code for AD-862. Required if
“after” ispresent. PRESS “Help” or “Alt” + “F1” to obtain alist of
applicable trend before codes.

After | Enter thetrend in range condition after code for AD-862. Required if
“before” is present. PRESS “Help” or “Alt” + “F1” to obtain alist of
applicable trend after codes.

6 | After datain steps 1 through 5 have been entered, PRESS “Enter”.

Screen EEA13005 will be displayed. Seé paragraph 140)
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AD-862 Water Conservation Screen

A Example of Screen EEA13005

10-27-03

Par. 140

The following is an example of AD-862 Water Conservation Screen EEA13005.

Conservati on
AD- 862 Water Conservation Screen

000- ANYCOUNTY

Control NO

1-CONSV (Rev. 2) Amend. 1

Ver si on:

Sel ection EEA13005
AC93 10-05-2001 13:52 Term EO

2002 0001 Program CRP Contract NO 2002 0037
Farm NO 1898 Practice: CPl Primary Purpose: C
Producer 1D 111 22 3333 Nane: U S. FARMER
D. Water Conservation Data:
1. Irrigation Water Conservation:
Irrigation Situation: Water Applied - Before:
(ACINAC - After:
Water Conservation Acres:  ...... System Efficiency - Before:
- After:
2. Increased Water Storage:
Primary Use:
Capacity(ACIN) - Before: ......
- After: ..., Soi | Mbisture Measure Applied:
E. Water Quality Data:
Probl em Type: Wat er Body Treat ed/ Protect ed:
Severity of Pollution:
Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End Hel p=Hel p Text
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Par. 140
140 AD-862 Water Conservation Screen (Continued)

B Entering Data on Screen EEA13005 for Water Conservation
Enter the following data on Screen EEA13005.
Important: I primary purposeis:

o “D”, datafor water conservation must be entered according to this
subparagraph

o “E’, datafor water quality must be entered according to subparagraph C.

If water conservation and water quality datais not required to be entered,
PRESS “Enter” on Screen EEA 13005 to bypass all fields.

Step Action

1 |Important: If any datain“1. Irrigation Water Conservation” are present, al
data must be completed for that category. If any datain

“2. Increase Water Storage” are present, al data must be present for
that category.

2 | Enter theirrigation situation code for AD-862. PRESS “Help” and “Alt” + “F1” to
obtain alist of applicable irrigation situation codes.

3 | Enter the water applied before and after in acres-inches per acre per year in whole
numbers for AD-862. There must be an entry in “before” and “after” if either is
present.

4 | Enter the water conservation acres that apply to the irrigation water conservation
for AD-862.

5 | Enter the system efficiency before and after percentage in whole numbers for
AD-862.

6 | Enter the primary use code for AD-862. PRESS “Help” or “Alt” + “F1” to obtain
alist of applicable primary use codes.

7 | Enter the capacity before and after in acres-inches of storage capacity for AD-862.
There must be an entry in “before” and “after” if either is present.

8 |Enter a“Y” if soil moisture measures are applied for AD-862.

9 | When adl datain steps 1 through 8 are entered, PRESS “Enter”. Screen EEA13010
will be displayed. See paragraph 141|
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Par. 140

140 AD-862 Water Conservation Screen (Continued)

C Entering Data on Screen EEA13005 for Water Quality

Enter the following data on Screen EEA13005.

Important: I primary purposeis:

o “E”, datafor water quality must be entered according to this subparagraph

o “D”, datafor water conservation must be entered according to
subparagraph B.

If water conservation and water quality datais not required to be entered,
PRESS “Enter” on Screen EEA 13005 to bypass al fields.

Step

Action

Enter the problem type code for AD-862. PRESS “Help” or “Alt” + “F1” to
obtain alist of applicable problem type codes.

Enter the water body treated or protected code for AD-862. PRESS “Help” or
“Alt” + “F1” to obtain alist of applicable water body codes.

Enter the severity of pollution code for AD-862. PRESS “Help” or “Alt” + “F1”
to obtain alist of applicable severity of pollution codes.

When al datain steps 1 through 3 has been entered, PRESS “Enter”.
Screen EEA 13010 will be displayed. See paragraph 1411

10-27-03
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141  AD-862 Wood Production and Other Screen

A

10-27-03

Example of Screen EEA13010

Par. 141

The following is an example of AD-862 Wood Production and Other Screen EEA13010.

3. Site Preparation:

Acres: L. Cost Share:

G Oher Assistance Data:

Primary Purpose:

Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End Hel p=Hel p Text

1-CONSV (Rev. 2) Amend. 1

AC93 10-05-2001 14:22 Term EO

2002 0037

Conservation 000- ANYCOUNTY Sel ection
AD- 862 Wod Production And C her Screen Version:
Control NO 2002 0001 Program CRP Contract NO
Farm NO 1898 Practice: CPl Primary Purpose:
Producer 1D 111 22 3333 S Nane: U S. FARVER
F. Wod Production Data:
1. Site Description:
Site | ndex: L Potential Production:
2. Stand Condition:
Forest Cover - Before: .... <-- (Leave either field blank to |ist
- After: .... <-- all Forestry Practices)
Stock Level - Before: .
- After:

Page 5-100



Par. 141

141  AD-862 Wood Production and Other Screen (Continued)

B Entering Data on Screen EEA13010 for Wood Production

Enter data on Screen EEA 13010 as follows.

Important: I primary purposeis:

« “F’, datafor wood production must be entered according to this
subparagraph

o “G”, datafor other assistance must be entered according to
subparagraph C.

If wood production and other assistance data are not required to be entered,
PRESS “Enter” on Screen EEA13010 to bypass al fields.

Step

Action

Enter the site index for AD-862. See DM 9500-1 for applicable codes. Site index
must be entered for ACP practices FR1 and FR2 and all SIP practices except
SIP1. Siteindex isrequired if a potential production code is present. See

DM 9500-1 for further instructions for SIP.

Enter the potential production code for AD-862. PRESS “Help” or “Alt” + “F1”
to obtain alist of applicable potential production codes. Potential production
code isrequired if a Site index is present.

Enter the forest cover before and after code for AD-862. If field isrequired, leave
field blank to obtain alist of al forest cover codes to select from.

Enter the stock level before and after code for AD-862. PRESS “Help” or “Alt”
+ “F1” to obtain alist of applicable stock level codes.

Enter the site preparation acres for AD-862. If present, site preparation C/S
amount must be present. This amount must be correct when final performance
process is accessed.

Enter the site preparation C/S amount for AD-862. This amount must be correct
when final performance process is accessed.

When al data for steps 1 through 6 have been entered, PRESS “Enter”.
Screen EEA16005 will be displayed. aragraph 142

10-27-03
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Par. 141
141  AD-862 Wood Production and Other Screen (Continued)

C Entering Data on Screen EEA13010 for Other Assistance
Enter data on Screen EEA13010 as follows.
Important:  If primary purposeis:

¢ “G”, datafor other assistance must be entered according to this
subparagraph

« “F, datafor wood production must be entered according to
subparagraph B.

If wood production and other assistance data are not required to be
entered, PRESS “Enter” on Screen EEA13010 to bypass al fields.

Step Action

1 Enter the other assistance primary purpose code. PRESS “Help” to obtain alist
of applicable other assistance primary purpose codes.

Note: If the primary purpose at the top of the screenis“G” and the practice code
isfor any CP practice, then the only valid entry in the “G. Other Assistance
Data, Primary Purpose” fieldis“1” or “8".

2 When data for step 1 have been entered, PRESS “Enter”. Screen EEA 16005 will
be displayed. aragraph 142
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Par. 142

142  AD-245 Application Status Screen

A Example of Screen EEA16005

10-27-03

The following is an example of AD-245 Application Status Screen EEA16005.

Conser vati on 000- ANYCOUNTY Sel ection EEA16005
AD- 245 Application Status Screen Ver si on: AC93 10- 05- 2001 14: 33 Term EO
Control NO 2002 0001 Program CRP Contract NO 2002 0037
Farm NO 1898 Practice: CPl Primary Purpose: C
Producer 1D 111 22 3333 S Nane: U S. FARMER
-Dates- Practice To Begin 05012002
Practice To Be Conpl eted By 06152002
Referral Expires 05012002

Needs Determ nation:
Ref erred: *Needs Determ nati on Made By Anot her Agency . 04152002
Non Referred: *Needs Determination Made By FSA ... .. ...
*Soi | Loss Determ ned By Another Agency ...,

Not e: Enter dates in MVDDCCYY format.
Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End
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Par. 142

142 AD-245 Application Status Screen (Continued)

B Entering Data on Screen EEA16005

10-27-03

Enter data on Screen EEA16005 as follows. Enter all datesin MMDDCCY'Y format.

Note: The practice to begin, practice to be completed by, COC willing to approve, and
referral expires dates cannot be entered or changed on Screen EEA16005. If 1 of
these dates needs to be entered or changed, see Section 2.

Step Action

1 Enter the needs determination date as follows. Only enter 1 needs determination
date.
IF... THEN...
atechnical service provider enter the date AD-862 was signed by the technical
other than this agency service provider in the “Needs Determination
completed the needs Made By Another Agency” field.
determination for the practice
this agency made the needs enter the date AD-862 was signed by this agency
determination in the “Needs Determination Made By FSA” field.
this agency isresponsible for | enter the date AD-862 was signed by this agency
the technical determinations | and the technical service provider in the “Soil
for the practice, but another | Loss Determined By Another Agency” field.
technical service provider
completed the soil loss
determination

2 | Whenthedatain step 1 have been entered, PRESS “Enter”. Screen EEA17000

will be displayed. Sed paragraph 143)
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143  AD-245 Process Status Screen

A Example of Screen EEA17000

10-27-03

The following is an example of AD-245 Process Status Screen EEA17000.

Par. 143

Conservati on
AD- 245 Process Status Screen

Control NO 2003 0003 Program CRP
Farm NO 1898 Practice: CPl
Producer 1D 11 22 3333 S Nare:

bef ore entering option or cormand key.
Print 245 Page 1
Print AD 862

Create Initial AD 245 7
Update Initial AD 245 8
Needs Determ nation 9.
Approval Process 10.
Partial Performance

Fi nal Perfornance 16.

oukwnE

Enter option and press "Enter".
Ent er=Conti nue Cmd7=End
IM Initial 245 information has been updated on the AD- 245/ AD-862 file.

077- ANYCOUNTY

Entry EEA17000

Version: AD12 10-17-2002 10:22 Term EO

Contract NO

U S FARMER
If you wish to print a formireport, place an "X' next to the one(s) you want

Cancel | ati on Process

Rei nst at ement

Del ete

Correction After Performance

Reprint Form

1-CONSV (Rev. 2) Amend. 1

2002 0023
Primary Purpose: C
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143  AD-245 Process Status Screen (Continued)

B Entering Data on Screen EEA17000

144-153

10-27-03

Enter data on Screen EEA 17000 according to the following.

Par. 143

Note: When Screen EEA17000 is displayed, the data entered will be updated to the

AD-245/AD-862 file.

Important:  When needs determination data is entered, no other forms should need to be
printed.
Step Action
1 Print aform or report as follows.
IF... THEN...
AD-245, page 1 isdesired | ENTER “X” next to the “Print 245 Page 1” field.
AD-862 is desired ENTER “X” next to the “Print AD-862" field.
both AD-245, page1and | ENTER “X” in both fields.
AD-862 are desired
no forms or reportsneed | do not enter “X” next to any of the fields.
to be printed
2 IF... THEN...
another processneedsto | enter an option number from the bottom of the
be completed on this screen and PRESS “Enter”.
control number or another
control number
Nno process needs to be PRESS “Cmd7” or “F7” to return to Menu EEA100.
completed on this control
number or another control
number at thistime
If aform or report was selected to be printed, Screen EZZ50000 will be displayed
when “Enter” or “Cmd7” is pressed on Screen EEA17000.
* Enter the printer ID and the number of copies to be printed.
* PRESS “Enter” and the number of copies of forms or reports entered on
Screen EZZ50000 will be printed.
(Reserved)

1-CONSV (Rev. 2) Amend. 1
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Par. 154
Section 4 _Approval Process

154  Overview
A In This Section
This section provides instructions to:
* document action taken on ANA’s AD-245, page 1
» enter approval datafrom AD-245, page 1 for either:

¢« ANA’S
e« CPOforLTA’s

* complete practice extensions.
Approval data:

« canonly be entered and corrected according to this section
e must be entered:

* before partial or final performance can be accessed

o for LTA AD-245 s even though all AD-245' s were officially approved when LTA or
CRP contract was approved

» for non-C/S CP practices, including CP12.
Once approval has been updated in the system, the program code, fund code, and practice
code cannot be changed on AD-245. If the wrong program code, fund code, or practice code
was approved in the system, cancel AD-245 according to Section 7 and create a new AD-245
for the correct program code, fund code, or practice code according to Section 1.

155 (Reserved)
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Par. 156

156  Documenting COC’s Approval or Disapproval of ANA Requests

A Action

10-27-03

Document COC action on the hard copy of AD-245, page 1, and record datain the system
according to this section. Seg Exhibit 10

After needs determination, if needs determination by COC or atechnical service provider is:

+ favorable, and AD-245, page 1 is approved, sed paragraph 157
» favorable or not favorable, and AD-245, page 1 is disapproved, seq paragraph 158

1-CONSV (Rev. 2) Amend. 1 Page 5-135



Par. 157

157  Documenting COC Approval of ANA Requests

A Favorable Determination

10-27-03

If needs determination by COC or technical service provider isfavorable, and AD-245 is
approved, following the instructions in this paragraph.

Important:  The C/S amount must be sufficient, with program limitations, to provide the

necessary incentive for timely performance of the approved measure. Do not
use arbitrary holddowns.

Completing AD-245, Page 1

Manually enter the following on AD-245, page 1.

Step Action
1 In column D, enter the extent approved for the practice and each component.
If the practice is SSP, the extent approved for the SSP initial component must
equal the extent approved for the practice.
2 In column E, enter the rate or C/S level for the practice and each component, if

request isVC/SL or low income. If request isnot VC/SL or low income, the
following will be printed by the system in column E.

« |farateand C/Slevel or only arate is entered on the County Eligibility Table
for the component, the rate will be displayed.

« Ifonly aC/Slevel isentered on the County Eligibility Table for the
component, the C/S level will be displayed.

If the practice is SSP, the SSP initial component is a non-C/S component, because
it only identifies what SSP is. Therefore, if the request is VC/SL or low income,
do not enter arate or C/S level for the SSP initial component. If the request is not
VC/SL or low income, neither rate nor C/S level will print for the SSP initial
component code.
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Par. 157
157  Documenting COC Approval of ANA Requests (Continued)

B Completing AD-245, Page 1 (Continued)

Step Action

3 In column F, enter the approved C/S amount for the practice and each component
in whole dollars.

If the practice is SSP, do not enter an approved C/S amount for the SSP initial
component, since it is a non-C/S component.

4 | Enter the date the practice expires.
5 | COC shall date and sign AD-245, page 1.

Note: See|paragraphs 159|and [L60|for further instructions on documenting extents.

C Notification
Give the applicant timely notice of the extent of the approved C/S amount on AD-245,
page 2. See approval letter in Part 6. The applicant shall not be disqualified for cost-sharing
if the practice is started before AD-245, page 2 is received; however, the letter of approval
subject to feasibility determination must be received before performance is started. See
Section 2.

D Authorized Signature

To document COC action on AD-245, page 1, a committee member or CED, where so
authorized, who has no personal interest in the farm shall sign the request.

* See 1-ACP for limitations on delegations of authority to act for COC.
o Enter the date AD-245 is signed.

E Enter Datain System

Enter the approval data in the system from AD-245, page 1, according to this section.
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Par. 158
158  Documenting COC Disapproval of ANA Requests

A Determination

After needs determination, if needs determination by COC or technical service provider is
favorable or not favorable, and AD-245, page 1 is disapproved, follow the instructions in this

paragraph.
B Completing AD-245, Page 1
On AD-245, page 1:

* manually enter zero in columns D and F
e dateand sign.

C Notification
Promptly notify the applicant, in writing, of COC'’s action.
* Givethereason for disapproval.
* Advise the applicant of the right to appeal the decision.
o Seedisapproval letter in Part 6.

D Authorized Signature

To document COC action on AD-245, a committee member or CED, where so authorized,
who has no persond interest in the farm shall sign the request.

* See 1-ACP for limitations on delegations of authority to act for COC.
o Enter the date AD-245 is signed.

E Entering Datain System

Enter the disapproval data in the system from AD-245, page 1, according to Section 7.
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Par. 159

159  Showing Extents and Amounts on AD-245, Page 1

A Approving Extents

Important:  Completing approva documentation on AD-245, page 1 for:

 LTA programsis not required

Note: County Offices may fill out approval dataon AD-245, page L if it is
helpful for entering approval data in the system.

* ANA programsis required.

Approve cost-sharing only on a definite, guaranteed basis. See subparagraphs B and C for
exceptions.

10-27-03

Farm allowances or conditional, minimum, or factored C/S approvals are not authorized.

AD-245, page 1, column D or F shall not be issued blank or with entries in indefinite
terms.

Note: Column F may be blank for non-C/S CP practices.
AD-245, page 1, column D shall show the number of units of practice approved.
AD-245, page 1, column F must show the amount of C/S offered, if applicable.

Example: ¢ Cost-sharing is requested on 20 acres with an $8 per acrerate. C/S
approval would be $160.

* Theextent to enter on AD-245, page 1, column D is 20.0. The amount to
enter on AD-245, page 1, column F is $160.

* Determine the amount of C/S, except under subparagraph B or C, by
multiplying the established rate times the approved units. Round the
approved total to the nearest whole dollar by increasing amounts of $.50 or
more and decreasing amounts of $.49 or less. Individual components must
be expressed in whole dollars.
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Par. 159
159  Showing Extentsand Amounts on AD-245, Page 1 (Continued)

B LessThan the Full Extent Requested
Document the decision to limit C/S amount as follows.

* COC may approve C/S amount less than the full extent requested when either of the
following occurs:

* unable to approve all needed units to complete a practice because of inadequate
funding

* adetermination is made that alesser amount would be appropriate to solve the
conservation or environmental problem.

» Document approval on AD-245, page 1 by completing 1 of the following:

» enter in column D the number of units for which cost-sharing can be given, with an
approval for C/Sin column F at the full rate for the units approved

» enter in column D &l the units needed to complete the practice, with an approval of
C/Sin column F in the specific amount determined.

Notify the producer, in writing or by notation on AD-245, page 2, that cost-sharing is
conditioned upon performing all of the units needed to complete the practice.

C Possbility of Exceeding Maximum Limitation

Document the decision to limit C/S amount for the possibility of exceeding the maximum
payment limitation.

When the amount that could be earned on the extent approved could exceed the maximum
limitation, document approval on AD-245, page 1 by entering in:

¢ column D, the extent approved
e column F, the smaller of:

the estimated C/S to be earned
* the applicable maximum limitation.
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Par. 160
160  Approvals Where M aximum Payment Limitation May Apply

A Payment Limitation

Software is being developed to limit approvals and/or payments from exceeding program
maximum payment limitations as required by 1-ACP and 1-ECP.

Important:  Until software is available, follow instructions in subparagraphs B through D to
prevent producers from believing they will receive an amount greater than the
maximum payment limitations.

B Amount to Approve

I ssue approval on AD-245, page 2 for each practice for the smaller of the maximum limitation
or the amount COC approved.

* |f morethan 1 eligible person will share in the payment, limit the approval to the number
of persons times the limitation.

*  See applicable program handbook for additional instructions.

¢« See 1-ACP for additional instructions on P-A’s.
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Par. 160
160  Approvals Where Maximum Payment Limitation May Apply (Continued)

C Statement
If the amount of cost-sharing approved, and all other current FY approvals for a person in the
county, will exceed the limitation, enter on AD-245, page 2, or attach to AD-245, page 2, on
a separate sheet the following statement:

“The total of all cost-shares under the (enter FY) FY program to any person for all farms

in which he or she has an interest anywhere for practices that are not performed under

pooling agreements shall not exceed $3500, and for all practices, including those
performed under pooling agreements shall not exceed $10,000.”

Note: Maximum payment limitations shown in the statement are for ACP. For programs
other than ACP, enter the maximum payment limitation amount for the applicable
program.

D Inform Applicant
Inform the applicant of maximum payment limitations.

Publicize:

o the amount of the maximum limitation
* that applicants are responsible to keep within maximum limitation.
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161  Entering Approval Data

A Approval Data

10-27-03

Par. 161

Enter the approval datafrom AD-245, page 1, or CPO for LTA programs, according to this
paragraph and paragraphs 162 through[164]

Selecting Approval Process Option

Select the approval process option as follows.

Important:  Review ledger balance to ensure that there are sufficient funds to approve C/S,
for applicable programs.
Step Action Result
1 On Menu EEA100: Screen EEA10500 will be
displayed.
* ENTER"4”
» PRESS"“Enter”.
2 On Screen EEA10500: Screen EEA14000 will be
displayed. Se¢ paragraph 1621
* enter the control number to be accessed
» PRESS"“Enter”.

1-CONSV (Rev. 2) Amend. 1
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Par. 162

162  AD-245 L edger Data Screen

A Example of Screen EEA 14000

10-27-03

The following is an example of AD-245 Ledger Data Screen EEA14000.

Conservation 000- ANYCOUNTY Sel ection EEA14000
AD- 245 Ledger Data Screen Versi on: AC93 10-05-2001 15:44 Term EO
Control NO 2002 0001 Program CRP Contract NO 2002 0037
Farm NO 1898 Practice: CPl Primary Purpose: C
Producer 1D 111 22 3333 S Nane: U S. FARVER

Practice Description: Estab permintroduced grasses & | egunes (Ac)

Conp Ext ent Ext ent as as Ext ent as

Code Requested Approved Lev Rate Approved Unit Per f or ned Ear ned
70.0 ..... 70.0 L

ACPF 70.0 ..... 70.0 50 30.000 ........ ACRE

ACPS 70.0 ..... 70.0 50 35.000 ........ ACRE

Do you wish to see conponent code descriptions (Y or N)? N

Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End
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Par. 162
162 AD-245 Ledger Data Screen (Continued)

B Entering Data on Screen EEA 14000

Enter data on Screen EEA 14000 according to the following. Enter the data from AD-245,

page 1.
Note: Component codes can only be added or deleted through option 2 according to
Section 1.
Step Action

1 | The"“Extent Approved” column will display amounts entered through the needs
determination option. The extent needed for:

+ the practice will be displayed as the extent approved for the practice
» each component will be displayed as the extent approved for each component.

If COC or SF approved a different extent for the practice, component, or
components than what is displayed, change the entry to the actual extent approved.

If the practice is SSP, the extent approved for the SSP initial component must equal
the extent approved for the practice.

2 | IFthepractice
being processed is... | THEN follow these guidelines.

anon-C/SCP For each component:

practice

o “C/SLev’ will be displayed from the County Eligibility
Table, if it was entered on the table for the component

+ “Rate” will be displayed from the County Eligibility
Table, if it was entered on the table for the component

* Nether “C/SLev” nor “Rate” will be displayed from the
County Eligibility Table, if they were not entered on the
table for the component (non-C/S component).

Go to step 3.
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Par. 162

162 AD-245 Ledger Data Screen (Continued)

B Entering Data on Screen EEA 14000 (Continued)

10-27-03

Step Action
2 IF the practice being
(Cntd) | processed is... THEN follow these guidelines.

o aC/Spractice

» for aprogram other
than CRP

For each component:

o “C/SLev’ will bedisplayed from the County
Eligibility Table, if it was entered on the table for
the component

* “Rate” will be displayed from the County Eligibility
Table, if it was entered on the table for the
component.

If the control number was approved for a different rate
or C/S level than displayed, enter the correct rate or
C/S level for the component.

Note: If neither arate nor C/S level was entered on
the County Eligibility Table for a component,
only a C/S level can be entered.

If the practice is SSP, neither C/S level nor rate will be
displayed for the SSP initial component, becauseit isa
non-C/S component.

Go to step 3.
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Par. 162
162 AD-245 Ledger Data Screen (Continued)

B Entering Data on Screen EEA 14000 (Continued)

Step Action

3 IF the practice being
processed is... THEN follow these guidelines.

anon-C/S CP practice | No entriesin the “C/S Approved” column are allowed.
Go to step 4.

» aC/SCPpractice | Enter the following in the “C/S Approved” column, on:

+ for aprogram + thetop line, enter the total C/S amount approved by
other than CRP COC or SF for the practice in whole dollars

» each component line, enter the C/S amount approved
for the component.

Important:  Thetotal of the C/S amount approved for
the components must equal the total C/S
amount approved for the practice.

If the practice is SSP, no C/S amount approved will be
entered for the SSP initial component, and no entry field
is provided. However, thetotal of the C/S amount
approved for al other components must equal the total
C/S amount approved for the practice.

For programs that have ledgers, the total C/S amount
approved cannot exceed the funds available on the ledger
for the program.

The total C/S amount approved for SIP cannot exceed
$10,000.

For LTA programs that use ledgers, the C/S amount
approved cannot exceed the unobligated contract
balance.

Go to step 4.
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162 AD-245 Ledger Data Screen (Continued)

Par. 162

B Entering Data on Screen EEA 14000 (Continued)

10-27-03

Step

Action

4

Reminder for CP Practices

IF it isdiscovered that the
CP practice being processed
through this option, other
than CP12, isbeing
processed asa...

THEN exit thisoption and...

C/S practice, but should be
non-C/S

complete the following through Menu EEA 100,
option 2:

+ ddlete the estimated C/S amount

* delete existing C/S components and add
non-C/S components, if applicable

update needs determination through
Menu EEA100, option 3, for new components,
if applicable

record approval according to this section.

non-C/S practice, but should
be C/S

cancel and delete AD-245

create a replacement AD-245 and AD-862,
ensuring that the estimated C/S amount is
entered to trigger other cost and C/Sfieldsto
be displayed when needs determination is
recorded

record needs determination through
Menu EEA100, option 3

record approval according to this section.

Entry fields in the following columns are not provided, because they are only used in

the performance options:

e  “Extent Performed”
e “C/SEarned”.

When actions in steps 1 through 3 have been completed, PRESS “Enter”.
Screen EEA16010 will be displayed. Go ta paragraph 163/
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Par. 163
163 AD-245 Application Status Screen

A Example of Screen EEA16010

The following is an example of AD-245 Application Status Screen EEA16010.

Conservati on 000- ANYCOUNTY Sel ection EEA16010
AD- 245 Application Status Screen Versi on: AC93 10-05-2001 15:56 Term EO
Control NO 2002 0001 Program CRP Contract NO 2002 0037
Farm NO 1898 Practice: CPl Primary Purpose: C
Producer 1D 111 22 3333 S Nane: U S. FARMER
-Dates- Practice To Begin 05012002
Practice To Be Conpl eted By 06152002
Referral Expires 05012002

Needs Determ nation:
Ref erred: *Needs Determ nati on Made By Anot her Agency 10052001
Non Referred: *Needs Determi nation Made By FSA
*Soi | Loss Determ ned By Another Agency

Approved By COC O SF 10052001
Practice Expires 06152002

Not e: Enter dates in MVDDCCYY format.
Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End
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Par. 163

163  AD-245 Application Status Screen (Continued)

B

10-27-03

Entering Data on Screen EEA16010

Enter data on Screen EEA 16010 according to the following. Enter datesin MMDDCCY'Y
format.

Notes: The practice to begin, practice to be completed by, COC willing to approve, and
referral expires dates cannot be entered or changed on Screen EEA16010. If 1 of
these dates needs to be entered or changed, see Section 2.

The needs determination dates cannot be entered or changed on Screen EEA16010. If
1 of these dates needs to be entered or changed, see Section 3.

Step Action

1 Enter the date AD-245 was approved by COC or SF for:

* ANA programs from AD-245, page 1
* LTA programs as of the date the LTA or contract was approved.

2 | Enter the date the practice expires from AD-245, page 1. Thisisthe date that the
practice must be completed and performance reported.

3 | Whenthedatain steps 1 and 2 have been entered, PRESS “Enter”.

Screen EEA17000 will be displayed. Seé paragraph 164]
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Par. 164

164  AD-245 Process Status Screen

A

10-27-03

Example of Screen EEA17000
The following is an example of AD-245 Process Status Screen EEA17000.

Note: For LTA'’s, the screen will display the remaining balance to be earned for the contract.

Conservati on 077- ANYCOUNTY Entry EEA17000

AD- 245 Process Status Screen Version: AD12 10-17-2002 12:31 Term EO
Control NO 2003 0003 Program CRP Contract NO 2002 0023
Farm NO 1898 Practice: CPl Primary Purpose: C

Producer 1D 111 22 3333 S Nane: U S FARMER

If you wish to print a fornmireport, place an "X' next to the one(s) you want
bef ore entering option or command key.

Print 245 Page 1 Print 245 Page 2 Approval Letter
Print 245 Page 1 & AD- 862 Print AD 862

1. Create Initial AD 245 7. Cancellation Process

2. Update Initial AD 245 8. Reinstatenent

3. Needs Determnation 9. Delete

4. Approval Process 10. Correction After Performance

5. Partial Performance

6. Final Performance 16. Reprint Form

Enter option and press "Enter".
Ent er=Conti nue Cmd7=End
IM Approval information has been updated on the AD 245/ AD-862 file.
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Par. 164
164  AD-245 Process Status Screen (Continued)

B Entering Data on Screen EEA17000
Enter data on Screen EEA 17000 according to the following.

Note: When Screen EEA17000 is displayed, the data entered will be updated to the
AD-245/AD-862 file and the ledger.

Important:  When C/S approval has been entered, AD-245, page 2 must be printed. Any
time AD-245, page 2 is printed, Continuation for AD-245, pages 1 and 2 will

also print.
Step Action
1 Print aform, report, or approva letter as follows.
IF... THEN...
only AD-245, page 1 is ENTER “X” next to the “Print 245 Page 1" field.
desired
only AD-245, page 2 is ENTER “X” next to the “Print 245 Page 2" field.
desired AD-245, page 2 must be printed when the

practice is approved.
Note: Thisoption must be

selected when the

practice is approved.
both AD-245, page 1 and ENTER “X” next to the “Print 245 Page 1 &
AD-862 are desired AD-862" field.
only AD-862 is desired ENTER “X” next to the “Print AD-862" field.

the approval letter is desired ENTER “X” next to the “Approval Letter” field.

no forms need to be printed do not enter “X” next to any of the fields.
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164  AD-245 Process Status Screen (Continued)

Par. 164

B Entering Data on Screen EEA17000 (Continued)

10-27-03

Step

Action

2

IF...

THEN...

another process needs to be
completed on this control number
or another control number

enter an option from the bottom of the
screen and PRESS “Enter”.

No process needs to be completed
on this control number or another
control number at thistime

PRESS “Cmd7” or “F7” to returnto
Menu EEA100.

If aform, report, or approval letter was selected to be printed, Screen EZZ50000
will be displayed when “Enter” or “Cmd7” is pressed on Screen EEA17000.

* Enter the printer ID and the number of copies to be printed.

« PRESS“Enter”.

The number of copies of forms, reports, or approval letters entered on

Screen EZZ50000 will be printed.
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Par. 165
165  Notifying Applicant of Approved Practice

A AD-245, Page 2

Notify the applicant of the practice extent and approved C/S, as applicable, with a copy of
AD-245, page 2 and Continuation for AD-245, pages 1 and 2. See 1-ACP for P-A’s.

* Ensurethat AD-245, page 2 has been approved and completed through column F, as
applicable, according to this section.

* Do not issue AD-245, page 2 until the technician’s concurring certification on AD-862 is
received for technically assigned practices. For LTA'’s, see applicable program handbook.

Important:  The participant must be notified according to this paragraph even when the
practice isanon-C/S CP practice.

Although CP10 and CP11 are previously established practices, the participant

and technical service provider will need to certify that the practiceis, in fact,
established.
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Par. 165

165 Notifying Applicant of Approved Practice (Continued)

B

10-27-03

Issue Approval

I ssue approval as follows.

Complete AD-245, page 2 according to this section.

Manually enter the lifespan years for CRP practices on AD-245, page 2.

The person issuing the approval for COC must sign and date AD-245, page 2. See

Include with AD-245, page 2, other explanatory information needed to help the applicant
perform the practice and qualify for C/S, if applicable. Explanatory information may
include the following, as applicable.

Practice specifications and any other information needed to comply with program
requirements.

An explanation of how to make a performance report. Have the applicant complete
AD-245, page 2, column G as follows:

* enter the extent performed, if known

« if extent performed is not known, or is determined by a technical service provider,
enter theword “Yes'.

Note: See approval letter in Part 6.

An explanation that, once implemented, the practice must be maintained for its useful
lifespan, indicated on AD-245, page 2.

Note: Lifespans begin January 1 after the calendar year the practice isinstalled.

The rules governing the division or withholding of C/S when another “person”
contributes to the cost of performing the practice and the necessity for reporting those
contributions on AD-245, page 2.

Encouragement to the applicant to complete the practice at the earliest possible time.

Describing the applicant’ s responsibility to obtain the necessary easements, permits,
etc.

Important:  Send AD-245, page 2 and letter of approval to the applicant as soon as

possible.

Return AD-862 to applicable technical service provider.
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Par. 166

166  Expiration Notice and Extensions

A

167-176

10-27-03

Notification

Print AD-245's Expiring in 30 Days Report EEA355-R001 according to Part 7, Section 1,
every 15 calendar days to keep tract of approvals that need to be completed within a 30-day
period.

« Mail all applicants on the report, that have not reported performance, an expiration notice
no later than 15 calendar days before the date the approval expires.

* Print expiration notice letter according to Part 6, Section 1.
Extensions
For extensions of time to complete the practice, see the applicable program handbook.

If an extension to complete the practice has been granted by COC, the practice expires date
must be changed in the system for the control number.

* The practice expires date can only be changed by accessing option 4 on Menu EEA100.

» Follow theinstructionsin this section to access option 4 on Menu EEA100 to change the
practice expires date. The “practice expires’ field is on Screen EEA16010.

Note: Notify the applicant of the extension granted. Inform the applicant to notify the
County Office immediately if he or she does not intend to perform the practice.

(Reserved)
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Par. 177
Section 5 Partial Performance Process

177 Oveview

A

10-27-03

In This Section

This section provides instructions to enter partial performance data from AD-245, page 2.

Partial performance must be recorded when the participant has requested, and will receive,
payment on the portion of the practice that has been completed. Althoughit is possible to
record partial performance for non-C/S CP practices, it is highly unlikely the need to do so
will arise, because no C/S will be paid for these practices. Therefore, partial performance

instructions are provided in this section for C/S practices only.

For CRP only, the technical service provider must certify partial performance on AD-862,
item |, before FSA records partia performance or issues partial payment.

See Section 6 for instructions for computing C/S earned amount and completing AD-245,
page 2.

See 1-SIP for instructions for computing SIP C/S earned amount and completing AD-245,
page 2 for SIP practices.

Important:  C/S approva must be entered before partial performance or final performance

data can been entered. If C/S approved amount needs to be corrected before
partial performance is entered, follow instructions in Section 4.

Notes: Partial performance data can only be entered according to this section.

For successor-in-interest situations that involve prior partial payments and the
successor-in-interest isto perform and receive the remaining payment:

+ record final performance, with no additional earning, on the original AD-245 for
the performance completed and earned before succession

* create and issue a new AD-245 for the remaining components for the
successor-in-interest

* document action on both AD-245's.
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178  Entering Partial Performance Data

A Partial Performance Data

Par. 178

Enter the partial performance data from AD-245, page 2, according to this paragraph and

[paragraphs 179 and fI80]

B Selecting Partial Performance Option

Select the partial performance option as follows.

Step Action Result
1 On Menu EEA100: Screen EEA 10500 will be
displayed.
¢« ENTER"“5Y”
« PRESS“Enter”.
2 On Screen EEA10500: Screen EEA 14000 will be
displayed. aragraph 1/9
+ enter the control number to be accessed
« PRESS“Enter”.

10-27-03
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Par. 179
179  AD-245 Earnings Entry/Adjustment Screen

A Example of Screen EEA 14000

The following is an example of AD-245 Earnings Entry/Adjustment Screen EEA 14000.

Note: The C/S approved amount is displayed on Screen EEA 14000, but cannot be changed.
See Section 4 to make changes to the C/S Approved

Important:  Because of the interface of conservation software with accounting software it
isimportant that the correct Control No. is processed. Verify the information
on this screen before continuing. Recording performance for the incorrect
AD-245 will result in improper payments issued or receivables established.

Conservati on 077- BEACONSTREET Sel ection EEA14000
AD- 245 Ear ni ngs Entry/ Adj ust nent Screen Versi on: ADO5 07-09-2002 08:26 Term EO
Control NO 2002 0053 Program CRP Contract NO 2003 0005
Farm NO 843 Practice: CPl Primary Purpose: C
Producer 1D 436 70 6227 S Nane: NO 5 FARMER
C/'S Approved: 625
Previ ous
as
Change(+/ -) Ear ned
C'S This Transaction: 500 0
The anount entered in the 'Change’ colum will be added to or subtracted fromthe Previous
C' S Earned anount. Enter only the ambunt you wish to increase(+) or decrease(-) the O S Earned.
Ent er=Conti nue Cnmd4=Previ ous Screen Cnd7=End
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Par. 179
179  AD-245 Earnings Entry/Adjustment Screen (Continued)

B Entering Data on Screen EEA 14000
On Screen EEA 14000, enter data according to the following.

Note: Obtain data from AD-245, page 2.

Step Action

1 | Enter the amount earned for this transaction in the “Change(+/-)” field.

Notes: The “Previous C/S Earned” field will display the total of all previoudly earned
amounts. For the initial payment on AD-245 the “Previous C/S Earned”
field will display a 0.

For partial payments, the entry in the “Change(+/-)” field must be less than
“C/S Approved” amount displayed.

2 | PRESS “Enter” and Screen EEA 14001 will be displayed. aragraph 180
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Par. 180
180  AD-245 Earnings Entry/Adjustment Screen

A Example of Screen EEA14001
The following is an example of AD-245 Earnings Entry/Adjustment Screen EEA14001.
Note: This screen displays for verification the “Change(+/-)” amount entered on

Screen EEA14000 and the resulting “Current C/S Earned”. Verify the entries are
correct before continuing.

Conservation 077- ANYCOUNTY Sel ection EEA14001
AD- 245 Ear ni ngs Entry/ Adj ust nent Screen Version: AD12 10-17-2002 13:04 Term EO
Control NO 2002 0053 Program CRP Contract NO 2003 0005
Farm NO 843 Practice: CPl Primary Purpose: C
Producer 1D 111 11 1111 S Nane: NO 5 FARVER
C/'S Approved: 625
Current
as
Change(+/ -) Ear ned
C/'S I ncrease/ Decrease By This Transaction: 500 500
The anount entered in the ' Change’ colum has now been added to or subtracted fromthe Previous
C'S Earned anmobunt. Continue only if the Current S Earned figure is the net S Earned for the
AD- 245.
Enter=Conti nue Cnd4=Previ ous Screen Cnd7=End

B Correcting Data on Screen EEA14001

Thereis no data entry allowed on Screen EEA14001. If corrections are required for the
“Change(+/-)” field:

* PRESS“Cmd4” or “F4"to return to Screen EEA 14000
* correct the entry.

If no corrections are necessary:

* PRESS*“Enter”
o Screen EEA14010 will be displayed.
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Par. 181
181  AD-245 L edger Data Screen

A Example of Screen EEA14010
The following is an example of AD-245 Ledger Data Screen EEA14010.

Notes: The “C/S Approved” amounts displayed cannot be changed on this screen. See
Section 4 to make changes to the “C/S Approved” displayed amounts.

The “C/S Earned” amount for the practice also cannot be changed on this screen. |If
the “C/S Earned” amount for the practice is incorrect PRESS “Cmd4” twice to return
to Screen EEA14000 and change the “C/S This Transaction” entry to adjust the “C/S
Earned” displayed amount for the practice on Screen EEA14010.

Conservation 077- BEACONSTREET Sel ection EEA14010

AD- 245 Ledger Data Screen Versi on: ADO5 07-09-2002 17:11 Term EO
Control NO 2002 0053 Program CRP Contract NO 2003 0005

Farm NO 843 Practice: CPl Primary Purpose: C

Producer 1D 111 11 1111 S Nane: NO 5 FARVER

Practice Description: Estab permintroduced grasses & | egunes (Ac)

Conp Ext ent Ext ent as as Ext ent as

Code Request ed Appr oved Lev Rat e Appr oved Uni t Per f or ned Ear ned

5.0 5.0 625 500
A01C 5.0 5.0 50  100. 000 500 ACRES 4.0 500
AO5C 5.0 5.0 25. 000 125 EACH

NO MORE COMPONENT CCDES
Do you wish to see conponent code descriptions (Y or N)? N
Ent er=Conti nue Cnd4=Previ ous Screen Cnd7=End
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Par. 181
181 AD-245 Ledger Data Screen (Continued)

B Entering Data on Screen EEA14010

Enter the following on Screen EEA14010.

Step Action

1 On the component line for each completed component, enter the total C/S amount
earned for that component. The total of the C/S amount earned for all the
components must equal the C/S amount earned for the practice.

If the practice is SSP, no C/S amount earned will be entered for the SSP initial
component., and no entry field is provided. However, the total of the C/S amount
earned for the other components must equal the total C./S amount earned for the
practice.

2 Enter the extent performed for the components that have been completed for the
practice.

If the practice is SSP, no extent performed will be entered for the SSP initial
component, and no entry field is provided.

3 The extent approved will be displayed as entered according to Section 4. If itis
necessary to change the extent approved, access the control number through the
approval process and change the approval amounts on screen EEA14005
according to Section 4.
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181

AD-245 L edger Data Screen (Continued)

Par. 181

B Entering Data on Screen EEA 14010 (Continued)

10-27-03

Step

Action

4

IF theprogramiis...

THEN...

not SIP and thereisasingle

participant

PRESS “Enter” and Screen EEA17610 will
be displayed. Seé¢ subparagraph 203 A.

SIP and there is a single participant

Note: Ensure the following:

no participants have
temporary ID's

all participants to receive
payments are listed on the
AD-245

FS has certified a partial
payment isto be issued

the correct control
number is being processed

the C/S amount earned
has been calculated and
entered correctly.

PRESS “Enter” and control will be passed
to the disbursement function.

Warning: Once control has been passed to
the disbursement function, do
not attempt to exit the process.
Do not, under any
circumstance, cancel the job at
the system console. If this
occurs, fileswill have to be
saved and sent to the KCAO to
be manually corrected.

Screen EUA05001 will be displayed.

Create disbursement according to 1-SIP,
Part 7, Section 2.

Control will pass back to CRES after the
disbursement has been created and
Screen EEA 17000 will be displayed. See

aragraph 182

any CRES program including SIP
and there are multiple participants

PRESS “Enter” and Screen EEA11500 will
be displayed. See subparagraph 202 A
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182

AD-245 Process Status Screen

A Example of Screen EEA17000

10-27-03

Par. 182

The following is an example of AD-245 Process Status Screen EEA17000.

Note: For LTA'’s, the screen will display the remaining balance to be earned for the contract.

Conservati on

command key.
Print 245 Page 1

Ent er =Cont i nue
IM Partial

If you wish to print a fornmreport,

Print 245 Page 1 & AD- 862

ogakwnE

AD- 245 Process Status Screen

Control NO 2002 0053 Program
Farm NO 843 Practice:
Producer 1D 111 11 1111 S Narre:

Entry EEA17000

Version: ADl12 10-17-2002 12:54 Term EO

CRP Contract NO 2003 0005
CP1 Primary Purpose: C
NO 5 FARMER

place an "X' next to the one(s) you want before entering option or

Print 245 Page 2

Create Initial AD 245
Update Initial AD 245
Needs Determ nation
Approval Process
Partial Performance

Fi nal Perfornance

Enter option and press "Enter".
Omd7=End
perfornance i nfo has been updated on the AD 245/ AD-862 file.

Print

AD- 862
7. Cancellation Process
8. Reinstatenent
9. Delete
10. Correction After Performance
16. Reprint Form
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Par. 182
182  AD-245 Process Status Screen (Continued)

B Entering Data on Screen EEA17000
Enter data on Screen EEA 17000 according to the following.

Note: When Screen EEA17000 is displayed, the data entered will be updated to the
AD-245/AD-862 file and the ledger.

Important:  When partial performance data are entered, an additional AD-245, page 2
must be printed. Any time AD-245, page 2 is printed, Continuation for
AD-245, pages 1 and 2 will also print.

Step Action
1 Print form or report as follows.
IF... THEN...
only AD-245, page 1 is desired ENTER “X” next to the “Print 245 Page 1"
field.
only AD-245, page 2 isdesired ENTER “X” next to the “Print 245 Page 2"
field. AD-245, page 2 must be printed
Note: Thisoption must be when partial performance data is entered.
selected when partial
performance has been
entered.
both AD-245, page 1 and AD-862 | ENTER “X” next to the “Print 245 Page 1
are desired & AD-862" field.
only AD-862 is desired ENTER “X” next to the “Print AD-862"
field.
no forms need to be printed do not enter “X” next to any of the fields.
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182  AD-245 Process Status Screen (Continued)

Par. 182

B Entering Data on Screen EEA17000 (Continued)

Step

Action

2

IF...

THEN...

another process needs to be
completed on this control number
or another control number

enter an option from the bottom of the
screen and PRESS “Enter”.

No process needs to be completed
on this control number or another
control number at thistime

PRESS “Cmd7” or “F7” to returnto
Menu EEA100.

If aform or report was selected to be printed, Screen EZZ50000 will be displayed
when “Enter”, “Cmd7”, or “F7” is pressed on Screen EEA17000.

* Enter the printer ID and the number of copies to be printed.

* PRESS “Enter” and the number of copies of forms or reports entered on
Screen EZZ50000 will be printed.

Note: Send AD-245, page 2 and Continuation for AD-245, pages 1 and 2 to the

producer.

183-190 (Reserved)

10-27-03
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Par. 191
Section 6 Final Performance Process

191 Oveview

A

10-27-03

In This Section

This section provides instructions to:
» compute C/S earned, if applicable
o complete AD-245, page 2

Note: See 1-SIP for instructions for computing C/S earned amount and completing
AD-245, page 2 for SIP practices.

» enter final performance data from AD-245, page 2 and AD-862.

Important:  Approval data must be entered before final performance data can be entered.
For C/S practices:
» the C/S amount earned cannot be greater than the C/S amount approved

o if C/S amount approved needs to be changed before final performance data
are entered, follow instructionsin Section 4.

Notes: Final performance data can only be entered according to this section. After the
original final performance is recorded, see Section 10 for corrections.

Correctionsto final performance data must be entered according to Section 10.

For successor-in-interest situations that involve prior partial payments and the
successor-in-interest isto perform and receive the remaining payment:

+ record final performance, with no additional earning, on the original AD-245 for
the performance completed and earned before succession

» create and issue a new AD-245 for the remaining components for the
successor-in-interest

* document action on both AD-245's.
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Par. 192
192  Recording Performance Earned

A Performance Earned
Update the automated AD-245, page 2, according to this section, after computations on the
hard copy of AD-245, page 2 have been completed. When performance is updated in the
system for C/S practices:

» accounting records will be automatically passed to accounting where either, as applicable:

o payments will be issued
* receivable will be established

» ledgers, if applicable, will be updated.
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Par. 193
193  Computation of C/S Through AD-245, Page 2, Column H

A Applicability

This paragraph is applicable for C/S practices only. See[paragraph 195]to complete AD-245,
page 2 for non-C/S practices.

B Increases

Before computing C/S earned, make any increases in approved extents or C/S amount
approved according to Section 4.

See applicable program handbook for policy concerning increases.

C Computing C/S Earned
After the performance report has been reviewed, al required information obtained, and
necessary adjustments made, compute C/S earned for the practice and components and enter

on AD-245, page 2, column H, according to this paragraph.

If the practice is SSP, no C/S earned will be computed or entered in column H for the SSP
initial component.

Note: Sed Exhibit 15 for an example of AD-245, page 2.
D Rounding
Round C/S amount earned to the nearest whole dollar by:

 increasing an amount of $.50 or more
» decreasing an amount of $.49 or less.

E Extent Performed
If total extent performed (column G) is greater than the extent approved (column D):

» circlethe column G entry
* enter the extent approved in column G.

If the practice is SSP, no extent performed will be entered in column G for the SSP initial
component.
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Par. 193
193 Computation of C/S Through AD-245, Page 2, Column H (Continued)

F Flat Rate

If aflat rate, enter prorated cost of performing the extent on which cost-sharing is approved in
column H. This prorated cost is the smaller of:

* the amount approved in column F
» theresult of multiplying the uncircled extent in column G times the rate in column E.

G Percent of Cost
If the rate is a percent of cost, and if the total extent performed (column G) before any
adjustment under subparagraph D is greater than the extent approved in column D, circle the
cost of performing the practice in column G, and enter the prorated cost of performing the
extent on which cost-sharing is approved.

* Do not adjust the cost for cases approved where the practice exceeded requirements.

* To determine the prorated costs, divide the extent approved (column D) by the extent
performed (column G). Multiply the result times the total cost.

» Enter, in column H, the smaller of:
* theuncircled cost multiplied times the applicable percent
» theuncircled extent performed multiplied times the extent limitation, if any
* the C/S amount approved in column F.

H Ineligible Contributors

See applicable program handbook for computations if ineligible persons contributed to the
cost of the practice.
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Par. 194
194  Completing AD-245, Page 2, for C/S Practices

A Performance Report

Manually record the following data on the hard copy of AD-245, page 2 to report the
participant’s performance.

Data Action

Tota Cost-Share Earned | Enter the total C/S amount earned from column H.

Partial Payment Automated function - reguires no entry.
Is Partic. on FSA Debt For use with NRCS administered programs only. 1f NRCS
Reg.? Y/N provides AD-245, page 2 for a participant in 1 of NRCS’

C/S programs, and requests certification as to whether that
participant is listed on this agency’ s debt record, check
FSA-604 or other debt record used.

If the participant is:

* onthisagency’ s debt record, check the “Y” block
* not on this agency’s debt record, check the “N” block.

Initial and date the certification and return AD-245 to NRCS.

Setoff Automated function - reguires no entry.
Debt Assignment Automated function - requires no entry.
Net Payment Automated function - requires no entry.
Payment Approved The performance report and related computations on AD-245,

page 2 shall be reviewed by an employee other than the 1 who
computed cost-sharing. The reviewer:

* may be CED, adesignated employee, or a COC member

» snall initial and date AD-245, page 2 and ACP-246, if
applicable

« shall not have an interest in the farm involved

o ghall approve ACP-153A for P-A’s.
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Par. 195

195 Completing AD-245, Page 2, for Non-C/S Practices

A

10-27-03

Participant Certification

The participant shall manually enter the following on the hard copy of AD-245, page 2, to
report performance for non-C/S CP practices:

o extent performed in column G

Note: If the extent performed for the practice in column G is greater than the extent
approved in column D:

» circlethe column G entry
* enter the extent approved in column G.

* sSign and date the certification by the participant block at the bottom of the page.
Note: The participant does not need to complete items X and Y, since no C/S are being paid.

The County Office shall manually enter the lifespan years for the practice in the certification
by participant block, if it was not entered previoudly.

None of the following AD-245 items need to be completed for non-C/S practices:

ItemH

Total Cost-Share Earned

Payment Advance (Partial Payment)
IsPartic. On FSA Debt Reg.?Y //N//
Setoff

Debt Assignment

Net Payment

Payment Approved

Check Number.

Note: See subparagraph C for an example of completed AD-245, page 2 for a non-C/S CP
practice.

AD-862 Certification

After AD-245 performance certification has been completed according to subparagraph A,
FSA shall:

+ refer AD-862 to the technical service provider for performance certification

* record final performance in the system according to this section after performance
certification on AD-862 has been received.
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Par.

195 Completing AD-245, Page 2, for Non-C/S Practices (Continued)

C Exampleof AD-245, Page 2

10-27-03

The following is an example of completed AD-245, page 2, for anon-C/S CP practice.

195

1(09-11-95) ) PRACTICE APPROVAL AND PAYMENT APPLICATION . | 22 0773

‘ ‘ , , o T FORIt APPROVED
Page 2 OMB N0. 0560-0082

AD-245 U.s. DEPARTMENT: OF ABRICULTURE ' g { 5T."& 0. &°C/D | CONTROL NU (F/Y 4 KO,) |
j 2003 0017

(AD-245 replaces ACP-245 and .SIP-245)

PRIMARY | EXPIRATION N‘OTi‘CE

FARM NO. ~  NAME AND ADDRESS - FARMLAND  |-PROGRAM | ~ FUND. | CONTRACT/LTA

| | |
1898 U S” FARMER | 105.0 |+ .CODE: [-- CODE | & ITEM NO. | PURPOSE | Practice must be
555 SHORT ROWS | . | |+ | | | completed and reported
TRACT No. COUNTRYVIEW, LA 11111~ 1111 | CRORLAND | . | | | | by 05-16-2003
1959 | 75.5°| : | v | |
| |".CRP | {2003 0015 | EROSION [-=----s=me-mieermnuonns
Telephone No. | t | I | | ID 439 06 0858 S

Your request for program cost-sharing to perform the practice shown below 1s approved for the farm 1dentified above. If you decide
not to perform this practice, or if you cannot complete it by the expliration date, please notify the Approving 0fficial's office In
writing at once.

DESCRIPTION OF PRACTICE OBJECTIVE
EROSION

- | Extent | Extent Cost-Shares | Extent | Cost-Shares
Number | Practice Title | Requested | Approved Approved | Performed | Earned
B T R B T L ELLCLPLLRD [==== € === |==== D ===|== E ==c]eseee F oanee- [EERER SRR EEETN ERETEE
cp2 | Establishment of parmanent natfve grasses (Ac | 48.0 | 48.0 * o |
ZP2F - | FERTILIZER FOR CP2 50# OF 20-20-20- NO C/S ACRES | 48.0 | 48,0 | & |
P25 | SEED AND SEEDBED PREPARATION FOR CP2 NO C/S ACRES | 48,0 | 48.0 | & |

| | b | |
| | ! | |
| | 1 | |
| | | | |
* - Total Cost-Shares Approved For Practice, Component Figures Shown Are Included In This Amount
IPZF - Cannot exceed the amount in column F. P25 - Cannot exceed the amount in column F,
4
To receive payment or credit for any cost-shares| APPROVAL ISSUED BY APPROVING OFFICIAL DATE

INSTRUCTIONS TQ PARTICIPANT |
earned on this practice, report performance in col. G and complete ITEMS X | (FOR SIP) APPROVAL MAILED BY CED |
and Y below; date and sign the certificatton below; and file with the 1ssuing| |
office by the date noted in EXPIRATION NOTICE. | |

X, Did you bear all the expense (except for program cost-sharing) for per- |

forming this practice? (If No, repart name(s) and address{es) of other |_Total Cost-Shares Earned
person(s) or agency who bore any part of the expenses.  Also show kind,
extent and value of their contribution.) |.Pavment Advance (Partial Payment)

|
{_Setoff

Y. During the current fiscal year Oct. 1 - Sep. 30, have you received or
will you recetve a Cost-share payment under the same program. en.this or .| Net Payment
any other farm other than through this AD-2457
(If yes, report State, County, and amount by farm). | Payment Approved  (initfals) 1 ACH/Check Number

| (For S$IP). C/S Earned Approved By/Date |(For SIP) Calc. Ver{f. By/Date

|
{
!
l
|
|_ls Partic, on FSA Debt Reg,2 Y / / N/ / |
|
|
|
]
|
|

CERTIFICATION BY PARTICIPANT I certify that the above information is true and correct. "I further certify that the entry 1n Column
G shows that the practice was performed in accordance with the practice specifications and other program requirements, I hereby
apply for payment to the extent that the Approving 0ffictal has determined that the practice has been performed and further certify
that this payment 1s not a duplicate of any other earned by me. I agree to maintain this practice for at least __ years following
the year the practice is completed. [ agree to refund all or part of the cost-share assistance patd to me, as determined by the
Approving Offical, 1f before expiration of the practice 1ifespan specified above, 1 (a) destroy the practice installed, or

(b) voluntarily reltnquish control or title to the land on which the dnstalled practice has been established and the new cwner
and/or operator of the land does not agree in writing to properly maintsin the practice for the remainder of 1ts specified 1ifespan.
I understand that form "CONTINUATION FOR AD-245" {s by reference incorporated herein and with this page constitutes the entire
agreement between the parties.

L{\V?almwd/ ...... ' ..... //0.2_403

PARTICIPATION IN USDA PROGRAMS IS OPEN TO ALL ELIGIBLE APPLICANTS WITHOUT REGARD TO RACE, COLOR, RELIGION, NATIONAL ORIGIN, AGE,
SEX, MARITAL STATUS, OR DISABILITY.
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196  Entering Final Performance Data

A Final Performance Data

Par. 196

Enter the final performance data from AD-245, page 2, according to this paragraph and

[paragraphs 197 through

Notes: If needs determination data needs to be changed or corrected, do so before recording
final performance data. See Section 3 to record changes or corrections to needs
determination data

If primary purpose is wood production, ensure that site preparation amount and
acres are correct according to Section 3 before recording fina performance.

The system will not allow final performance data to be recorded if the site
preparation amount is greater than the C/S earned amount or site preparation acres

are greater than the extent performed.

If C/S approved amount needs to be changed or corrected, do so before recording
final performance data. See Section 4 to record C/S approved data. For LTA'’S, once
final performance has been recorded, the C/S approved amount cannot be changed.

B Selecting Final Performance Option

Select the final performance option according to the following.

Step Action Result
1 On Menu EEA100: Screen EEA 10500 will be
displayed.
¢« ENTER"“®”
« PRESS“Enter”.
2 On Screen EEA10500: Screen EEA 13500 will be
displayed. aragraph 197
+ enter the control number to be accessed
« PRESS“Enter”.

10-27-03
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Par. 197

197  AD-245 Site Charac/Tech Practice Screen

A Example of Screen EEA13500

10-27-03

The following is an example of AD-245 Site Charac/Tech Practice Screen EEA13500.

Conservati on 077- BEACONSTREET Sel ection EEA13500
AD- 245 Site Char/Tech Practice Screen Version: ADL3 11-05-2002 09:44 Term EO
Control NO 2002 0063 Program CRP Contract NO 2002 0012
Farm NO 1234 Practice: CPl Primary Purpose: C
Producer 1D 111 11 1111 S Nane: NO 6 FARMER
Land Capability Cass & Subclass: 3E Soil Loss Tol erance(T-Value): 3
Estimated - Total Cost: 6600
Hydrol ogic Unit: 11000000 - Cost-Share: 1000
Conponent Ext ent Ext ent Endanger ed Speci es Code: 0
Code Request ed Needed # Techni cal Cost Units
33.0 33.0 Code Shar ed? Appl i ed
A01C 33.0 33.0 1. 512 Y 33.0

NO MORE COMPONENT CCDES

Do you wish to see conponent and technical code descriptions (Y or N)? N

Ent er =Conti nue Cml4=Previ ous Screen OCmd7=End Ondl16=Add OCnd20=Change
Cmd24=Del ete Hel p=Hel p Text

IM Techni cal code has been added.
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Par. 197

197 AD-245 Site Charac/Tech Practice Screen (Continued)

B Entering Data on Screen EEA13500

10-27-03

Enter data on Screen EEA 13500 according to the following.

Step

Action

1

The following data, entered previously through the needs determination option, will
be displayed, as applicable:

land capability class and subclass
soil loss tolerance

land cover use before and after
estimated total cost

estimated C/S

endangered species code
hydrologic unit code

extent needed.

Correct any data, if necessary. aragraph 138

Technical practices:
» associated to FSA practices are listed in DM 9500-1, Appendix G

» associated to an FSA practice are flagged “Y” in the system as being eligible for
C/S

* not associated to an FSA practice are flagged “N” in the system as not being
eligible for C/S.

Notes: Program policy determines which technical practices are associated to FSA
practicesin DM 9500-1.

FSA pays C/S, if applicable, only for technical practices flagged “Y” for the
practice being processed on AD-862. FSA does not pay C/S for technical
practices flagged “N” for the FSA practice.
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Par. 197
197 AD-245 Site Charac/Tech Practice Screen (Continued)

B Entering Data on Screen EEA 13500 (Continued)

Step Action

2 Process technical practices for both FSA C/S practices and non-C/S practices
(Cntd) | according to the following guidelines.

* At least 1 technical practice must be added that is associated to the practice
according to DM 9500-1, Appendix G. The technical practice's
“Cost-Shared” flag must be left set to “Y”. Processing cannot continue
without this requirement being met.

Important:  Evenif the practice is anon-C/S CP practice, the
“Cost-Shared” flag must be left set to “Y™.

* |f the technical service provider has not provided at least 1 technical practice
associated to the FSA practice in DM 9500-1, Appendix G, return AD-862 to
the technical service provider and request the correct technical practice or
practices be provided.

» Other technical practices may be added, if applicable, that are:

+ associated to the FSA practice; the “Cost-Shared” flag may be left set to
“Y” or changed to “N”, as applicable

* not associated to the FSA practice; the “Cost-Shared” flag cannot be
changed from “N” to “Y”.

Use the following command keys to process technical practice codes for AD-862.
PRESS.

¢ “Cmd16” or “Shift” + “F4” to add atechnical practice code; see step 9

¢  “Cmd20” or “Shift” + “F8” to change technical practice data previously
entered; see step 10

o “Cmd24” or “Shift” + “F12” to delete a technical practice code previously
entered; see step 11

o “Help” or “Alt” + “F1” for additional information.
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197 AD-245 Site Charac/Tech Practice Screen (Continued)

B Entering Data on Screen EEA 13500 (Continued)

10-27-03

Par. 197

Step

Action

3

PRESS “Cmd16” or “Shift” + “F4” to add atechnical practice code.

Note:

Up to 6 technical practice codes may be added.

Step

Action

Result

1

When Screen EEA 13505 is displayed, enter the
technical code or PRESS “Enter” to display alist of
technical codes to select from.

Screen EZZ54500
will be displayed.

The technical practice codes that are associated to
the practice and are eligible for C/S for the practice
will be displayed with a“Y” in the “C/S Eligible”
column. Use the up and down arrows while holding
down shift or “Page Up” or Page Down” to display
the technical codes on the screen.

Notes: These codes are set by DM 9500-1 and
cannot be changed in the system by the
County Office.

“Y” will be displayed in the “C/S Eligible”
column even for non-C/S CP practices.

Enter the technical practice code to be added and
PRESS “Enter”.

Screen EEA13510
will be displayed.

In the “Cost-Shared” field, ENTER:

o “Y” if the technical practice will be C/S and/or it
IS meeting the requirement that at least 1
technical code has the “Cost-Share” flag set to
HYH

o “N” if the technical practice will not be C/Sor is
not eligible for C/S.

Enter units applied in feet, acres, or number from
AD-862 and PRESS “Enter”.

Screen EEA 13500
will be redisplayed.

Repeat the action in this step if additional technical practice codes need to be

added.
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197 AD-245 Site Charac/Tech Practice Screen (Continued)

B Entering Data on Screen EEA 13500 (Continued)

10-27-03

Par. 197

Step Action
4 | PRESS “Cmd20"or “Shift” + “F8” to change technical practice data previously
entered, including units applied data.
Step Action Result
1 Enter the number of the technical practice Screen EEA13510 will
code to be changed and PRESS “Enter”. be displayed.
2 Change the desired data and PRESS “Enter”. | Screen EEA13500 will
be redisplayed.
Repeat the action in this step if other technical practice data need to be changed.
5 | PRESS“Cmd24” or “Shift” + “F12" to delete atechnical practice previously
entered.
Step Action Result
1 Enter the number of the technical practice Screen EEA13515 will
code to be deleted and PRESS “Enter”. be displayed.
2 The question, “Isthis the technical codeyou | Screen EEA 13500 will
wish to delete (Y or N)?7’, will be displayed. | be redisplayed.
ENTER “Y” to delete the technical practice
code and PRESS “Enter”.
Repeat the action in this step to delete other technical practice code data.
6 | When al datain steps 1 through 5 have been entered, PRESS “Enter”.

Screen EEA 14000 will be displayed.

Exceptions for non-C/S practices, Screen EEA14010 will be displayed. See

subparagraphs 200 C and D.
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Par. 198

198 AD-245 Earnings Entry/Adjustment Screen

A Example of Screen EEA 14000

The following is an example of AD-245 Earnings Entry/Adjustment Screen EEA 14000.

Notes: The C/S approved amount is displayed on Screen EEA 14000, but cannot be changed.
See Section 4 to make changes to the “C/S Approved” field.

Payments issued previously as partial payments will be displayed in the “Previous C/S
Earned” field. If no previous payments were issued a*“0” will be displayed.

Important:

Because of the interface of conservation software with accounting software it
isimportant that the correct Control Number is processed. Verify the
information on this screen before continuing. Recording performance for the
incorrect AD-245 will result in improper payments issued or receivables
established.

10-27-03

Conservati on 077- BEACONSTREET Sel ection EEA14000
AD- 245 Ear ni ngs Entry/ Adj ust nent Screen Version: ADL3 11-05-2002 09:49 Term EO
Control NO 2002 0063 Program CRP Contract NO 2002 0012
Farm NO 1234 Practice: CPl Primary Purpose: C
Producer 1D 111 11 1111 S Nane: NO 6 FARMER
C/'S Approved: 3, 300
Previ ous
as
Change(+/ -) Ear ned
C/'S This Transaction:  ......... 1, 500
The anount entered in the 'Change’ colum will be added to or subtracted fromthe Previous
C' S Earned anount. Enter only the ambunt you wish to increase(+) or decrease(-) the O S Earned.
Ent er=Conti nue Cnmd4=Previ ous Screen Cnd7=End
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Par. 198
198 AD-245 Earnings Entry/Adjustment Screen (Continued)

B Entering Data on Screen EEA 14000

Enter data on Screen EEA 14000 according to the following. Obtain data from AD-245,
page 2.

Step Action

1 Enter the amount earned for this transaction in the “Change(+/-)” field.

Note: The “Previous C/S Earned” field will display the total of all previoudly
earned amounts. For the initial payment on an AD-245 the “Previous C/S
Earned” field will display a zero.

2 PRESS “Enter” and Screen EEA14001 will be displayed. aragraph 199
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Par. 199

AD-245 Earnings Entry/Adjustment Screen

A Example of Screen EEA14001

The following is an example of AD-245 Earnings Entry/Adjustment Screen EEA14001.

Note: This screen displays for verification the “Change(+/-)” amount entered on
Screen EEA14000 and the resulting "Current C/S Earned”. Verify the entries are
correct before continuing.

Conservation 077- BEACONSTREET Sel ection EEA14001
AD- 245 Ear ni ngs Entry/ Adj ust nent Screen Version: ADL3 11-05-2002 09:49 Term EO
Control NO 2002 0063 Program CRP Contract NO 2002 0012
Farm NO 1234 Practice: CPl Primary Purpose: C
Producer 1D 111 11 1111 S Nane: NO 6 FARVER
C/'S Approved: 3, 300
Current
as
Change(+/ -) Ear ned
C/'S I ncrease/ Decrease By This Transaction: 1800 3, 300
The anount entered in the 'Change’ colum has now been added to or
subtracted fromthe Previous C/'S Earned amount. Continue only if
the CQurrent C/S Earned figure is the net CS Earned for the AD 245.
Ent er=Conti nue Cnmd4=Previ ous Screen Cnd7=End

B Correcting Data on Screen EEA14001

There is no data entry allowed on Screen EEA14001. If corrections are required for “C/S
Increase/Decrease By This Transaction”:

e PRESS“Cmd4” to return to Screen EEA 14000
* correct the entry.

If no corrections are necessary:

* PRESS*“Enter”
o Screen EEA14010 will be displayed.
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Par. 200
200 AD-245 | edger Data Screen

A Example of Screen EEA14010
The following is an example of AD-245 Ledger Data Screen EEA14010.

Notes: The “C/S Approved” amounts displayed cannot be changed on this screen. See
Section 4 to make changes to the “ C/S Approved” amounts.

The “C/S Earned” amount for the practice also cannot be changed on this screen. |If
the “C/S Earned” amount for the practice isincorrect, PRESS “Cmd4” twice to return
to Screen EEA14000 and change the “C/S This Transaction” entry which will result in
achangeto the “C/S Earned” amount for the practice on Screen EEA14010.

Conservation 077- BEACONSTREET Sel ection EEA14010

AD- 245 Ledger Data Screen Version: ADL3 11-05-2002 09:49 Term EO
Control NO 2002 0063 Program CRP Contract NO 2002 0012
Farm NO 1234 Practice: CPl Primary Purpose: C
Producer 1D 111 11 1111 S Nane: NO 6 FARVER

Practice Description: Estab permintroduced grasses & | egunes (Ac)

Conp Ext ent Ext ent as as Ext ent as

Code Request ed Appr oved Lev Rate Approved Uni t Per f or ned Ear ned
33.0 33.0 3300 3300

A01C 33.0 33.0 50 100. 000 3300 ACRES 33.0 3300

NO MORE COMPONENT CCDES
Do you wish to see conponent code descriptions (Y or N)? N
Ent er=Conti nue Cnmd4=Previ ous Screen Cnd7=End

B Entering Data on Screen EEA14010

Enter data for C/S practices on Screen EEA14010 asfollows. Enter the data from AD-245,
page 2.

For corrections to this screen after final performance has previously been recorded, see
Section 10.
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Par. 200
200 AD-245Ledger Data Screen (Continued)

B Entering Data on Screen EEA14010

Enter the following on Screen EEA14010.

Step Action

1 | Onthe component line for each completed component, enter the total C/S amount
earned for that component. The total of the C/S amount earned for all the
components must equal the C/S amount earned for the practice.

If the practice is SSP, no C/S amount earned will be entered for the SSP initial
component., and no entry field is provided. However, the total of the C/S amount
earned for the other components must equal the total C/S amount earned for the
practice.

Notes: For ANA'’s, the difference between the C/S amount approved and the C/S
amount earned will be added to the balance available on the Sequential
Ledger Entry Report when final performance is updated.

For LTA's, adippage occurs if the C/S amount earned is less than the C/S
amount approved. The difference (dippage) will not automatically be
returned to the ledger balance available and will not be decreased from the
contract balance. See paragraph 205 for instructions when slippage occurs
on LTA contracts.

2 | Enter the extent performed for the components that have been completed for the
practice.

If the practice is SSP, no extent performed will be entered for the SSP initial
component, and no entry field is provided.

3 | The extent approved will be displayed as entered according to Section 4. If it is
necessary to change the extent approved, exit the final performance process and go
through the approval process to change the approval amounts on Screen EEA 14005
according to Section 4.
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200

AD-245 L edger Data Screen (Continued)

B Entering Data on Screen EEA 14010 (Continued)

10-27-03

Par. 200

Step

Action

4

IF theprogramiis...

THEN...

not SIP and thereisasingle
participant

PRESS “Enter” and Screen EEA 14500 will be
displayed. aragraph 201

SIP and thereisasingle
participant:

Note: Ensure that:

* no participants have
temporary ID's.

o al participants to
receive payments are
listed on the AD-245

* FShascertified a
partia payment isto
be issued

e thecorrect control
number is being
processed

e the C/S amount earned
has been calculated
and entered correctly.

PRESS “Enter”.

» Control will be passed to the disbursement
function and Screen EUA05001 will be

displayed.

Warning:

» Create disbursement according to 1-SIP,
Part 7, Section 2.

o Control will pass back to CRES &fter the
disbursement has been created.

» Screen EEA17000 will be displayed.

Once control has been passed to
the disbursement function, do
not attempt to exit the process.
Do not, under any
circumstance, cancel the job at
the system console. If that
occurs, fileswill have to be
saved and sent to KCAO to be
manually corrected.

See paragraph 204!

any CRES program including
SIP, and there are multiple
participants

PRESS “Enter” and Screen EEA14500 will be
displayed. Se¢ paragraph 201|
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Par. 200

200 AD-245Ledger Data Screen (Continued)

C Example of Screen EEA14010 for Non-C/S CP Practices

10-27-03

The following is an example of AD-245 Ledger Data Screen EEA 14010 for non-C/S CP

practices.
Conservation 077- BEACONSTREET Sel ection EEA14010
AD- 245 Ledger Data Screen Version: ADL3 11-05-2002 15:38 Term E1
Control NO 2002 0040 Program CRP Contract NO 2001 0307
Farm NO 1898 Practice: CP2 Primary Purpose: C
Producer 1D 111 11 1111 S Nane: U S FARMER

Practice Description: Establishnent of pernanent native grasses (Ac)

Conp Ext ent Ext ent as as Ext ent as

Code Requested Approved Lev Rate Approved Unit Per f or ned Ear ned
10.0 10.0

CP2F 10.0 50 30. 000 ACRE

CP2W 10.0 5. 000 ACRE

CP2S 10.0 50 60. 000 ACRE

NO MORE COMPONENT CCDES
Do you wish to see conponent code descriptions (Y or N)? N
Ent er =Conti nue Cnud4=Previ ous Screen Cmd7=End

1-CONSV (Rev. 2) Amend. 1 Page 5-240



Par. 200
200 AD-245Ledger Data Screen (Continued)

D Description of Data Displayed on Screen EEA14010

The following describes data displayed on Screen EEA 14010 for non-C/S CP practices.

Column Description

Comp Code | Component codes previously entered through the create or update option
will be displayed.

Extent The extents requested for the practice and components previously entered
Requested | through the create or update option will be displayed.

Extent The extents approved for the practice and components previously entered
Approved | through the approval option will be displayed.

If any of the extents approved need to be changed:
» exit this option

» correct the extent approved according to Section 4
» record final performance according to this section.

C/SLevand | The C/S level and/or rate will be displayed only if they were entered on the
Rate County Eligibility Table.

IF thefollowing wasentered | THEN the following will be displayed
on the County Eligibility for the component on

Tablefor the component... Screen EEA14005...

both C/S level and rate both C/S level and rate.

only the C/S level only the C/S level.

only the rate only the rate.

neither C/S level or rate both C/S level and rate will be blank.

CIs The“C/S Approved” fields for the practice and all components will be
Approved | displayed blank, because the practice is being processed as a non-C/S
practice. Since no C/S approved amounts were entered for the practice and
components through the approval option, the C/S approved column is blank.

If it is discovered that the CP practice being processed through this option,
other than CP10 or CP12, is being processed as a non-C/S practice, but
should be C/S:

» exit this option
o cancel AD-245.
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Par. 200
200 AD-245Ledger Data Screen (Continued)

D Description of Data Displayed on Screen EEA 14010 (Continued)

Column Description

Unit The unit entered on the County Eligibility Table for each component will be
displayed.
Extent Extent earned entry fields for components will be displayed blank. These are

Performed | the only fields that can have entries recorded or changed on this screen. See
subparagraph E.

C/SEarned | “C/S Earned” fields for the practice and components will not be displayed,
because the practice is being processed as a non-C/S practice. There are no
C/S earned amounts to enter.

If it is discovered that the CP practice being processed through this option,

other than CP10 or CP12, is being processed as a non-C/S practice, but

should be C/S:

» exit this option

* cancel and delete AD-245

» create areplacement AD-245 and AD-862, ensuring that the estimated
C/S amount is entered to trigger other cost and C/S fields to be displayed
when needs determination and approval are recorded

* enter needs determination and approval data

Note: Except for the estimated C/S and total cost amounts, needs
determination data should be the same as the original AD-862.

* ensurethat proper supporting bills, etc., and participant certification for
CIS practices are obtained on new AD-245, page 2

» record final performance according to this section.
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Par. 201

201  AD-245 Final Performance Data Screen

A Example of Screen EEA 14500

The following is an example of AD-245 Final Performance Data Screen EEA 14500.

Depending on the practice being processed, the “Practice Extents Number” field may or may
not be displayed. However, the “Acres Served/Treated” field will be displayed for all
practices.

The“Total Installation Cost” field will not be displayed for non-C/S CRP practices.

10-27-03

Conser vati on 000- ANYCOUNTY Sel ection EEA14500

AD- 245 Final Performance Data Screen Version: AC99 03-15-2002 16:25 Term EO
Control NO 2002 0041 Program CRP Contract NO 2002 0046
Farm NO 1898 Practice: CP2 Primary Purpose: C

Producer 1D 111 22 3333 S Nane: U S FARMER

H  Performance Data:

Practice Extents Nunber
Acres Served/ Treated: — .......
Total Installation Cost: .......

Cost - Shar e Ear ned: ....950
Date Performed:  .......
ACH Check Nunber: 00000000
Mil tiple Participant: N

Low | ncomne: N

Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End
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Par. 201

201 AD-245Final Performance Data Screen (Continued)

B Entering Data on Screen EEA 14500

10-27-03

Enter data on Screen EEA 14500 according to the following. Enter datafrom AD-245, page

2 and AD-862.
Step Action
1 | Enter the practice extents number from AD-862, if applicable for the practice. See

DM 9500-1 for practices with a number extent requirement.

Enter the practice extents acres served or acres treated from AD-862, if applicable
for the practice. See DM 9500-1 for practices with an acres served or acres treated

extent requirement.

Enter the total installation cost from AD-862 for C/S practices only. Enter in whole

dollars.

Reminder:  The"Total Instalation Cost” field will not be displayed for non-C/S
CRP practices.

IF the practice being
processed isa...

THEN thetotal C/S earned amount...

C/S practice

entered on Screen EEA14005 will be displayed.
This amount:
* cannot be changed on this screen

* must bethe total C/S amount earned for the practice,
including partial payments.

non-C/S CP practice

will be defaulted to zero. This amount cannot be
changed.

Enter the date performed. Date must bein MMDDCCY'Y format. The date
performed is either the date the participant certified performance on AD-245,

page 2, or the date the technical service provider certified performance on AD-862,
whichever islater. This date cannot be greater than the current date.

The “multiple participants’ and “low income” fields will display the data entered at
create. This data cannot be changed on Screen EEA14500.

IF the“multiple
participants’ field is...

THEN...

uYH

Screen EEA11500 will be displayed. Go to
[paragraph 202]

uNH

Go to step 8.
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201 AD-245Final Performance Data Screen (Continued)

B Entering Data on Screen EEA 14500 (Continued)

10-27-03

Par. 201

Step

Action

8

IF theprogramiis...

THEN...

not SIP PRESS “Enter” and Screen EEA17000
will be displayed. Se¢ paragraph 204!
SIP, ensure that: ¢ PRESS “Enter”

*  nO participants have temporary .

ID’'s

» all participants eligible to receive
a payment are included on
AD-245

* FShas certified practice
completion

* the correct control number is
being processed

* the C/S amount earned has been
calculated and entered correctly

Important:

If any corrections need
to be made, exit the

process or return to an
earlier screennow and | e
make necessary

corrections before
creating the .
disbursement.

control will be passed to the
disbursement function and
Screen EUA05001 will be displayed

Warning: Once control has been

create the disbursement according to
1-SIP, Part 7, Section 2

control will be passed back to CRES
after the disbursement has been
Created

o Screen EEA17000 will be displayed.

passed to the disbursement
function, no means of
exiting the process is
available. County Offices
shall not, under any
circumstance, cancel the
job at the system console.
This causes performance to
be posted to the ledger, but
no disbursement can be
gueued, because the job
was canceled before the
disbursement was created.

See paragraph 204}
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Multi-Participants Screen

A Example of Screen EEA11500

10-27-03

Par. 202

The following is an example of Multi-Participants Screen EEA11500.

Conservati on
Mil ti-Participants Screen

077- BEACONSTREET
Ver si on:

Control NO 2002 0063 Program CRP
Farm NO 1234 Practice: CPl
Producer 1D 435 54 1904 S Nane: NO 6 FARVER
C'S Earned - Practice:
H  Performance Data (Cont) - Producers:
NO. O Eligible Persons: 2 Change
# Producer ID Nane Farm NO (+-)
1 111 11 1111 S NO 8 RANCHER 1234
2 222 22 2222 S NO 6 FARVER 1234

NO MORE PRCDUCERS
Ent er =Conti nue COrd4=Pr evi ous Screen

Cmd24=Del ete Hel p=Hel p Text

IM Use Omdl6, Cnd20, & Ord24 to process producers.

1-CONSV (Rev. 2) Amend. 1

Sel ection EEA11500
AD13 11-05-2002 14:33 Term EO

Contract NO 2002 0012
Primary Purpose: C

3, 300
1, 500
Previ ous
C'S Earn
200
1300

COmd7=End Omd16=Add Cnd20=Change
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Par. 202
202  Multi-Participants Screen (Continued)

B Entering Data on Screen EEA11500
Enter data on Screen EEA 11500 according to the following.

Notes: Thetotal of the C/S amount earned entered for each participant must equal the total
C/S amount earned for the practice.

The following apply for non-C/S CP practices.

* Thetota C/S amount earned for the practice will automatically be zero; therefore,
the C/S amount earned for each participant must also be zero.

* PRESS*“Enter” to bypass Screen EEA11500, if the following are true:

» all participants are correctly displayed with no entry in the “C/S Amount”
column

* the“No. of Eligible Persons’ field contains an entry greater than zero.
* Although payments will not be issued for non-C/S practices, the “No. of Eligible

Persons’ field must till contain an entry greater than zero for processing to
continue.

Step Action

1 Enter the number of eligible persons that are determined as 1 person for payment
limitations. The number of eligible persons must be 1:

« for SIP

» or greater for all other programs, including non-C/S CP practices, even though
payments will not be issued for non-C/S practices.

2 Use the following command keys to update participants on Screen EEA11500.
PRESS “Help” to obtain additional information.

« PRESS“Cmd16” or “Shift” + “F4” to add a participant. See step 3.

* PRESS“Cmd20” or “Shift” + “F8” to change participant data previously
entered, including the C/S amount earned for the participant. See step 4.

 PRESS“Cmd24” or “Shift” + “F12” to delete a participant previoudly entered.
See step 5.

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 5-247



202  Multi-Participants Screen (Continued)

B Entering Data on Screen EEA 11500 (Continued)

10-27-03

Par. 202

Step

Action

3

PRESS “Cmd16” or “Alt” + “F4” to add a participant.

Step

Action

Result

1

When Screen EEA11505 is displayed, enter
the producer 1D or PRESS “Enter”.

Screen EZZ52500 will be

displayed.

2 | Select the producer to be added and PRESS Screen EEA11515 will be
“Enter”. displayed.
3 Low income will default to “N”. Enter low Screen EEA 11500 will be

incomeas“Y”, if applicable. Low incomeis
only applicable for ACP, except for ACP fund
codes 10, 11, 12, 13, and 14.

Enter the amount of C/S earned for the
participant and PRESS “Enter”. Enter in
whole dollars. This amount must be zero for
non-C/S CP practices.

redisplayed.

Repeat the action in this step to add more participants.

1-CONSV (Rev. 2) Amend. 1

Page 5-248



202  Multi-Participants Screen (Continued)

B Entering Data on Screen EEA 11500 (Continued)

10-27-03

Par. 202

Step Action
4 PRESS “Cmd20” or “Shift” + “F8” to change participant data previoudly entered,
including the C/S amount earned for the participant.
Step Action Result
1 | On Screen EEA11500, enter the number of | Screen EEA11515 will be
the producer to be changed and PRESS displayed.
“Enter”.
2 | Change the desired data or enter the amount | Screen EEA11500 will be
of C/S earned for the participant and PRESS | redisplayed.
“Enter”. Enter in whole dollars.
Repeat the action in this step to change participant data previously entered or to
enter the amount of C/S earned for the participant. For non-C/S CP practices, the
C/S earned for the participant must be zero.
5 PRESS “Cmd24” or “Shift” + “F12” to delete a participant previously entered.

Step

Action

Result

1

On Screen EEA 11500, enter the number of
the participant to be deleted and PRESS
“Enter”.

Screen EEA 11520 will be
displayed.

The question, “Is this the producer you wish
to delete (Y or N)?’, will be displayed.
ENTER “Y” to delete the producer and
PRESS “Enter”.

Screen EEA11500 will be
redisplayed.

Repeat the action in this step to delete other participants previously entered.
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202  Multi-Participants Screen (Continued)

Par. 202

B Entering Data on Screen EEA 11500 (Continued)

10-27-03

Step

Action

6

IF all datain steps 1 through 5 has
been entered and the program is...

THEN...

not SIP PRESS “Enter” and Screen EEA17610
will be displayed. See paragraph 203|
SIP, ensure that: ¢ PRESS “Enter”

no participants have temporary
ID’s

all participants eligible to receive a
payment are included on AD-245

FS has certified practice
completion

the correct control number is
being processed

the C/S amount earned has been
calculated and entered correctly

Important:  If any corrections need

to be made, exit the
process or return to an
earlier screen now and
make necessary
corrections before
creating the
disbursement.

« control will be passed to the
disbursement function and Screen
EUAO05001 will be displayed

Warning: Once control has been
passed to the
disbursement function, no
means of exiting the
process is available.
County Offices shall not,
under any
circumstance, cancel the
job at the system console.
This causes performance
to be posted to the
ledger, but no
disbursement can be
gueued, because the job
was canceled before the
disbursement was
Ccreated.

» create the disbursement according to
1-SIP, Part 7, Section 2

» control will be passed back to CRES
after the disbursement has been
Created

» Screen EEA17000 will be displayed

» sed paragraph 204/
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Par. 203
203 AD-245 Transaction Payment/Receivable Screen

A Example of Screen EEA17610

The following is an example AD-245 Transaction Payment/Receivable Screen EEA17610.

Conservati on 077- ANYCOUNTY Di spl ay EEA17610
Transacti on Paynment/ Recei vabl e Screen Version: AD14 11-21-2002 16:07 Term E1

Per f or mance has been recorded for Control No. 2003 0010 that will result in the follow ng

paynent (s)/recei vabl e(s) issued to the listed producer(s). Paynments are in addition to any paynents
i ssued due to performance fromprior transactions.

Paynent

This
# Producer ID Nane Farm NO Transaction
1 111 22 3333 S NO 3 RANCHER 755 200

NO MORE PRODUCERS

Do you wish to issue the paynment(s) (Y or N?
Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End

B Action on Transaction Payment/Receivable Screen EEA17610

Screen EEA17610 must be reviewed carefully before responding to the message, “Do you
wish to issue the payment(s) (Yor N)?’. The entry or entries, if multiple producers, beneath
the “Payment This Transaction” will be the amount of the payment issued to each producer
listed. If payments are not intended to be issued as listed, ENTER “N”. Screen EEA11500
will be redisplayed to make corrections or end processing without updating.

Be sure that performance has been recorded on the correct AD-245 and that the correct
amount has been recorded for payment.

PRESS "Enter" to pass control to the Accounting software to issue the payments.
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Par. 204
204  AD-245 Process Status Screen

A Example of Screen EEA17000
The following is an example of AD-245 Process Status Screen EEA17000.

Note: For LTA’sthat use ledgers, the screen will display the remaining balance to be earned
for the contract.

Conservati on 000- ANYCOUNTY Entry EEA17000

AD- 245 Process Status Screen Version: AC99 03-15-2002 16:51 Term EO
Control NO 2002 0041 Program CRP Contract NO 2002 0046
Farm NO 1898 Practice: CP2 Primary Purpose: C

Producer 1D 111 22 3333 S Nane: U S FARMER

If you wish to print a formireport, place an "X' next to the one(s) you want
bef ore entering option or command key.

Print 245 Page 1 Print 245 Page 2

Print 245 Page 1 & AD 862 Print AD 862

1. Create Initial AD 245 7. Cancellation Process

2. Update Initial AD 245 8. Reinstatenent

3. Needs Deternmination 9. Delete

4. Approval Process 10. Correction After Performance
5. Partial Performance

6. Final Performance 16. Reprint Form

Enter option and press "Enter".
Ent er=Conti nue Cmd7=End
IM Final performance info has been updated on the AD- 245/ AD-862 file.
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Par. 204
204  AD-245 Process Status Screen (Continued)

B Entering Data on Screen EEA17000
Enter data on Screen EEA 17000 according to the following.

Notes: When Screen EEA17000 is displayed, the data entered will be updated to the
AD-245/AD-862 file and the ledger.

No forms or reports should need to be printed after final performance has been
recorded.

Exception:  If dippage occurson an LTA contract, AD-245 Slippage Report for LTA’S
will automatically be printed. See paragraph 205|

Step Action
1 Print aform or report as follows.

IF.. THEN...

only AD-245, page 1 is desired ENTER “X” next to the “Print 245 Page
1" field.

only AD-245, page 2 is desired ENTER “X” next to the “Print 245 Page
2" field.

both AD-245, page 1 and AD-862 | ENTER “X” next to the “Print 245 Page 1

are desired & AD-862" field.

only AD-862 is desired ENTER “X” next to the “Print AD-862"
field.

no forms need to be printed do not enter “X” next to any of the fields.
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Par. 204

204  AD-245 Process Status Screen (Continued)

B Entering Data on Screen EEA17000 (Continued)

10-27-03

Step

Action

2

IF...

THEN...

another process needs to
be completed on another
control number

enter an option from the bottom of Screen EEA17000
and PRESS “Enter”.

No process needs to be
completed on another
control number at this
time

PRESS “Cmd7” or “F7” to return to Menu EEA10Q0.

If aform or report was selected to be printed, or thereis slippage for an LTA
contract, Screen EZZ50000 will be displayed when “Enter”, “Cmd7”, or “F7” is
pressed on Screen EEA17000.

* Enter the printer ID and the number of copies to be printed.
* PRESS “Enter” and the number of copies of forms or reports entered on

Screen EZZ50000 will be printed. For LTA's, if a dlippage occurs, see
paragraph 205 [for action needed on AD-245 Slippage Report for LTA'’S.
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Par. 205

205 C/S Approved Amount Exceeds C/S Earned Amount (Slippage) for LTA AD-245's

A Slippagefor LTA AD-245's

10-27-03

If the C/S approved amount is greater than the C/S earned amount on LTA AD-245, the
difference represents a slippage.

This slippage will not be returned to the ledger balance available and will not be reduced from
the contract balance.

If a dippage exists, the following will occur.

The dlippage will not be:

* returned to the ledger balance available
e reduced from the contract balance.

The system will provide awarning screen after Screen EEA 14005 is displayed informing
the County Office that this condition exists.

AD-245 Slippage Report for LTA’s Report EEA390-R001 will print when the data are
updated to thefile.

A “SLIPPAGE” line and the amount of the slippage will print on column 2 of the
Sequentia Ledger Entry Report under the final performance transaction. This slippage
detail lineis for future reference if the County Office wants to know which AD-245s had
slippage for the contract.

The system will automatically overlay the C/S approved amount with the C/S earned
amount when the data are updated to the file.
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Par. 205
205 C/SApproved Amount Exceeds C/S Earned Amount (Slippage) for LTA AD-245's
(Continued)

B AD-245 Slippage Report for LTA’S
The following is an example of Report EEA390-R001.

Important:  Thisreport must be maintained with AD-245 in the producer’'s LTA file.

ANYSTATE U S. Department of Agriculture Prepared: 03-18-2002
ANYCOUNTY Farm Servi ce Agency As of: 03-18-2002
Report | D EEA390- ROO1 Page: 1
Fi scal Year: 2002 Ledger Code: ACP-LTA
AD- 245 SLI PPAGE REPORT FOR LTA'S Fund Code: 00
C/'S Approved
Amount Before C/' S Earned
Contract No. Control No. Practice Fi nal Perfornance Amount Sl i ppage
1992 0112 2002 0042 SL1 2,500 2,000 500
| MPORTANT: Wien final perfornmance was recorded on the above AD-245 the C'S approved anount was greater
than the S earned anount. This difference is indicated in the "Slippage" colum. The
sl i ppage anount has NOT been decreased fromthe contract balance. |If this slippage is
needed for other practices to be conpleted on this contract, no action is needed. If the
slippage is NOT needed for this contract, decrease the contract approval anmount through
option 6 on Menu EEA400 to return the funds to the program | edger bal ance.
NOTE: Wien final perfornmance data was updated to the file for this AD 245 the system automatically
changed the ¢S approved anount to reflect the S earned anmount as posted on the sequenti al
| edger entry report
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205 C/SApproved Amount Exceeds C/S Earned Amount (Slippage) for LTA AD-245's
(Continued)

C Action for LTA AD-245 Slippage

The amount in the slippage column on Report EEA390-R001 represents the amount that was
approved for AD-245, but was not earned. Do 1 of the following to take necessary action
when a dlippage occurs.

» If the amount of dippage is needed for other practices to be completed on the contract, no
actionisneeded. The dlippage amount remained in the contract balance when fina
performance was updated.

» If the amount of dippage is not needed for this contract, decrease the contract approval
amount according to Part 8, Section 3. No action is needed on AD-245. When the
contract approval amount is decreased according to Part 8, Section 3, the amount will be
reduced from the contract balance and returned to the program ledger balance available.
These funds will be available for the program and can be used for other contracts or
returned to the State Office, whichever the State Office determines.

206-214 (Reserved)
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Par. 215
Section 7 Cancellation and Disapproval Process

215  Overview,
A In This Section
This section provides instructions to:

+ cancel AD-245'sand AD-862's
o disapprove AD-245's and AD-862's.

Note: Cancellation and disapproval data can only be entered according to this section. See
Section 4 for documenting disapproval on AD-245 and notifying producer of action.

Important:  SIP AD-245'sthat have had a disbursement processed according to 1-SIP
cannot be canceled.

B Renstatement
If acanceled or disapproved AD-245 and AD-862 needs to be reinstated, see Section 8.

Important: LTA’s AD-245 and AD-862 that have been canceled or disapproved cannot
be reinstated.

C Dedete

To delete AD-245 and AD-862, see Section 9.
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Par. 216
216  Cancel or Disapprove AD-245 and AD-862

A Cancd or Disapprove Data
Cancdl or disapprove AD-245 and AD-862 according to this section.

+ SIPAD-245sthat have a disbursement processed according to 1-SIP cannot be
canceled.

 LTA AD-245 sthat have partia or final performance recorded shall not be canceled.
» LTA’SAD-245 sthat are canceled or disapproved cannot be reinstated.
B Disapprove
Disapprove AD-245's and AD-862 if COC:
» will not make awilling to approve determination
* does not find the needs determination data favorable and disapproves AD-245
+ findsthe needs determination data favorable but disapproves AD-245.

Disapprove SIP AD-245 s and AD-862 if SF:

* does not find the needs determination data favorable and disapproves SIP AD-245
» finds the needs determination data favorable but disapproves SIP AD-245.
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Par. 216

216  Cancel or Disapprove AD-245 and AD-862 (Continued)

C Cancd

10-27-03

Cancel AD-245 and AD-862 if COC has approved the practice and:

* then cancels the approval because the producer does not complete the practice before the
expiration date

* the producer does not wish to complete the practice according to specifications.

Important:  See subparagraphs E and F for AD-245's with partial or final performance
recorded.

Cancel SIP AD-245 and AD-862 if SF has approved the practice and:

* then cancels the approval because the producer does not complete the practice before the
expiration date

* the producer does not wish to complete the practice according to specifications.
Expiration Date

For ANA's, print the List of AD-245's With Expiration Date Exceeded

Report EEA355-R002 according to Part 7, Section 1, every 15 calendar days to keep track of
approvals that need to be canceled because performance is not reported on time. COC shall

review this report.

COC has authority to cancel the approved AD-245 and AD-862 when the performance report
is not filed by the expiration date.

See applicable program handbooks for additional instructions for canceling AD-245 and
AD-862.
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Par. 216
216  Cancel or Disapprove AD-245 and AD-862 (Continued)

E Non-LTA Partial Performance Recorded
Producer hasto repay partial payment.

If anon-LTA AD-245 has partial performance recorded and the producer does not complete
the rest of the practice and COC determines that the portion of the practice completed cannot
stand alone, the producer will have to repay the partial payment issued. In this case, cancel
AD-245 according to this section.

For programs with ledgers, the system will cancel the approval amount and will add the entire
approva amount back to the balance available. An accounting record will be sent to the
Accounting application that will establish a receivable for the amount previously earned.

Notes: If the cancel request is made immediately after the partial performance is recorded and
before the ACH record being transmitted, any ACH still pending for that AD-245 will
be canceled. A receivable will be established for any ACH’s previoudly transmitted or
CCC-184's previoudly issued for that AD-245..

If payment was by CCC-184, then the question, “Is CCC-184 available?” will be
displayed. ENTER:

e “Y” if available and CCC-184 will be canceled
¢« “N” and areceivable will be established.

Producer does not haveto repay partial payment.
If anon-LTA AD-245 has partial performance recorded and the producer does not complete
the rest of the practice and COC determines that the portion of the practice completed can

stand alone, the producer does not have to repay the partial payment issued. In this case,
record final performance according to Section 6 and do not cancel AD-245.
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216  Cancel or Disapprove AD-245 and AD-862 (Continued)

F

10-27-03

LTA Partial Performance Recorded
Producer hasto repay partial payment.

If LTA AD-245 has partial performance recorded and the producer does not complete the rest
of the practice and COC determines that the portion of the practice completed cannot stand
alone, the producer will have to repay the partial payment issued. In this case, record
correction after performance according to Section 10 and do not cancel AD-245. The
correction process will send an accounting record to the Accounting application where a
receivable will be established.

The ledger will be updated by the correction process. After AD-245 has been corrected to
zero earnings, it can be canceled as AD-245 with nonperformance recorded according to this
section.

Producer does not have to repay partial payment.

If LTA AD-245 has partial performance recorded and the producer does not complete the rest
of the practice and COC determines that the portion of the practice completed can stand
alone, the producer does not have to repay the partial payment issued. In this case, record
final performance according to Section 6 with no additional earnings and do not cancel
AD-245.

Important: LTA AD-245 s shall not be canceled if a partial payment has been issued,

because if canceled, the partial payment amount will be subtracted from the
ledger. The partia payment amount must remain on the ledger.
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Par. 217
217  Entering Cancellation and Disapproval Data

A Action
Enter cancellation and disapproval data according to the following.

Note: On Menu EEA1Q0, option 7, “Cancellation Process’ is for both canceling and
disapproving AD-245 and AD-862.

Step Action Result
1 On Menu EEA100: Screen EEA 10500 will be displayed
o ENTER"7”
 PRESS*“Enter”.
2 On Screen EEA10500: Screen EEA 10550 will be displayed.

* enter the control number to be
accessed

« PRESS“Enter”.

3 On Screen EEA10550, the question, IF... Then...

“Isthis the AD-245 you wish to .
cancel (Y or N)?’, will be dISp|ayed AD-245 has prior Screen EEA17610

Enter “Y” to cancel or disapprove earnings recorded | will be displayed.
AD-245 or AD-862. Gotostep4
Ad-245 has no Screen EEA17000
prior earnings will be displayed.
recorded Go to Step 5.
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217 Entering Cancellation and Disapproval Data

A Action (Continued)

10-27-03

Par. 217

Step

Action

Result

4

On Screen EEA17610, verify that the
listed producer(s) should have receivables
established to repay C/S payments due to
the cancellation of the AD-245. If
correct, answer “Y” to the question.

Note: A response of “N” will return
processing to Screen EEA10500.
AD-245 will not be canceled.

Processing control will be passed to
Accounting to establish the
applicable receivable(s). When
processing is complete control will
transfer back to conservation and
Screen EEA17000 will be displayed.

Note: ACH(s) for AD-245 being
canceled till in the pending
file will be canceled.
Receivable(s) will be
established for the canceled
amount that exceeds pending

ACH(s).

IF processing on...

THEN...

another control

enter the applicable

number needs to be | processing option

completed and PRESS
"Enter".

an additional PRESS “Cmd7” or

AD-245 will not be | “F7” to returnto

completed Menu EEA100.
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217

B Ledger Transactions

10-27-03

Entering Cancellation and Disapproval Data (Continued)

Par. 217

When AD-245 is canceled according to subparagraph A, transactions for the cancellation will
be posted to the ledger as follows.

Partial Performance Recorded. The system will cancel the entire approva amount, the
C/S approved amount, and the performance amount earned. The following example is for

ANA.
Note: A receivable will be established for the performance earned amount that was
canceled.
-4- -5- -6- -7-
C/s Performed | Performed
Amount Amount Amount Balance
Date Description Approved | Approved Earned Available
12-31-2001 Month End 50,000
C/S Approved
01-02-2002 2002 0005 1000 49,000
Partial Payment
01-17-2002 2002 0005 700 700 49,000
Cancdl
01-31-2002 2002 0005 -1000 -700 -700 50,000
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217 Entering Cancellation and Disapproval Data (Continued)

B Ledger Transactions (Continued)

10-27-03

Par. 217

* Final Performance Recorded. The system will cancel all transactions that have been
posted for the C/S approval and performance. The following example is for ANA.

-4- -5- -6- -7-
C/s Performed | Performed
Amount Amount Amount Balance
Date Description | Approved | Approved Earned Available
12-31-2001 Month End 50,000
C/S Approved
01-02-2002 2002 0004 1000 49,000
Final Payment
01-17-2002 2002 0005 1000 900 49,100
Cancel
01-31-2002 2002 0005 -1000 -1000 -900 50,000

1-CONSV (Rev. 2) Amend. 1

Page 5-289



Par. 217
217 Entering Cancellation and Disapproval Data (Continued)

C Accounting Transaction
Canceling AD-245 with:

* o earning recorded will have no affect on payments
» earnings recorded will affect payments according to the following table.

IF the payment THEN an automated cancel payment

method for AD-245 record will be sent to the Accounting

being canceled is... | AND... application and ...

ACH ACH isdtill inthe | ACH will be canceled and removed from the
pending file pending file.

Notes: Receivables will be established for
earnings recorded on the canceled
AD-245 that are in excess of the
ACH(9) in the pending file.

See 67-FI for additional information
on processing interfaced accounting

transactions.
ACH has been areceivable will be established for the
transmitted amount of earnings recorded on AD-245.
CCC-184 CCC-184 istill CCC-184 can be canceled by responding that
available CCC-184 is available in the office.

Notes: Receivables will be established for
earnings recorded on the canceled
AD-245 that are in excess of available
CCC-184's being canceled.

See 67-FI for additional information
on processing interfaced accounting
transactions.

CCC-184 has been | areceivable will be established for the
issued and is not amount of earnings recorded on AD-245.
available

218-227 (Reserved)
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Par. 228
Section 8 Reinstatement Process

228  Overview
A In This Section
This section provides instructions to reinstate a disapproved or canceled AD-245.

Note: AD-245'scan only be reinstated according to this section. AD-245's that have been
deleted according to Section 9 cannot be reinstated.

Important: LTA AD-245's cannot bereinstated. In this case, a new AD-245 would need
to be created according to Section 1.
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229 Reinstating a Disapproved ANA AD-245

A Disapproved

10-27-03

COC may reinstate a disapproved ANA AD-245 if the:

» disapproval determination has been reversed
e participant requests a reinstatement and the appeal is approved
o current FY isthe same FY that AD-245 was disapproved.

Note: The system deletes disapproved AD-245's during rollover.

Note: See 1-SIP for policy about SIP AD-245.

Important: Deleted LTA AD-245's cannot be reinstated.

1-CONSV (Rev. 2) Amend. 1
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Par. 230
230 Reinstating a Canceled ANA AD-245

A Canceed

COC may reinstate a canceled AD-245 that had been approved when all of the following
conditions apply.

* The participant requests reinstatement and the appeal is approved.
* The practice was started before cancellation.

* The practice was, or can reasonably be expected to be, completed within a time prescribed
by COC.

* Funds are available to reinstate the approval.
Note: See 1-SIP for policy concerning SIP AD-245.
Important: Canceled LTA AD-245's and deleted AD-245's cannot be reinstated.
B Accounting Transactions
The reinstatement of AD-245 that had earnings recorded before cancellation will result in
payments issued to the same producers who received the initial payments. The payments will

be for the same amounts that were recorded as earned on the canceled AD-245.

Payments resulting from a reinstatement will be issued to the producer if no receivables exist.
If receivables have previously been established, follow 67-Fl to select receivables for

repayment.
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231

Entering Reinstatement Data

A Entering Data

Par. 231

Enter the following to reinstate a disapproved or canceled AD-245.

Step Action Result
1 On Menu EEA100: Screen EEA10500 will be
displayed.
 ENTER"8®
« PRESS"Enter”.
2 On Screen EEA10500: Screen EEA10550 will be
displayed.
* enter the control number to be accessed
» PRESS"“Enter”.
3 | On Screen EEA10550, the question, “Isthis | Screen EEA17000 will be displayed
the AD-245 you wish to reinstate (Y or and the data will be updated on the
N)?’, will be displayed. ENTER “Y” to AD-245/AD-862 file and the ledger.
reinstate the control number and PRESS The system will use the current date
“Enter”. as the reinstatement date.
4 | IF.. THEN... If aform was selected to be printed,

aform needs to

enter an “X” next to

be printed the applicable form
field.

aprocessonthis | enter an option from

control number the bottom of the

or another screen and PRESS

control number “Enter”.

needs to be

completed

No process needs

PRESS “Cmd7” or

to be completed “F7” toreturnto
on any control Menu EEA100.
number at this

time

Screen EZZ50000 will be displayed
when “Enter”, “Cmd7”, or “F7” is
pressed. Enter the printer ID
number and PRESS “Enter” to print
the form.

232-242 (Reserved)

10-27-03
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Par. 243
Section 9 Delete Process

243  Deleting AD-245 and AD-862
A Records That Should Be Deleted
The only records that should be deleted are:

* those that have been erroneously entered
* duplicate records.

Notes: If COC or SF approval for SIP was issued, AD-245 must be canceled before it can be
deleted.

A deleted record cannot be reinstated.
Important: Do not delete a control number that needs to be counted on ACP-305 or for
work load or work measurement purposes. A deleted control number will not

be displayed on the ACP-301 report and will be deleted from the
AD-245/AD-862 file.
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244  Entering Delete Data

A Action

245-267

10-27-03

Par. 244

Enter the following to delete AD-245. Once deleted from the AD-245/AD-862 file, the
record can never be accessed again.

Step Action Result
1 On Menu EEA100: Screen EEA10500 will be
displayed.
« ENTER"9
« PRESS“Enter”.
2 On Screen EEA10500: Screen EEA10550 will be
displayed.
* enter the control number to be accessed
» PRESS"“Enter”.

3 On Screen EEA10550, the question, “Is this Screen EEA17000 will be
the AD-245 you wish to delete (Y or N)?’, will | displayed and control number
be displayed. ENTER “Y” to delete the will have been deleted from the
control number from the AD-245/AD-862 file | AD-245/AD-862 file.
and PRESS “Enter”.

4 IF... THEN...
aprocess for enter an option from the
another control bottom of the screen and
number needsto | PRESS “Enter”.
be completed
no process needs | PRESS “Cmd7” or “F7” to
to be completed | returnto Menu EEA10Q0.
on another
control number
at thistime

(Reserved)
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Par. 268
Section 10 Corrections Process

268 Correction After Performance Process
A Overview

On Menu EEA100, option 10, “Correction After Performance” shall be used to correct
performance (practice extent and C/S earned) for AD-245's that either:

* have performance recorded in error

» need to have performance changed after the performance has been partialy or finaly
recorded based on reductions or increases necessary because of:

» appedls
» certification errors
» other valid reasons requiring payment increases or reductions.

Do not use option 10, “Correction After Performance” to record performance for additional
certifications of “Partial Performance” or “Fina Performance’.

The corrections process will be available for use throughout the life span of the practice.
Access to practices after the normal cutoff date for recording changes (March 15 of the FY
following the FY Final Performance is recorded) will be protected by a password available
from CEPD through the State Office.

Note: Practicesthat are still within their life span but were purged by pre-interface software
will not be available for the correction process. Repayments for practicesin this
situation shall be processed using CRS in the Accounting application, according to
67-Fl, to establish recelvables. Use option 2, “Record Refund” on Conservation
Ledger Menu EEA400 in the Conservation software to adjust the ledger according to

paragraph 464]when repayment is received.
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Par. 268
268 Correction After Performance Process (Continued)

A Overview (Continued)
Record the following on AD-245.

* Anincrease in performance will result in a payable record being passed to Accounting for
each participant on AD-245 whose original payment is being increased.

* A decrease in performance will result in areceivable record being passed to Accounting
for each participant on AD-245 whose original payment is being reduced.

» Either anincrease or decrease will update the ledger with an increase or decrease in
earnings as applicable.

Note: The automated interface with accounting will not establish an automated receivable for
those AD-245 control numbers that have had payments recorded before installing the
interface software. When recording corrections for AD-245's in this category, a
message will be displayed warning the user that the Accounting Interface will not
create the receivable and instruct the user to manually establish areceivable using CRS
in the Accounting application, according to 67-Fl.
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268 Correction After Performance Process (Continued)

B Example Screens Correction After Performance

The “Corrections After Performance” process uses the same processing screens as the “Partial
Performance” and “Final Performance” processes. This paragraph provides example screens
of a performance reduction that results in receivable records being passed to Accounting for
multiple participants on AD-245.

In the following example, on Menu EEA100, option 7 “Correction After Performance” was
selected to decrease the performance (earnings) for AD-245 Control No. 2002-0068 by $50.
There are 2 participants, each to be reduced by $25.

Screen EEA 13500 will be the first screen displayed after selecting the Control No. which
should be reviewed closely to verify that the correct AD-245 is being corrected, before
pressing "Enter" to continue.

Important:  Corrections to AD-245 will result in either a payment or a receivable being
established. Reducing performance on the wrong AD-245 will result in
receivables established for producers that do not owe a repayment.

Conservation 077- BEACONSTREET Sel ection EEA13500
AD- 245 Site Char/Tech Practice Screen Versi on: ADO5 08-03-2002 13:44 Term V9
Control NO 2002 0068 Program ECPD
Farm NO 695 Practice: ECB Primary Purpose: G
Producer 1D 111 11 1111 S Nane: NO 28 RANCHER
Estimated - Total Cost: 6000
Hydrol ogic Unit: - Cost-Share: 3750
Conponent Ext ent Ext ent
Code Request ed Needed # Techni cal Cost Units
25.0 25.0 Code Shar ed? Appl i ed
A09C 25.0 25.0 1. 575 Y 25.0

NO MORE COMPONENT CCDES

Do you wish to see conponent and technical code descriptions (Y or N)? N

Ent er =Conti nue Cmd4=Previ ous Screen Cmd7=End Ondl16=Add OCnd20=Change
Cmd24=Del ete Hel p=Hel p Text

IM Use Cmdl6, Cnd20, & Cnd24 to process technical codes.
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Par. 268
268 Correction After Performance Process (Continued)

B Example Screens Correction After Performance (Continued)

Screen EEA 14000, the same screen used when recording “Partial Performance” or “Final
Performance”, alows the user to enter the earnings increase or decrease as required by this
correction. The entry will be the amount that will be passed to Accounting to establish a
receivable(s) if negative or a payment(s) if positive.

In the following example, the “Previous C/S Earned” is being reduced, therefore, a negative
amount is entered in the “Change(+/-)” for “C/S This Transaction”. PRESS “Enter” to
continue processing.

Note: The “Previous C/S Earned” amount is displayed and will be reduced by the amount
entered in the “C/S This Transaction” entry space.

Conservation 077- BEACONSTREET Sel ection EEA14000
AD- 245 Earni ngs Entry/ Adj ust nent Screen Versi on: ADO5 08-03-2002 13:59 Term V9
Control NO 2002 0068 Program ECPD Contract NO
Farm NO 695 Practice: EC6 Primary Purpose: G
Producer 1D 111 11 1111 S Nane: NO 28 RANCHER
C/'S Approved: 3,750
Previ ous
as
Change(+/ -) Ear ned
C/'S This Transaction: -50 3,750
The anount entered in the 'Change’ colum will be added to or subtracted fromthe Previous TS
Earned anmount. Enter only the ampunt you wish to increase(+) or decrease(-) the CS Earned.
Ent er=Conti nue Cnmd4=Previ ous Screen Cnd7=End
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Par. 268
268 Correction After Performance Process (Continued)
B Example Screens Correction After Performance (Continued)

Screen EEA14001 will display the results of the reduction entered on Screen EEA14000.
The “Current C/S Earned” field now displays the reduced total earned. Verify this amount

before pressing “Enter” to continue processing.

Conservation 077- BEACONSTREET Sel ection EEA14001
AD- 245 Ear ni ngs Entry/ Adj ust nent Screen Versi on: ADO5 08-03-2002 13:59 Term V9
Control NO 2002 0068 Program ECPD Contract NO
Farm NO 695 Practice: ECB Primary Purpose: G
Producer 1D 111 11 1111 S Nane: NO 28 RANCHER
C/'S Approved: 3,750
Current
as
Change(+/ -) Ear ned
50- 3,700

C/'S I ncrease/ Decrease By This Transaction:

The anount entered in the 'Change’ colum has now been added to or subtracted fromthe
Previous C'S Earned amount. Continue only if the Current S Earned figure is the net
C S Earned for the AD 245.

Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 5-395



Par. 268
268 Correction After Performance Process (Continued)

B Example Screens Correction After Performance (Continued)

On Screen EEA14010, the “C/S Earned” entries for the components must be adjusted to
equal the amount of “C/S Earned” displayed for the practice. For the following example,
$3700 was entered to replace the $3750 that was originally in the “C/S Earned” field for
component AO9C. After data has been verified as correct, PRESS “Enter” to continue
processing.

Note: The“C/S Earned” displayed for the practice is locked on Screen EEA14010. If itis
not correct, PRESS “Cmd4” or “F4” to return to Screen EEA14000 to correct the
“Change(+/-)" entry thereby correcting the “C/S Earned” amount displayed for the

practice on Screen EEA14010.
Conservation 077- BEACONSTREET Sel ection EEA14010
AD- 245 Ledger Data Screen Versi on: ADO5 08-03-2002 13:59 Term V9
Control NO 2002 0068 Program ECPD
Farm NO 695 Practice: ECB Primary Purpose: G
Producer 1D 111 11 1111 S Nane: NO 28 RANCHER

Practice Description: Drought energency neasures (AS)

Conp Ext ent Ext ent as as Ext ent as

Code Request ed Appr oved Lev Rat e Approved Unit Per f or ned Ear ned
25.0 25.0 3750 3700

A09C 25.0 25.0 64 150. 000 3750 ACRES 25.0 3700

NO MORE COMPONENT CCDES
Do you wish to see conponent code descriptions (Y or N)? N
Ent er=Conti nue Cnd4=Previ ous Screen Cnd7=End
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Par. 268

268 Correction After Performance Process (Continued)

B Example Screens Correction After Performance (Continued)

10-27-03

Screen EEA 14500 will be displayed to make changes if the correction was because of a
reduction in the number of acres served or treated. Otherwise, PRESS “Enter” to continue.

Conservation 077- BEACONSTREET Sel ection EEA14500

AD- 245 Final Performance Data Screen Versi on: ADO5 08-03-2002 15:42 Term V9
Control NO 2002 0068 Program ECPD

Farm NO 695 Practice: EC6 Primary Purpose: G

Producer 1D 111 11 1111 S Nane: NO 28 RANCHER

H  Performance Data:

Acres Served/ Treat ed: 25.0
Total Installation Cost: 6200
Cost - Shar e Ear ned: 3,700
Dat e Perf or ned: 07292002
Mil tiple Participant: Y

Low | ncorme: N

Ent er =Conti nue Cnud4=Previ ous Screen Cmd7=End
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268 Correction After Performance Process (Continued)

B Example Screens Correction After Performance (Continued)
For corrections involving multiple participants, Screen EEA11500 will be displayed. To

correct the earnings for each producer, PRESS “Cmd 20" or “Shift” + “F8” and follow the
screen prompts on Screen 11500 to select the producer(s) to change. Screen EEA11515 will

be displayed.
Conservation 077- BEACONSTREET Sel ection EEA11500
Mil ti-Participants Screen Versi on: ADO5 08-03-2002 15:44 Term V9
Control NO 2002 0068 Program ECPD
Farm NO 695 Practice: EC6 Primary Purpose: G
Producer 1D 111 11 1111 S Nane: NO 28 RANCHER
C/'S Earned - Practice: 3,700
H  Performance Data (Cont) - Producers: 3,750
NO. O Eligible Persons: 2 Change Previ ous
# Producer ID Nane Far m NO (+-) C'S Earn
1 111 11 1111 S NO 28 RANCHER 695 1875
2 111 11 1111 S NO 26 RANCHER 695 1875

NO MORE PRODUCERS

Ent er =Conti nue Cmd4=Previ ous Screen OCmd7=End Ondl16=Add OCnd20=Change
Cmd24=Del ete Hel p=Hel p Text

IM Use Omdl6, Cnd20, & Onmd24 to process producers.
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268 Correction After Performance Process (Continued)

B Example Screens Correction After Performance (Continued)

Once a producer has been selected to change, Screen EEA11515 will be displayed allowing
the user to enter the change in “Change (+/-)” for the displayed producer. In the following
example, $25 has been entered with “-” to reduce the earnings. Repeat the steps to change
the earnings for each producer as necessary.

Important:  The process of recording adjustments in “Change(+/-)” for a producer will
result in either a payment or areceivable being creasted. Be sure that the
correct producer, farm no., control number, and amounts are correct before
continuing processing. It is much easier to make corrections before the
accounting application processes take place.

Conservation 077- BEACONSTREET Sel ection EEA11515
AD-245 Initial Data Screen Versi on: ADO5 08-03-2002 15:44 Term V9
Control NO 2002 0068 Program ECPD
Farm NO 695 Practice: ECB Primary Purpose: G
Producer 1D 111 11 1111 S Nane: NO 28 RANCHER
C/'S Earned - Practice: 3,700
H  Performance Data (Conti nued) - Producers: 3,750

NO. O Eligible Persons: 2

Producer 1D 111 11 1111 S NO. 28 RANCHER
NO. 28 CONSERVATI ON DR
ANYTOMW, US 11111-1111

Far m No: 695
Change(+/-): -25
Previous C'S Earned: 1875

Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End
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268 Correction After Performance Process (Continued)

B Example Screens Correction After Performance (Continued)

10-27-03

Screen EEA 11500 will be redisplayed with the results of the adjustment for the selected
producer. By repeating the previous screens to change the remaining producer earnings, the
“Producer C/S Earned” must be adjusted to equal the “Practice C/S Earned” for the practice.
Once the 2 are equal, processing can continue.

In the following example, both producers were selected and had earnings reduced by $25.
PRESS “Enter” continue processing and the accounting application process will create
receivables for both producers.

Conservation 077- BEACONSTREET Sel ection EEA11500
Mil ti-Participants Screen Versi on: ADO5 07-29-2002 14:07 Term Ul
Control NO 2002 0068 Program ECPD
Farm NO 695 Practice: ECB Primary Purpose: G
Producer 1D 111 11 1111 S Nane: NO 28 RANCHER

C/'S Earned - Practice: 3,700
H  Performance Data (Cont) - Producers: 3,700
NO. O Eligible Persons: 2 Change Previous
# Producer ID Nane Farm NO (+-) C'S Earn
1 111 11 1111 S NO 28 RANCHER 695 25- 1875
2 111 11 1111 S NO 26 RANCHER 695 25- 1875

NO MORE PRODUCERS

Ent er =Conti nue Cmd4=Previ ous Screen Cmd7=End Ondl16=Add OCnd20=Change
Cmd24=Del ete Hel p=Hel p Text

IM Producer has been changed.
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268 Correction After Performance Process (Continued)

B Example Screens Correction After Performance (Continued)

Screen EEA17610 will be displayed to verify the amount of each receivable and/or payment
that will be created as the result of the correction just recorded.

In the following example, each producer will have a receivable established for $25. ENTER
“Y” and PRESS “Enter” to continue processing and the accounting application process will
create areceivable for each producer.

Information on Screen EEA 17610 should be closely examined for errors before proceeding.
If any information is not valid, ENTER “N” and PRESS “Enter” to return to
Screen EEA11500.

See 6-Fl for instructions to complete the integrated correction process that establishes the
receivable(s). See 67-Fl for instructions on handling receivables.

After the accounting application has completed processing, control will be returned to
Conservation software on Screen EEA17000.

Conservati on 077- BEACONSTREET Di spl ay EEA17610
Transacti on Paynment/ Recei vabl e Screen Version: AD17 01-06-2003 10:51 Term EO

Per f ormance has been recorded for Control No. 2002 0068 that will result in the follow ng
paynent (s)/recei vabl e(s) issued to the listed producer(s). Paynments are in addition to any paynents
i ssued due to performance fromprior transactions.

Recei vabl e
Estab. This
# Producer ID Nane Farm NO Transaction
1 111 11 1111 S NO 28 RANCHER 695 25
2 111 11 1111 S NO 26 RANCHER 695 25

NO MORE PRODUCERS

Do you wish to create the receivable(s) (Y or N)?
Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End
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Par. 269
269  Final Performance Recorded on Wrong AD-245 or Contract Number Incorrect

A Overview

This paragraph provides instructions to correct AD-245's when performance has been
recorded on the wrong AD-245 or the wrong contract number was entered on AD-245 for
LTA.

B Corrections When Performance Recorded on Wrong AD-245 or Contract Number
Incorrect

If performance was recorded on the wrong AD-245 or the wrong contract number was
entered on AD-245, take the following action.

* Cancel AD-245 on which the wrong performance was recorded or the wrong contract
number was entered, according to Section 7. When AD-245 is canceled, the ledger
transactions will be canceled on the Sequential Ledger Entry Report. The C/S earned
amount will be added to the contract on the Sequential LTA ContractsAgreements
Report. Canceling AD-245 which has had performance recorded will affect prior
payments according to the following.

IF payment THEN an automated cancel payment

method for AD-245 record will be sent to the Accounting

being canceled is... | AND... application and...

ACH ACH isdtill inthe | ACH will be canceled and removed from the
pending file pending file.

Notes: Receivables will be established for
earnings recorded on the canceled
AD-245 that are in excess of ACH(s) in
the pending file.

See 6-FI for instructions to complete
the integrated correction process that
establishes the receivable(s). See 67-Fl
for instructions on handling receivables.

ACH has been areceivable will be established for the amount
transmitted of earnings recorded on AD-245.
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Par. 269

269  Final Performance Recorded on Wrong AD-245 or Contract Number Incorrect
(Continued)

B Corrections When Final Performance Recorded on Wrong AD-245 or Contract Number

10-27-03

Incorrect (Continued)

| F payment
method for AD-245

THEN an automated cancel payment
record will be sent to the Accounting

being canceled is... | AND... application and...
CCC-184 CCC-184 istill CCC-184 can be canceled by responding that
available CCC-184 is available in the office.
Notes: Receivables will be established for
earnings recorded on the canceled
AD-245 that are in excess of available
CCC-184's being canceled.
See 6-FI for instructions to complete
the integrated correction process that
establishes the receivable(s). See 67-Fl
for instructions on handling receivables.
CCC-184 has areceivable will be established for the amount
been issued and is | of earnings recorded on AD-245.
not available

Create a new control number according to Section 1 for the canceled AD-245. Ensure
that the correct data, including contract number, are entered for the new control number.

Record final performance on the correct AD-245.
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Par. 270

270  Correcting Primary Purpose Data After Final Performance |s Recorded

A

271-280

10-27-03

Incorrect Primary Purpose Data

If primary purpose data is determined to be incorrect for AD-862 after final performance has
been recorded:

* on Menu EEA100, select option 3, “Needs Determination”
* correct the primary purpose data for AD-862
* when Screen EEA17000 is displayed, the corrected data will be updated to the file.

Note: Corrections can only be recorded up to March 15 of the following FY. After that
date, AD-245 and AD-862 cannot be accessed.

Incorrect Primary Purpose Code

If the primary purpose code is determined to be incorrect for AD-862:
¢ on Menu EEA100, select option 2, “Update Initial AD-245"

* correct the primary purpose code

» when Screen EEA17000 is displayed, the correct code will be updated to the file. Correct
primary purpose data according to subparagraph A.

Note: Corrections can only be recorded up to March 15 of the following FY. After that
date, AD-245 and AD-862 cannot be accessed.

(Reserved)
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Par. 281

Section 11 Reprinting Active AD-245'sand AD-862's

Reprinting Forms

A Additional Copy of Forms

An additional copy of an active AD-245 or AD-862 can be printed according to this
paragraph.

Note: AD-245sand AD-862's that have been canceled or deleted cannot be printed.
Example of Screen EEA17000

The following is an example of AD-245 Process Status Screen EEA17000.

Conservati on Entry EEA17000

If you wish to print a fornreport,
bef ore entering option or command key.
Print 245 Page 1

Print 245 Page 1 & AD 862 Print AD 862

Enter option and press "Enter".
Ent er =Conti nue Cmd7=End

10-27-03

Print 245 Page 2

1-CONSV (Rev. 2) Amend. 1

AD- 245 Process Status Screen Version: AC99 03-15-2002 16:51 Term EO
Control NO 2002 0041 Program CRP Contract NO 2002 0046

Farm NO 1898 Practice: CP2 Primary Purpose: C

Producer ID: 111 22 3333 S Nane: U S FARMER

place an "X' next to the one(s) you want

Approval Letter

1. Create Initial AD 245 7. Cancellation Process

2. Update Initial AD 245 8. Reinstatenent

3. Needs Deternmnination 9. Delete

4. Approval Process 10. Correction After Performance
5. Partial Performance

6. Final Performance 16. Reprint Form
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281 Reprinting Forms (Continued)

C Accessing Screen EEA17000 to Reprint Forms

10-27-03

Par. 281

Access Screen EEA17000 to reprint forms according to the following.

Step Action Result
1 On Menu EEAO0QO: Menu EEA100 will be
displayed.
« ENTER"1"
« PRESS"“Enter”.
2 On Menu EEA100: Screen EEA10500 will
be displayed.
« ENTER"16"
« PRESS"“Enter”.
3 On Screen EEA10500: Screen EEA 17000 will
be displayed.
* enter the control number for the form to be printed
« PRESS"“Enter”.
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281

Reprinting Forms (Continued)

D Completing Screen EEA17000

Par. 281

Enter data on Screen EEA 17000 according to the following.

Step Action

1 Print a form as follows.
IF... THEN...
only AD-245, page 1 is ENTER “X” next to the “Print 245 Page 1" field.
desired
only AD-245, page 2 is ENTER “X” next to the “Print 245 Page 2" field.
desired
both AD-245, page 1 and ENTER “X” next to the “Print 245 Page 1 &
AD-862 are desired AD-862" field.
only AD-862 is desired ENTER “X” next to the “Print AD-862" field.
no forms need to be printed do not enter “X” next to any of the fields.

2 |IF.. THEN...

another process needs to be
completed on this control
number or another control
number

enter an option from the bottom of the screen and
PRESS “Enter”.

No process needs to be
completed on this control
number or another control
number at thistime

PRESS “Cmd7” or “F7” to returnto
Menu EEA100.

If aform was selected to be printed, Screen EZZ50000 will be displayed when
“Enter”, “Cmd7”, or “F7” is pressed on Screen EEA17000.

* Enter the printer ID and the number of copies to be printed.

* PRESS “Enter” and the number of copies of forms entered on
Screen EZZ50000 will be printed.

282-286 (Reserved)

10-27-03
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Par. 287
Part 6 Letters

287  CED Responsbility for Letters
A CED Responsibility
CED isresponsible for ensuring that the correct letter is:

e printed
e sent to the participant.

Important: CED shall carefully review each letter before signing to ensure that the correct
letter is sent to the participant.

B Letter Sources
The County Office may create and issue the proper letters using either the following:

» System 36 software according to this part
* PC generated letters created using MS Word.

Note MS Word letters created on PC must contain all the information described in the
example letters for each situation as described in this part.
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Par. 288
288  Accessing L etters Update/Print Screen

A Other Conservation Programs

Only some of the conservation program letters are automated. See applicable program
handbooks for nonautomated letters.

Note: Thelettersin this section shall not be used for SIP.
B Accessing Screen EEA28000

Access Screen EEA28000 according to the following.

Step Action Result
1 | OnMenu EEAOQQO: Menu EEA100 will be displayed.
« ENTER"1"
 PRESS"Enter”.
2 | OnMenu EEA100: Screen EEA28000 will be displayed.
« ENTER"1%”
 PRESS"Enter”.

C Example of Screen EEA28000

The following is an example of Letters Update/Print Screen EEA28000.

Conservati on 000- ANYCOUNTY Rpt Print EEA28000
Letters Update/Print Screen Version: AC98 02-11-2002 13:17 Term EO

Letters Name

Approval letter

Di sapproval letter

Noti ce of 15 days to Expiration (Letter)

H gh Priority practices turned down for lack of funds
Noti ce of Approval Subject to Feasibility Determ nation
Notice of Referral

M scel | aneous Letter - 1

M scel | aneous Letter - 2

M scel | aneous Letter - 3

CoNOORWNE

Do you wish to (Uypdate or (P)rint this letter?

Enter option and press "Enter".
Ent er =Conti nue Cmd7=End
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Par. 289

289  Editing/Updating Automated L etters

A Editing Automated Letters

10-27-03

Automated letters on Screen EEA28000 can be edited to provide additional information to the
producer, if desired by the County Office. Automated letters are county specific for each
County Office on the system.

Example: The NRCS office address and telephone number that the producer must contact to
receive technical assistance to complete the practice.

Miscellaneous letters 1, 2, and 3 on Screen EEA 28000 can be created by the County Office to
provide up to 3 additional letters that are not provided in options 1 through 6 on

Screen EEA28000.

Example: Letter notifying producer of ECP approval.

Processto Edit Letters

On Screen EEA28000, edit a letter provided in options 1 through 6, or create a miscellaneous
letter in options 7 through 9 as follows.

Step Action Result
1 On Screen EEA28000: A screen will display the
text of the letter selected
* enter the option for the letter that needs to be on Screen EEA28000.
edited or created

« ENTER*U” to update/edit the letter

 PRESS"Enter”.
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289  Editing/Updating Automated L etters (Continued)

B Processto Edit Letters (Continued)

10-27-03

Par. 289

Step Action Result
2 IF... THEN...
existing text needs | type over the existing text with the
to be changed changes needed.
an entire line, PRESS “Cmd24” or “Shift” + “F12”.
sentence, or Enter both of the following:
paragraph needs
to be deleted * the number of thelineto start
deleting
e the number of linesto be deleted.
When the entries are made, PRESS
“Enter”. The revised text will be
displayed with the message, “Line(s)
have been deleted”.
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289  Editing/Updating Automated L etters (Continued)

B Processto Edit Letters (Continued)

Par. 289

additional spaceis
needed to insert a
sentence or

paragraph

Step Action Result
2 IF... THEN... The message, “Letter
(Cntd) has been updated”, will

PRESS “Cmd16” or
“Shift” + “F4”. Enter both of
the following:

¢ the number of thelineto
insert additional text after

¢ the number of lines needed
for the additional text.

be displayed.

e PRESS“Cmd4’ or
“F4” to return to
Screen EEA 28000.

+ PRESS“Cmd7” or
“F7" toreturnto

10-27-03

Menu EEA100.
When the entries are made,
PRESS “Enter”. The revised
text will be displayed with the
message, “Line(s) have been
added”. Type the additional
text needed on the lines that
have been inserted.
When the text has been changed, as desired,
ENTER “Y” to the question, “Do you wish to
update the Table File with the current text?’. If
“Y” isnot entered, the text will not be updated
with the new changes. This question is displayed at
the bottom of the screen.
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Par. 290

290  Approval L etter

A When to Print

10-27-03

Print the approval letter according to this paragraph when AD-245 has been approved for C/S
by COC. When the approval letter is mailed to the producer, AD-245, page 2 and
Continuation for AD-245, pages 1 and 2 must be attached.

Note: Follow paragraph 289 to edit/update the text of the approval letter.

Important: The “Approved by COC or SF’ date must have been entered for the control
number to print the approval letter.

Printing Approval Letter
Print the approval letter according to the following.

Note: The approval letter can be printed for 1 control number or multiple control numbers
during 1 process.

Step Action Result

1 | On Screen EEA28000: Screen EZZ50000 will be
displayed.

« ENTER"Y"
« ENTER*“P” to print the letter
 PRESS"Enter”.

2 | On Screen EZZ50000: Screen EEA29000 will be

displayed.

* enter the printer ID and the number of copiesto
be printed

 PRESS"Enter”.
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290 Approval Letter (Continued)

B Printing Approval Letter (Continued)

Par. 290

Step

Action

Result

3

On Screen EEA29000, enter 1 of the following
options and concurring data, if required.

Option 1, to print the letter for 1 control
number.

o Enter the control number.
* PRESS*“Enter” and the letter will print.

Option 2, to print the letter for multiple
control numbers.

o Screen EEA29005 will be displayed.
* Enter the control numbers.
o PRESS“Enter” and the letters will print.

Option 3, to print the letter for all control
numbers with a specific “Approved by COC”
date.

* Enter the “Approved by COC” date.
* PRESS “Enter” and the letter will print

for al control numbers with the
“Approved by COC” date entered.

After the letter is printed,
Screen EEA28000 will be
redisplayed with the message,
“Letter has been printed”.

Review the letter to ensure
that the correct letter was
printed for the control number
desired.

10-27-03
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Par. 290
290 Approval Letter (Continued)

C Exampleof Approval Letter

The following is an example of the approval letter.

U.SDEPARTMENT OF AGRICULTURE
Farm Service Agency
ANYCOUNTY COUNTY, FSA OFFICE
PO BOX 2002
COUNTRYVILLE, LA 11111-1111
Telephone: (111) 111-1111

02-11-2002
U. S. FARMER
555 SHORT ROWS
COUNTRYVIEW, LA 11111-1111
Farm No: 1898 Control No: 2002-0026
Program: Emergency Conservation Program

Technical Service Provider:  Natural Resources Conservation Service
Lifespan: (yrs) 10

Dear MR. FARMER:

Your request for cost-sharing under the above program has been approved for the practice indicated on the attached
ACP-245,

If you are not satisfied with the practice approval or cost-shares approved, you may appeal in writing to the County
FSA Committee within 15 days from the date of this |etter.

The following items should serve as a guide in completing and reporting the approved practice.
1. Make arrangementsto install the conservation practice as soon as practical.
2. Make arrangements to obtain the necessary easements and permits to perform the practice.

3. Carry out the practice in accordance with specified requirements to ensure an effective practice. The specifications
must be met to qualify for the cost-shares approved.

4. If you start the practice and cannot complete it before the expiration date, please notify usin advance. If the reasons
justify an extension of time, the committee may approve an extension.

5. Furnish areport of performance on the attached AD-245 immediately upon completion of the practice and not later
than the expiration date indicated on the form; otherwise, the approval for cost-sharing will be canceled. In
column G, enter the extent performed, if known, otherwise enter the word "Yes'.

6. Furnish salesdlips, invoices, or other evidence for the materials used in connection with each practice so it can be
used in determining your cost-share payment.

County Executive Director
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Par. 291

291 Disapproval Letter

A When to Print

10-27-03

Print the disapproval letter according to this paragraph when AD-245 has been disapproved or
canceled by COC. When the disapproval letter is mailed to the producer, AD-245, page 1
must be attached.

Note: Follow paragraph 289]to update/edit the text of the disapproval letter.

Important:  The “Disapproved/Canceled” date must have been entered for the control
number to print the disapproval letter.

Printing Disapproval Letter
Print the disapproval letter according to the following.

Note: The disapproval letter can be printed for 1 control number or multiple control numbers
during 1 process.

Step Action Result

1 | On Screen EEA28000: Screen EZZ50000 will be
displayed.

e ENTER"2

« ENTER*“P” to print the letter
 PRESS"“Enter”.

2 | On Screen EZZ50000: Screen EEA29000 will

be displayed.

o enter the printer ID and the number of copiesto be
printed

 PRESS"Enter”.
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291 Disapproval Letter (Continued)

B Printing Disapproval Letter (Continued)

10-27-03

Par. 291

Step

Action

Result

3

On Screen EEA 29000, enter 1 of the following
options and concurring data, if required.

Option 1, to print the letter for 1 control number.

* Enter the control number.
* PRESS*“Enter” and the letter will print.

Option 2, to print the letter for multiple control
numbers.

o Screen EEA29005 will be displayed.
* Enter the control numbers.
* PRESS“Enter” and the letters will print.

Option 3, to print the letter for all control
numbers with a specific “Disapproved/ Canceled’
date.

* Enter the “Disapproved/Canceled” date.
* PRESS“Enter” and the letter will print for al

control numbers with the “Disapproved/
Canceled” date entered.

After the letter is printed,
Screen EEA28000 will be
redisplayed with the
message, “Letter has been
printed”.

Review the letter to
ensure that the correct
letter was printed for the
control number desired.

1-CONSV (Rev. 2) Amend. 1
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Par. 291

Disapproval Letter (Continued)

C Exampleof Disapproval Letter

The following is an example of the disapproval letter.

Note: CED must indicate why the practice has been disapproved or canceled by checking the
applicable box on the letter.

U.SDEPARTMENT OF AGRICULTURE
Farm Service Agency
ANYCOUNTY COUNTY, FSA OFFICE
PO BOX 2002
COUNTRYVILLE, LA 11111-1111
Telephone: (111) 111-1111

02-11-2002
U. S FARMER
555 SHORT ROWS
COUNTRYVIEW, LA 11111-1111
Farm No: 1898 Control No: 2002-0026
Program: Emergency Conservation Program

[/ Low Priority
/I Lack of Funds
/| Practice or program requirements not met

Dear MR. FARMER:

The County FSA committee has disapproved your request for cost-sharing for the practice listed on the
attached AD-245 for the reason(s) indicated above. The County FSA committee determined that the land
for which this practice was requested is not eligible for ECP.

If you fedl that we have not properly considered the facts in this case, you may request reconsideration of
this decision in writing to the county committee within 15 days of the date of thisletter. If you request
reconsideration, you should furnish factual information and why you believe the county committee's
determination isincorrect.

County Executive Director
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Par. 292

292  Notice of 15 Daysto Expiration L etter

A When to Print

10-27-03

Print the notice of 15 days to expiration letter according to this paragraph when an expiration
date for AD-245 is 15 calendar days from the current date.

Note: Follow paragraph 289Ito edit/update the text of the notice of 15 daysto expiration
letter.

Important:  The “Practice Expires’ date must have been entered for the control number to
print the notice of 15 days to expiration letter.

Printing Notice of 15 Daysto Expiration Letter
Print the notice of 15 days to expiration letter according to the following.

Note: The notice of 15 daysto expiration letter can be printed for 1 control number or
multiple control numbers during 1 process.

Step Action Result

1 | On Screen EEA28000: Screen EZZ50000 will be
displayed.

« ENTER*®3"

« ENTER*“P” to print the letter
 PRESS"“Enter”.

2 | On Screen EZZ50000: Screen EEA29000 will be

displayed.
* enter the printer ID and the number of copiesto
be printed

 PRESS"Enter”.
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292  Notice of 15 Daysto Expiration Letter (Continued)

Par. 292

B Printing Notice of 15 Daysto Expiration Letter (Continued)

10-27-03

Step

Action

Result

3

On Screen EEA 29000, enter 1 of the following
options and concurring data, if required.

Option 1, to print the letter for 1 control
number.

* Enter the control number.
* PRESS*“Enter” and the letter will print.

Option 2, to print the letter for multiple
control numbers.

o Screen EEA29005 will be displayed.
* Enter the control numbers.
 PRESS*“Enter”. The letterswill print.

Option 3, to print the letter for all control
numbers with a specific “Practice Expires’
date.

* Enter the “Practice Expires’ date.
 PRESS*“Enter”. The letter will print for

al control numbers with the “Practice
Expires’ date entered.

After the letter is printed,
Screen EEA28000 will be
redisplayed with the
message, “Letter has been
printed”.

Review the letter to ensure
that the correct letter was
printed for the control
number desired.

1-CONSV (Rev. 2) Amend. 1
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Par. 292
292  Notice of 15 Daysto Expiration Letter (Continued)

C Exampleof Notice of 15 Daysto Expiration Letter

The following is an example of the notice of 15 days to expiration letter.

U.SDEPARTMENT OF AGRICULTURE
Farm Service Agency
ANYCOUNTY COUNTY, FSA OFFICE
PO BOX 2002
COUNTRYVILLE, LA 11111-1111
Telephone: (111) 111-1111

02-11-2002
U. S FARMER
555 SHORT ROWS
COUNTRYVIEW, LA 11111-1111
Farm No: 1898 Control No: 2002-0026
Program: Emergency Conservation Program
Practice: Restoring permanent fences (AS)

Expiration Date: 02-27-2002
Dear MR. FARMER:

THISPRACTICE APPROVAL EXPIRESON THE EXPIRATION DATE LISTED ABOVE.

If you have completed this practice and desire cost-sharing, you must file your performance report and
application for payment with this office. Follow the instructions on Form AD-245 furnished to you
earlier for this practice. A copy of AD-245 is available from this office.

If you have not completed this practice and need more time to do so, you should contact this office at
once.

If we do not hear from you by the expiration date of this practice we will assume that you are no longer
interested in the practice and the cost-share approval will be canceled.

County Executive Director
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Par. 293

293  High Priority Practices Turned Down for Lack of Funds L etter

A When to Print

10-27-03

Print the high priority practices turned down for lack of funds letter according to this
paragraph when a high priority AD-245 is deferred because funds are not currently available,
but would otherwise be approved.

Note: Follow|paragraph 289|to edit/update the text of the high priority practices turned
down for lack of funds letter.

Printing High Priority Practices Turned Down for Lack of Funds L etter

Print the high priority practices turned down for lack of funds letter according to the
following.

Note: The high priority practices turned down for lack of funds letter can be printed for 1
control number or multiple control numbers during 1 process.

Step Action Result

1 | On Screen EEA28000: Screen EZZ50000 will be
displayed.

e ENTER"4”

« ENTER*“P” to print the letter
 PRESS"“Enter”.

2 | On Screen EZZ50000: Screen EEA29000 will be

displayed.

o enter the printer ID and the number of copies
to be printed

 PRESS"Enter”.
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Par. 293

293  High Priority Practices Turned Down for Lack of Funds Letter (Continued)

B Printing High Priority Practices Turned Down for Lack of Funds L etter (Continued)

10-27-03

Step

Action

Result

3

On Screen EEA 29000, enter 1 of the following
options and concurring data, if required.

¢ Option 1, to print the letter for 1 control
number.

* Enter the control number.
* PRESS*“Enter” and the letter will print.

¢ Option 2, to print the letter for multiple
control numbers.

o Screen EEA29005 will be displayed.
« Enter the control numbers.

o PRESS "“Enter” and the letters will print.

After the letter is printed,
Screen EEA28000 will be
redisplayed with the message,
“Letter has been printed”.

Review the letter to ensure
that the correct letter was
printed for the control number
desired.

1-CONSV (Rev. 2) Amend. 1
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Par. 293

293  High Priority Practices Turned Down for Lack of Funds Letter (Continued)

C

10-27-03

Example of High Priority Practices Turned Down for Lack of Funds L etter

The following is an example of the high priority practices turned down for lack of funds letter.

U.SDEPARTMENT OF AGRICULTURE
Farm Service Agency
ANYCOUNTY COUNTY, FSA OFFICE
PO BOX 2002
COUNTRYVILLE, LA 11111-1111
Telephone: (111) 111-1111

02-11-2002
U. S FARMER
555 SHORT ROWS
COUNTRYVIEW, LA 11111-1111
Farm No: 1898 Control No: 2002-0026
Program: Emergency Conservation Program
Practice: Restoring permanent fences (AS)

Dear MR. FARMER:

The County FSA Committee has reviewed your request for cost-sharing for the practice and program
listed above. The demand for the practices under this program have, unfortunately, exceeded funds
availableto us at thistime.

Should additional funds become available, we will contact you to seeif you are still interested in
performing the practice. A practice started prior to county FSA committee approval isineligible for
cost-sharing. We assure you that your request at that time will receive every consideration.

County Executive Director
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Par. 294
294  Notice of Approval Subject to Feasibility Determination L etter

A When to Print

Print the notice of approval subject to feasibility determination letter according to this
paragraph when a high priority AD-245 is approved subject to a feasibility determination by
the technical service provider. Ensure that the producer knows that receiving this letter only
tentatively approves the practice until a needs determination is completed. This practice can
be disapproved if the needs determination is unfavorable when returned from the technical
service provider. Do not print this letter for a control number if the following conditions
exists:

+ practiceisfor VC/SL
o practiceisSL1, SL2, SL6, SL14, or SL15
« fundsare not available to approve the practice.

Note: Follow paragraph 289|to edit/update the text of the notice of approval subject to
feasibility determination letter.

Important:  The“COC Willing to Approve”’ date must have been entered for ANA control
numbers to print the notice of approval subject to feasibility determination
letter.

B Printing Notice of Approval Subject to Feasbility Determination L etter

Print the notice of approval subject to feasibility determination letter according to the
following.

Note: The notice of approval subject to feasibility determination letter can be printed for 1
control number or multiple control numbers during 1 process.

Step Action Result

1 | On Screen EEA28000: Screen EZZ50000 will be
displayed.

« ENTER"Y
« ENTER*“P” to print the letter
 PRESS"Enter”.

2 | On Screen EZZ50000: Screen EEA29000 will be

displayed.
o enter the printer ID and the number of copies
to be printed

 PRESS"Enter”.
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294 Notice of Approval Subject to Feasibility Determination Letter (Continued)

Par. 294

B Printing Notice of Approval Subject to Feasbility Determination Letter (Continued)

10-27-03

Step

Action

Result

3

On Screen EEA 29000, enter 1 of the following
options and concurring data, if required.

o Option 1, to print the letter for one ANA
control number.

* Enter the control number.
* PRESS*“Enter” and the letter will print.

¢ Option 2, to print the letter for multiple
ANA control numbers,

o Screen EEA29005 will be displayed.
* Enter the control numbers.
* PRESS“Enter” and the letters will print.

o Option 3, to print the letter for all ANA
control numbers with a specific “COC
Willing to Approve’ date.

o Enter the “COC Willing to Approve’
date.

* PRESS“Enter” and the letter will print
for al control numbers with the “COC

Willing to Approve” date entered, except

those for practices SL1, SL2, SL6,
SL14, and SL15.

After the letter is printed,
Screen EEA28000 will be
redisplayed with the message,
“Letter has been printed”.

Review the letter to ensure
that the correct letter was
printed for the control number

desired.
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Par. 294
294 Notice of Approval Subject to Feasibility Determination Letter (Continued)

C Example of Notice of Approval Subject to Feasbility Determination L etter

The following is an example of the notice of approval subject to feasibility determination
letter.

U.S. DEPARTMENT OF AGRICULTURE
Farm Service Agency
Uintah County FSA Office
80 North Avenue
Vernal, UT 84078-2202

Telephone: (801) 789-7133
05/12/92

Mary Green
543 4th Street
Lapoint, UT 84039-1202

Farm No: 582 Control Number: 92 0014
Program: Agricultural Conservation Program
Practice: Forest Tree Plantations
Technical Service Provider:  State Forestry Agency
Lifespan: (yrs) 10

Dear Ms. Green

Y our request for the above practice has been approved by the County FSA Committee SUBJECT TO a
needs determination by the technical service provider listed above to determine that the practiceis
feasible. A needs determination must be made before the practice is started. Contact the technical service
provider as soon as possible to arrange a date with them to make these determinations and provide other
design and layout assistance needed. The specifications the practice must meet, if approved, will be
discussed with you by the agency representative.

If the technical service provider finds the practiceis not feasible, the tentative approval will be canceled
and no cost-shares will be paid. If findings are favorable, FSA will send you an approval on Form
AD-245 showing the number of units and the dollar amount of cost-shares approved.

If you receive cost-share assi stance to complete this practice, you must maintain it for the minimum
number of years listed above as LIFESPAN following the calendar year of the practice completion.

If you decide not to perform this practice, please notify usimmediately.

County Executive Director

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 6-20



Par. 295

295 Notice of Referral L etter

A When to Print

10-27-03

Print the notice of referral letter according to this paragraph when COC was made a willing to
approve determination on a high priority AD-245 and AD-862 was referred to the technical
service provider for needs determination.

Note: Follow|paragraph 289|to update/edit the text of the notice of referral letter.

Important:  The“COC Willing to Approve”’ date must have been entered for ANA control
numbers to print the notice of referral letter.

Processto Print Notice of Referral Letter
Print the notice of referral letter according to the following.

Note: The notice of referral letter can be printed for 1 control number or multiple control
numbers during 1 process.

Step Action Result

1 On Screen EEA28000: Screen EZZ50000 will be
displayed.

« ENTER"6"
« ENTER*“P” to print the letter
 PRESS"Enter”.

2 On Screen EZZ50000: Screen EEA29000 will be

displayed.

o enter the printer ID and the number of copies
to be printed

 PRESS"Enter”.

1-CONSV (Rev. 2) Amend. 1 Page 6-21



295 Notice of Referral Letter (Continued)

B Processto Print Notice of Referral Letter (Continued)

10-27-03

Par. 295

Step

Action

Result

3

On Scren EEA29000, enter 1 of the following
options and concurring data, if required.

Option 1, to print the letter for one ANA
control number.

* Enter the control number.
 PRESS*“Enter”. The letter will print.

Option 2, to print the letter for multiple
ANA control numbers,

o Screen EEA29005 will be displayed.
* Enter the control numbers.
 PRESS*“Enter”. The letterswill print.

Option 3, to print the letter for all ANA
control numbers with a specific “COC
Willing to Approve’ date.

o Enter the “COC Willing to Approve’
date.

* PRESS“Enter”. The letter will print
for al control numbers with the “COC
Willing to Approve’ date entered.

After the letter is printed,
Screen EEA28000 will be
redisplayed with the message,
“Letter has been printed”.

Review the letter to ensure that
the correct letter was printed for
the control number desired.

1-CONSV (Rev. 2) Amend. 1
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Par. 295
295 Notice of Referral Letter (Continued)

C Exampleof Notice of Referral Letter

The following is an example of the notice of referral letter.

U.S. DEPARTMENT OF AGRICULTURE
Farm Service Agency
Uintah County FSA Office
80 North Avenue
Vernal, UT 84078-2202

Telephone: (801) 789-7133

05/12/92
Martin Carter
45 High Point Rd.
Lapoint, UT 84039-1202
Farm No: 132 Control Number: 92 0009
Program: Agricultural Conservation Program
Practice: Terrace Systems

Technical Service Provider:  Natural Resources Conservation Service
Lifespan: (yrs) 10

Dear Mr. Carter

Y our request for the above practice has been referred by the County FSA Committee to the technical
service provider listed above to determine that the practice is practical and needed. A practicability and
needs determination must be made before the practiceis approved. Contact the technical service provider
as soon as possible to arrange a date for them to make these determinations and provide other design and
layout assistance needed. The specifications the practice must meet, if approved, will be discussed with
you by the agency representative.

The technical service provider will provide the county committee with the needed information. The COC
will then review and prioritize your request. If findings are favorable, FSA will send you an approval on
Form AD-245 showing the number of units and the dollar amount of cost-shares approved.

DO NOT START THE PRACTICE UNTIL YOU RECEIVE APPROVAL FROM THE COUNTY FSA
COMMITTEE ON FORM AD-245, PRACTICE APPROVAL AND PAYMENT APPLICATION.

If you receive cost-share assi stance to complete this practice, you must maintain it for the minimum
number of years listed above as LIFESPAN following the calendar year of the practice completion.

If you decide not to perform this practice, please notify usimmediately by calling the telephone number
listed above for the FSA office.

County Executive Director
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Par. 296

296 Miscellaneous L etter - 1

A When to Print

10-27-03

Note: Miscellaneous letter - 1 is created by the County Office to be used as producer
notification of a conservation activity.

Print the miscellaneous letter - 1 according to this paragraph when applicable.

Important:  Follow paragraph 289 to create and update/edit the text of the miscellaneous
letter - 1.

Processto Print Miscellaneous L etter - 1
Print the miscellaneous letter - 1 according to the following.

Note: The miscellaneous letter - 1 can be printed for 1 control number or multiple control
numbers during 1 process.

Step Action Result

1 On Screen EEA28000: Screen EZZ50000 will be
displayed.

e ENTER*"7”

« ENTER*“P” to print the letter
 PRESS"Enter”.

2 On Screen EZZ50000: Screen EEA29000 will be

displayed.

o enter the printer 1D and the number of copies
to be printed

 PRESS"Enter”.

1-CONSV (Rev. 2) Amend. 1 Page 6-24



296 Miscellaneous Letter - 1 (Continued)

B Processto Print Miscellaneous Letter - 1 (Continued)

10-27-03

Par. 296

Step

Action

Result

3

On Screen EEA29000, enter 1 of the
following options and concurring data, if
required.

¢ Option 1, to print the letter for 1 control
number.

* Enter the control number.
 PRESS*“Enter”. The letter will print.

o Option 2, to print the letter for multiple
control numbers.

» Screen EEA29005 will be displayed.
* Enter the control numbers.
* PRESS“Enter”. The letterswill print.

After the letter is printed,
Screen EEA28000 will be
redisplayed with the message,
“Letter has been printed”.

Review the letter to ensure that
the correct letter was printed for
the control number desired.
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Par. 297

297 Miscellaneous Letter - 2

A When to Print

10-27-03

Note: Miscellaneous letter - 2 is created by the County Office to be used as producer
notification of a conservation activity.

Print the miscellaneous letter - 2 according to this paragraph when applicable.

Important:  Follow paragraph 289 to create and update/edit the text of the miscellaneous
letter - 2.

Processto Print Miscellaneous L etter - 2
Print the miscellaneous letter - 2 according to the following.

Note: The miscellaneous letter - 2 can be printed for 1 control number or multiple control
numbers during 1 process.

Step Action Result

1 | On Screen EEA28000: Screen EZZ50000 will be
displayed.

« ENTER*®8"

« ENTER*“P” to print the letter
 PRESS"“Enter”.

2 | On Screen EZZ50000: Screen EEA29000 will be

displayed.

* enter the printer ID and the number of copiesto
be printed

 PRESS"Enter”.
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297 Miscellaneous Letter - 2 (Continued)

B Processto Print Miscellaneous Letter - 2 (Continued)

10-27-03

Par. 297

Step

Action

Result

3

On Screen EEZ29000, enter 1 of the
following options and concurring data, if
required.

¢ Option 1, to print the letter for 1 control
number.

* Enter the control number.
 PRESS*“Enter”. The letter will print.

¢ Option 2, to print the letter for multiple
control numbers.

o Screen EEA29005 will be displayed.
* Enter the control numbers.
* PRESS“Enter”. The letterswill print.

After the letter is printed,
Screen EEA28000 will be
redisplayed with the message,
“Letter has been printed”.

Review the letter to ensure that
the correct letter was printed for
the control number desired.
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Par. 298

298 Miscellaneous L etter - 3

A When to Print

10-27-03

Note: Miscellaneous letter - 3 is created by the County Office to be used as producer
notification of a conservation activity.

Print the miscellaneous letter - 3 according to this paragraph when applicable.

Important:  Follow paragraph 289 to create and update/edit the text of the miscellaneous
letter - 3.

Processto Print Miscellaneous L etter - 3
Print the miscellaneous letter - 3 according to the following.

Note: The miscellaneous letter - 3 can be printed for 1 control number or multiple control
numbers during 1 process.

Step Action Result

1 On Screen EEA28000: Screen EZZ50000 will be
displayed.

« ENTER*"9" and PRESS “Field Exit”
« ENTER*“P” to print the letter
 PRESS"“Enter”.

2 On Screen EZZ50000: Screen EEA29000 will be

displayed.

o enter the printer 1D and the number of copies
to be printed

 PRESS"Enter”.
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298 Miscellaneous Letter - 3 (Continued)

B Processto Print Miscellaneous Letter - 3 (Continued)

Par. 298

Step

Action

Result

3

On Screen EEA 29000, enter 1 of the following
options and concurring data, if required.

¢ Option 1, to print the letter for 1 control
number.

* Enter the control number.
 PRESS*“Enter”. The letter will print.

¢ Option 2, to print the letter for multiple
control numbers.

o Screen EEA29005 will be displayed.
* Enter the control numbers.
 PRESS“Enter”. The letterswill print.

After the letter is printed,
Screen EEA28000 will be
redisplayed with the message,
“Letter has been printed”.

Review the letter to ensure that
the correct letter was printed
for the control number desired.

299-325 (Reserved)

10-27-03
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Par. 326
Part 7 Reports

326  Overview
A Automated Reports
This part provides:

* instructionsto print the AD-245 and AD-862 reports, County Primary Purpose Table
reports, and State Primary Purpose Table reports

Note: Se¢ Exhibit 20]/for County Office monthly checklist.

» examples of AD-245 and AD-862 reports, County Primary Purpose Table reports, and
State Primary Purpose Table reports

» description of data on AD-245 and AD-862 reports, County Primary Purpose Table
reports, and State Primary Purpose Table reports.

B Disposal of Reports
Unless otherwise indicated, after data on the report are verified, the report can be disposed of.
C Evoked Print Jobs

Many of the reportsin this part are very lengthy. All print jobs are evoked. The system may
take alot of time to build the report before it is placed on ajob queue to be printed.
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Par. 327

Section 1 AD-245 and AD-862 Reports

327 Overview

A Example of Menu EEA350

The following is an example of Conservation AD-245/AD-862 Reports/Forms

Menu EEA350.

COVVAND
Conservation AD 245/ AD- 862 Reports/Forns Menu

1. AD-245's Expiring Wthin 30 Days 11. Blank AD 245 Form
2. AD-245s Wth Expiration Date Exceeded 12. Blank AD- 862 Form
3. AD245's Neither Approved Nor D sapproved 13. Bl ank AD 245(PRP) Form
4. ACP-301 Record O AD-862's
5. CCC Report On Applications Pending Approval
6. Needs Determination Not Yet Made Report
7. List of Conpleted AD-862's Versus Paynments |ssued
20. Return To Application Primary Menu
21. Return To Application Selection Screen
22. Return To Ofice Selection Screen
23. Return To Primary Sel ection Menu
24. Sign Of
Cnd3=Pr evi ous Menu
Enter option and press "Enter".
B Accessing Menu EEA350
Access Menu EEA350 as follows.
Step Action Result
1 On Menu EEAO0QO: Menu EEA100 will be displayed.
* ENTER*"1”
e PRESS“Enter”.
2 On Menu EEA100: Menu EEA350 will be displayed.
 ENTER®14”
e PRESS"“Enter”.
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328

AD-245's Expiring Within 30 Days Report

A When to Print

10-27-03

Par. 328

Print AD-245's Expiring Within 30 Days Report EEA355-R001 to obtain a list of approved
practices that have an expiration date within the next 30 calendar days.

This report shall be printed the first workday of each month.

Print an expiration letter, according to|paragraph 292| 15 calendar days before the expiration
date for practices that display on this report.

Printing Report EEA355-R001

Print Report EEA355-R001 according to the following.

Step

Action

Result

1

On Menu EEA350:

« ENTER"Y"
« PRESS“Enter”.

Screen EZZ5000 will be displayed

2 On Screen EZZ5000: Screen EEA30590 will be displayed.
* enter the printer ID and the number of
copies to be printed
e PRESS“Enter”.
3 On Screen EEA30590, PRESS “Enter”. | Menu EEA350 will be displayed

Note: The number of copies of
Report EEA355-R001 entered on
Screen EZZ50000 will be printed.

1-CONSV (Rev. 2) Amend. 1
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Par. 328
328 AD-245sExpiring Within 30 Days Report (Continued)

C Exampleof Report EEA355-R001

The following is an example of Report EEA355-R001.

ANYSTATE U S. Departnment of Agriculture Prepared: 01-15-2002

ANYCOUNTY Farm Servi ce Agency

Report 1D EEA355- RO01 AD- 245" s Expiring Wthin 30 Days Page: 1

CONTRCOL APPLI CANT FARM PA CONTRACT PROGRAM  PRACTI CE APPROVAL  PRACTI CE COST- SHARE CREATI ON
NUMBER NAMVE NUMBER NUMBER CCDE CCDE DATE EXPI RES DATE  AMOUNT DATE
20020031 U.S. FARMER 1898 SIP Sl P4 01-03-2002 01-31-2002 400 01- 03- 2002
TOTAL NUMBER OF DOCUMENTS: 1

D Description of Report EEA355-R001

The following is a description of data on Report EEA355-R001.

Column Title Description
Control Number Thisis the control number for AD-245.
Applicant Name This is the applicant’ s name for AD-245.
Farm/PA Number This is the farm number or P-A number for AD-245.
Contract Number Thisis the contract number for AD-245 if AD-245 isfor CRP,

ELT, or LTA.

Program Code Thisis the program code for AD-245.
Practice Code Thisis this agency’s practice code for AD-245.
Approva Date Thisisthe “Approved by COC or FS’ date for AD-245.
Practice Expires Date | Thisisthe “Practice Expiration” date for AD-245.
Cost-Share Amount | Thisisthe*C/S Amount Approved” for AD-245.
Creation Date Thisisthe date AD-245 was created in the system.
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Par. 329

329 AD-245sWith Expiration Date Exceeded Report

A When to Print

10-27-03

Print AD-245's With Expiration Date Exceeded Report EEA355-R002 to obtain a list of
approved practices that were not reported as performed before the expiration date. These are
AD-245's that have not had final performance recorded and the current date is greater than
the practice expiration date.

This report shall be printed each month the day before the COC meeting to be reviewed by
COC for proper action.

Printing Report EEA355-R002

Print Report EEA355-R002 according to the following.

Step Action Result
1 On Menu EEA350: Screen EZZ5000 will be
displayed
« ENTER"2"
 PRESS"“Enter”.
2 | On Screen EZZ5000: Screen EEA30590 will
be displayed.

o enter the printer ID and the number of copiesto be
printed

« PRESS“Enter”.

3 | On Screen EEA30590, PRESS “Enter”. Menu EEA350 will be

displayed

Note: The number of copies of Report EEA355-R002
entered on Screen EZZ50000 will be printed.
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329

C Example of Report EEA355-R002

The following is an example of Report EEA355-R002.

Par. 329

AD-245 s With Expiration Date Exceeded Report (Continued)

ANYSTATE
ANYCOUNTY

U S. Departnment of Agriculture
Farm Servi ce Agency

Prepared: 10-15-2001

TOTAL NUMBER OF DOCUMENTS: 2

D Description of Report EEA355-R002

Report 1D EEA355- R0O02 AD-245's Wth Expiration Date Exceeded Page: 1
CONTRCOL APPLI CANT FARM PA CONTRACT PROGRAM  PRACTI CE APPROVAL  PRACTI CE COST- SHARE CREATI ON
NUMBER NAMVE NUMBER NUMBER CCDE CCDE DATE EXPI RES DATE  AMOUNT DATE
20010002  JOS CONSERVATI ONI ST 699 20000002 CRP CP7 01-18-2000 05- 31- 2000 2,750 01-18-2001
20010010 U.S. FARMER 1898 PRP PRP2 03-12-2001 09- 30- 2001 2,200 02-23-2001

The following is a description of data on Report EEA355-R002.

Column Title

Description

Control Number

Thisis the control number for AD-245.

Applicant Name This is the applicant’ s name for AD-245.

Farm/PA Number Thisis the farm number or P-A number for AD-245.

Contract Number Thisis the contract number for AD-245 if AD-245 isfor CRP,
ELT, or LTA.

Program Code Thisis the program code for AD-245.

Practice Code Thisis this agency’s practice code for AD-245.

Approval Date

Thisisthe “Approved by COC or FS’ date for AD-245.

Practice Expires Date

Thisisthe “Practice Expiration” date for AD-245.

Cost-Share Amount

Thisisthe " C/S Amount Approved” for AD-245.

Creation Date

Thisis the date AD-245 was created in the system.

10-27-03
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330 AD-245'sNeither Approved Nor Disapproved Report

A When to Print

10-27-03

Par. 330

Print AD-245's Neither Approved Nor Disapproved Report EEA355-R003 to obtain alist of
AD-245'sthat do not have an “ Approved by COC Date’ or “Disapproved/Canceled Date’

recorded.

This report shall be printed each month the day before the COC meeting to be reviewed by

COC for proper action.
Printing Report EEA355-R003

Print Report EEA355-R003 according to the following.

Step Action

Result

1 On Menu EEA350:

e ENTER"3
« PRESS“Enter”.

Screen EZZ5000 will be
displayed

2 On Screen EZZ5000:

o enter the printer ID and the number of copiesto be
printed

« PRESS“Enter”.

Screen EEA30590 will be
displayed.

3 On Screen EEA30590, PRESS “Enter”.

Note: The number of copies of Report EEA355-R003

entered on Screen EZZ50000 will be printed.

Menu EEA350 will be
displayed
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Par. 330

330 AD-245sNeither Approved Nor Disapproved Report (Continued)
C Example of Report EEA355-R003
The following is an example of Report EEA355-R003.

ANYSTATE U S. Departnment of Agriculture Prepared: 05-15-2001
ANYCOUNTY Farm Servi ce Agency
Report 1D EEA355- RO03 AD- 245" s Nei t her Approved Nor D sapproved Page: 1
CONTRCL APPLI CANT FARM PA CONTRACT PROGRAM  PRACTI CE BEG N PRACTI CE EST. TS CREATI ON
NUMVBER NAMVE NUMVBER NUMBER CCDE CCDE DATE COWPL DATE AMOUNT DATE

20010005 U S. FARMER 1898 PRP PRP1 05-15-2001 09-01-2001 2,200 02-22-2001
20010009 U.S. RANCHER 1899 PRP PRP1 05-15-2001 09-30-2001 500 02-23-2001
20010011 JI MW GRAZER 1799 PRP PRP2 05-15-2001 09-30-2001 1,000 02-27-2001
20010023 U.S. PLANTER 1907 20000005 CRP cP2 04-26-2001 08-30-2001 300 04-26-2001
TOTAL NUMBER OF DOCUMENTS: 4

D Description of Report EEA355-R003

The following is a description of data on Report EEA355-R003.

Column Title

Description

Control Number

Thisis the control number for AD-245.

Applicant Name

Thisis the applicant’ s name for AD-245.

Farm/PA Number

Thisis the farm number or P-A number for AD-245.

Contract Number

Thisis the contract number for AD-245 if AD-245 isfor CRP,
ELT, or LTA.

Program Code Thisis the program code for AD-245.
Practice Code Thisis this agency’s practice code for AD-245.
Begin Date Thisisthe “Practice to Begin” date for AD-245.

Practice Compl Date

Thisis the “Practice to be Completed by” date for AD-245.

Est. C/S Amount

Thisisthe “Estimated C/S’ amount for AD-245.

Creation Date

Thisis the date AD-245 was created in the system.

10-27-03
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Par. 331

331 ACP-301 Record of AD-862's Report

A When to Print

10-27-03

Print ACP-301 Record of AD-862's Report EEA360-R001 to obtain a list of AD-245's and
AD-862 sthat are either LTA’s or have a“COC Willing to Approve Date” recorded. ANA
requests that do not have a*“COC Willing to Approve Date’ recorded will not display on this
report because ANA’s without this date cannot have an AD-862 printed.

The entire ACP-301 report shall be printed the last workday of each month to determine if
action isneeded. Provide a copy to the applicable technical service provider.

Important:  The entire ACP-301 report that is printed on the last workday of FY must be
maintained in afile according to 25-AS.
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331 ACP-301 Record of AD-862's Report (Continued)

B Printing ACP-301 Record of AD-862's Report EEA360-R001

10-27-03

Print Report EEA360-R001 according to the following.

Par. 331

Step Action Result
1 On Menu EEA350: Screen EZZ5000 will be
displayed.
* ENTER"4”
» PRESS“Enter”.
2 On Screen EZZ5000: Screen EEA30515 will
be displayed.
o enter the printer ID and the number of copiesto be
printed
» PRESS“Enter”.
3 On Screen EEA30515, ENTER: Screen EEA30590 will
be displayed.
o “1” to print the entire ACP301 report
o “2" to print ACP-301 for a specific technical service
provider
Note: Enter the technical service provider desired
o “3" to print ACP-301 for a specific producer.
Note: Enter the producer ID or PRESS “Enter” to
do an inquiry to select a producer's name.
4 On Screen EEA30590, PRESS “Enter”. Menu EEA350 will be

Note: The number of copies of Report EEA360-R001
entered on Screen EZZ50000 will be printed.

displayed.
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331 ACP-301 Record of AD-862's Report (Continued)
C Example of Report EEA360-R001

The following is an example of Report EEA360-R001.

Par. 331

Form Date (06-01-89)

ANYSTATE U S. Departnent of Agriculture
ANYCOUNTY Farm Servi ce Agency
Report | D EEA360- ROO1 ACP- 301 Record Of AD-862's

Techni cal Agency: NRCS

CONTROL FARM PA  CONTRACT PROGRAM FUND PRACTI CE DATE AD-862 DATE AD- 862
NUMBER NUMBER NUMBER  CCDE CODE  NUMBER REFERRED RETURNED
20010015 1898 ECPD 00 EC6 03-20- 2001

20010019 1898 ECPD 00 EC6 03-29-2001 03-29-2001
20010020 1898 ECPD 00 EC6 04-12-2001 04-12-2001
20010028 1898 ECPD 00 ECL 06- 26- 2001 06- 26- 2001
20010030 1898 ECPD 00 EC6 07-19-2001

20020005 1898 ECPD 00 EC6 10-29- 2001

20020006 1898 ECPD 00 EC6 11-01-2001 11-01-2001
20020011 1898 ECPD 00 EC6 11-05- 2001

20020013 1898 ECPD 00 EC6 11-05- 2001

20020032 1898 ECPD 00 ECL 01-04-2002 01-04-2002

PROGRAM TOTALS:

10 10 5

10-27-03 1-CONSV (Rev. 2) Amend.

APPROVAL
DATE

03-29-2001

06- 26- 2001
11-01- 2001

01- 04- 2002

1

as

2,000
2, 000*
1, 000
1, 200*
1, 000

100
1, 000*
2,000
2,500

840*

8, 600

Prepared: 01-15-2002

Page: 1

PERFCRM TRANSM T
DATE DATE

04-12-2001 05-08-2001

06- 26- 2001 07-12-2001

01- 04-2002 01-17-2001
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331

Par. 331
ACP-301 Record of AD-862's Report (Continued)

D Description of Report EEA360-R001

10-27-03

The following is a description of data on Report EEA360-R001.

Column Title Description
Control Number Thisis the control number for AD-862.
Farm/PA Number Thisis the farm number or P-A number for AD-862.

Contract Number

Thisis the contract number for AD-862 if AD-862 isfor CRP,
ELT, or LTA.

Program Code Thisis the program code for AD-862.

Fund Code Thisisthe fund code for AD-862. Thisisonly applicable if the
program code is ACP.

Practice Number Thisis this agency’s practice code for AD-862.

Date AD-862 Referred

Thisisthe “COC Willing to Approve” date for an ANA or the
“Creation Date” for an LTA.

Date AD-862 Returned

Thisisthe “Needs Determination” date for AD-862.

Approval Date

Thisisthe “COC Willing to Approve” date for an ANA or the
“Creation Date” for an LTA if the “Approved by COC or SF’
date is not present. If AD-862 has been approved by COC or
SF, thisisthe “Approved by COC or SF’ date. If the control
number has been approved, it will have an asterisk (*) next to
it.

C/S Amount Thisisthe “Estimated C/S’ amount for those that have not
been approved and the “C/S Amount Approved” for those that
have been approved.

Perform Date Thisisthe “Performance Date” for AD-862.

Transm Date Thisisthe date AD-245 and AD-862 were last transmitted.

1-CONSV (Rev. 2) Amend. 1
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Par. 332

332 Report to COC on Applications Pending Approval

A When to Print

10-27-03

Print Report to COC on Applications Pending Approval Report EEA365-R001 to obtain a
separate printout for ACP-ANA AD-862's that have needs determination data recorded but
do not have an “Approved by COC Date’ entered.

Print this report as soon as needs determination data are recorded for practices under program

ACP-ANA. Thisreport must be provided to COC for an approval or disapproval

determination. This report cannot be printed after an approval or disapproval date is entered
for AD-862.

If thisreport is not printed before approval data are recorded, a count will be added to the
overdue column on the Conservation Status Screen. See Part 4.

Important:  Report EEA365-R001 can be printed when the needs determination data are
recorded according to Part 5, Section 3.

Maintain a copy of the report in the producer’s folder.
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332 Report to COC on Applications Pending Approval (Continued)

B Printing Report EEA365-R001

10-27-03

Print Report EEA365-R001 according to the following.

Par. 332

Step Action Result
1 On Menu EEA350: Screen EZZ5000 will
be displayed
* ENTER"Y’
» PRESS“Enter”.
2 On Screen EZZ5000: Screen EEA30590 will
be displayed.
* enter the printer ID and the number of copiesto be
printed
» PRESS“Enter”.
3 On Screen EEA30590, the question, “Do you wish to Screen EEA30590 will
include previously printed COC reports (Y or N)?', will | be redisplayed
be displayed. Enter 1 of the following:
o “Y”if previoudly printed reports need to be printed
again along with new applications that have not been
printed
o “N" if previoudy printed reports do not need to be
printed again. Only new applications that have not
had a COC report printed previously will print.
4 On Screen EEA30590, PRESS “Enter”. Menu EEA350 will be

Note: The number of copies of Report EEA365-R001
entered on Screen EZZ50000 will be printed.

displayed
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Par. 332
332 Report to COC on Applications Pending Approval (Continued)

C Example of Report EEA365-R001

The following is an example of Report EEA360-R001.

Utah U.S. Department of Agriculture Prepared: 02/03/92
Uintah Farm Service Agency Page: 1
Report ID: EEA365-R001 Report to COC on Applications Pending Approval
Name : Freddy Farmer Primary Purpose: Erosion Control
Address : Rt4
Anytown, UT 00001
Farm/P-ANo 554 Practice to Begin: 03/15/92
Control No. : 92 0009 Tech. Data Completed: 02/03/92
Program : ACP-ANA
FSA Practice No : SL1
FSA PracticeName  : Perm vegetative cover establishment (AC)
Estimated C/S : $500.00
Special Project : Regular
Extent Extent
Component Description Units Requested Needed
Native Grass Mixture #1 AC 20.0 20.0
Cost
Technical Description Shared
LCC: 3E Land Use Before: Cropland-Not Grain
Land Use After: Pasture

Primary Purpose: Erosion Control

S & R Erosion Before (T/AC/YR) : 16 Acres 20.0
Wind Erosion Before (T/AC/IYR) : Acres.

Other Erosion Before (TongYR) : Acres.

T-Value 4

Average Eroson Before (T/AC/IYR) 16.0

Average Erosion After (T/AC/YR) : 20

Total Tons Saved: 280.0
C/S Per Ton of Soil Saved: $0.31
Number of TimesErodingin Excessof T: 4.0

Variable Cogt-Share Level: 75%
If this practice had been approved under VVC/SL the cost-share level would be the percent shown.
This percent may be helpful in ranking applications.

Range Condition Before:
Range Condition After:

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 7-15



Par. 332
332 Report to COC on Applications Pending Approval (Continued)

D Description of Report EEA365-R001

From the data recorded for AD-245 and AD-862, the system will compute the following to
assist COC in prioritizing requests for approval:

“Average Erosion Before”

“Average Erosion After”

“Total Tons Saved”

“C/S Per Ton of Soil Saved”

“Number of Times Eroding in Excess of T”
“Variable Cost-Share Level”.
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333 NeedsDetermination Not Yet Made Report

A When to Print

10-27-03

Par. 333

Print Needs Determination Not Y et Made Report EEA370-R001 to obtain alist of AD-862's
that have a*“Referral Expires Date” but no “Needs Determination Date”. These are AD-862's

that were referred but do not have needs determination data recorded.

A separate page is printed for each applicable technical service provider.

This report shall be printed on the first workday of each month and provided to the applicable
technical service provider. COC shall review this report each month to determine if needs
determination data are being provided by the technical service provider in atimely manner.

B Printing Report EEA370-R001

Print Report EEA370-R001 according to the following.

o enter the printer ID and the number of copiesto be
printed

« PRESS“Enter”.

Step Action Result
1 On Menu EEA350: Screen EZZ5000
will be displayed
¢« ENTER"“®”
* PRESS“Enter”.
2 On Screen EZZ5000: Screen EEA30590
will be displayed.

3 On Screen EEA30590, PRESS “Enter”.

Note: The number of copies of Report EEA370-R001
entered on Screen EZZ50000 will be printed.

Menu EEA350 will
be displayed
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Par. 333

333  NeedsDetermination Not Yet M ade Report (Continued)

C Exampleof Report EEA370-R001

The following is an example of Report EEA370-R001.

LQUI SI ANA

PO NTE COUPEE

Report | D EEA370- ROO1
Techni cal Agency: FSA

PROGRAM TOTAL: 3

CONTRCL PROGRAM  FUND
NUMBER CODE CODE
2001 0009 PRP 80
2001 0016 PRP 80
2001 0018 PRP 80

U S. Departnent of Agriculture Prepared: 05-14-2001
Farm Servi ce Agency
Needs Determ nation Not Yet Made Page: 1
PRACTI CE FARM PA PRODUCER DATE REFERRAL
NUMBER NUMBER NAMVE EXPI RES

PRP1 1898 U S. FARMER 02- 23- 2001
PRP1 1899 U. S. FARMER 04- 14- 2001
PRP2 1900 U S. FARMER 03-27- 2001

D Description of Report EEA370-R001

The following is a description of data on Report EEA370-R001.

Column Title

Description

Control Number

Thisis the control number for AD-862.

Program Code Thisis the program code for AD-862.

Fund Code Thisisthe fund code for AD-862. The fund code is only
applicable for program code ACP.

Practice Number Thisis this agency’s practice code for AD-862.

Farm/PA Number Thisis the farm number or P-A number for AD-862.

Producer Name

Thisis the producer’ s name for AD-862.

Date Referral
Expires

Thisisthe date AD-862 expires. This represents the date that the
technical service provider shall return the needs determination data
to this agency.

334-350 (Reserved)

10-27-03
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Par. 351
Section 2 County Primary Purpose Table Reports

351 Overview,
A Example of Menu EEA300

The following is an example of Conservation Primary Purpose Table Reports Menu EEA300.

Note: The County Primary Purpose Table reports only include data for practices that have
been performed.

COVVAND EEA300
Conservation Primary Purpose Table Reports Menu

1. Table 1 - Percent Distribution of Cost-Shares - Al Prograns
2. Table 2 - ACP Data by Practice - Erosion Control

3. Table 3 - ACP Data by Practice - Water Conservation

4. Table 4A - Detail Data - Erosion Control

5. Table 4B - Detail Data - Water Conservation

6. Table 4C - Detail Data - Water Quality / Qher

7. Table 4D - Detail Data - Wod Production

20. Return To Application Primary Menu

21. Return To Application Selection Screen
22. Return To Ofice Selection Screen

23. Return To Primary Sel ecti on Menu

24. Sign Of

Cmd3=Pr evi ous Menu

Enter option and press "Enter".

B Accessing Menu EEA300

Access Menu EEA300 according to the following.

Step Action Result
1 On Menu EEAO0QO: Menu EEA100 will be displayed.
« ENTER"1"
 PRESS"Enter”.
2 On Menu EEA100: Menu EEA300 will be displayed.
« ENTER"13

 PRESS"Enter”.
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352

A When to Print

10-27-03

Par. 352

Table 1 - Percent Distribution of Cost-Shares - All Programs

Print Table 1 - Percent Distribution of Cost-Shares Report EEA310-R001 to obtain alist of a
program practices by percent of C/S for all primary purposes.

COC shdl review this report periodically. County conservation review group members shall
review thisreport yearly.

Printing Report EEA310-R001

Print Report EEA310-R001 according to the following.

Step Action Result
1 On Menu EEA300: Screen EZZ5000 will be displayed
e ENTER*"1”
 PRESS"“Enter”.
2 | On Screen EZZ5000: Screen EEA30500 will be displayed.

o enter the printer ID and the number
of copiesto be printed

 PRESS"Enter”.
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352

B Printing Report EEA310-R001 (Continued)

10-27-03

Table 1 - Percent Distribution of Cost-Shares- All Programs (Continued)

Par. 352

Step Action Result
3 |IF.. THEN... Screen EEA30505 will be

anet count of ENTER “Y” to the displayed.

farms and guestion at the top of the

participantsis screen.

desired

data are desired enter the transmission to

within aspecific | and through dates. Enter

transmission date | in MMDDCCY'Y format

timeframe and PRESS “Enter”.

data are desired enter the performance to

within aspecific | and through dates. Enter

performance date | in MMDDCCY'Y format

timeframe and PRESS "“Enter”.

data are desired enter COC approval to

within aspecific | and through dates. Enter

COC approval inMMDDCCYY format

date timeframe and PRESS “Enter”.

4 IF

IF datais program

desired for... THEN... entered... | THEN...

a specific enter the number for the | has multiple | Screen EEA30510

program code specific program code. fund codes | will be displayed.

Go to step 5.

does not Screen EEA30590
have will be displayed.
multiple Go to step 6.
fund codes

all programs and
fund codes

leave the “Enter Program
Code #’ field blank and
PRESS “Enter”.

Screen EEA30590 will be
displayed. Go to step 6.
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352 Tablel - Percent Distribution of Cost-Shares - All Programs (Continued)

B Printing Report EEA310-R001 (Continued)

10-27-03

Par. 352

Step Action Result
5 | On Screen EEA30510, enter the fund code and PRESS | Screen EEA30590 will
“Enter”. Fund codes eligible on the County Eligibility | be displayed.
Table will be displayed for selection.
6 | On Screen EEA30590, PRESS “Enter”. Menu EEA300 will be

Note: The number of copies of Report EEA310-R001
entered on Screen EZZ50000 will print.

displayed.
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Par. 352
352 Tablel - Percent Distribution of Cost-Shares - All Programs (Continued)

C Exampleof Report EEA310-R001

The following is an example of Report EEA310-R001.

LQOU SI ANA U S. Departnment of Agriculture Prepared: 01-14-2002
PO NTE COUPEE Farm Servi ce Agency
Report | D EEA310- ROO1 CRES - ACP, CRP, ECP, RCWP, OTHER Page: 1
TABLE 1 - DI STRI BUTI ON OF COST- SHARES
I N PERCENT OF COST- SHARES FOR ALL PRI MARY PURPCSES
Perfornmance Date  01-01-1998 Thru 01-14-2002
NUMBER NUMBER ACRES NUMBER PERCENT OF COST- SHARES FOR:
PRACTI CE OF OF SERVED OR OF TOTAL EROSION WATER  WATER WOCoD
FARVS PARTS TREATED STRUCTURES COST- SHARES CONTROL CONSV QUALITY PRCD OTHER
SL1 1 1 5.0 $100 100.0
TOTAL ACP- ANA 1 1 5.0 $100 100.0
CP2 2 3 490.0 $29, 550 100.0
CP3 1 1 17.0 $6, 600 100.0
CP7 1 2 21.0 $500 100.0
CP22 2 2 40.9 $3, 422 100.0
TOTAL CRP 4 6 568. 9 $40, 072 75.0 8.5 16.5
EC1 1 2 30.0 $1, 740 48.3 51.7
EC6 1 1 100.0 $2, 000 100.0
TOTAL ECPD 1 2 130.0 $3, 740 22.5 77.5
EC3 1 1 160.0 $122 100.0
TOTAL ECPF 1 1 160.0 $122 100.0
PRP1 1 2 150.0 $9, 000 100.0
PRP2 1 1 40.0 $1, 768 100.0
TOTAL PRP 2 3 190.0 $10, 768 100.0
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Par. 352
352 Tablel - Percent Distribution of Cost-Shares - All Programs (Continued)

D Description of Report EEA310-R001

The following is a description of data on Report EEA310-R001.

Column Title Description
Practice Thisis the practice code of data included on the report.
Number of Farms Thisisthe total number of unique farms by program and

practice for a single producer application or a multi-participant
application for pooling agreements.

Number of Parts Thisis the total number of unique participants by program and
practice for a single producer application or a multi-participant
application.

Acres Served or Thisis the total number of acres served or treated by program

Treated and practice.

Number of Structures Thisis the total number of structures by program and practice.

Total Cost-Shares Thisisthe total C/S earned amount by program and practice.
Percent of Cost-Shares | Thisisthe percent of C/S' for each primary purpose by program
for: and practice.

e Erosion Control

¢ Water Consv

o Water Quality

* Wood Prod

o Other
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353 Table2 - ACP Data by Practice - Erosion Contral

A When to Print

10-27-03

Par. 353

Print Table 2 - ACP Data by Practice - Erosion Control Report EEA320-R001 to obtain alist

of ACP practice data for primary purpose erosion control.

COC shdll review this report periodically. County conservation review group members shall
review this report yearly.

Printing Report EEA320-R001

Print Report EEA320-R001 according to the following.

Step

Action

Result

1

On Menu EEA300:

e ENTER"2’
« PRESS“Enter”.

Screen EZZ50000 will be displayed

On Screen EZZ50000:

o enter the printer ID and the number of
copies to be printed

 PRESS"Enter”.

Screen EEA30500 will be displayed.
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353

B Printing Report EEA320-R001 (Continued)

10-27-03

Table 2 - ACP Data by Practice - Erosion Control (Continued)

Par. 353

Step Action Result
3 IF... THEN... Screen EEA30505 will be
anet count of farms | ENTER “Y” to the displayed.
and participants is guestion at the top of
desired the screen.
data are desired enter the transmission to
within a specific and through dates.
transmission date Enter in MMDDCCYY
timeframe format and PRESS
“Enter”.
data are desired enter the performance to
within a specific and through dates.
performance date Enter in MMDDCCYY
timeframe format and PRESS
“Enter”.
data are desired enter COC approval to
within a specific and through dates.
COC approval date | Enter in MMDDCCYY
timeframe format and PRESS
“Enter”.
4 IF
IF dataisdesred program
for... THEN... entered... | THEN...
a specific program enter the number for the | has Screen EEA30510
code specific program code. multiple will be displayed.
fund Goto step 5.
codes
does not Screen EEA30590
have will be displayed.
multiple Go to step 6.
fund
codes

all programs and
fund codes

leave the “Enter
Program Code #’ field
blank and PRESS
“Enter”.

Screen EEA30590 will be
displayed. Go to step 6.
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Par. 353
353 Table2- ACP Data by Practice - Erosion Control (Continued)

B Printing Report EEA320-R001 (Continued)

Step Action Result

5 On Screen EEA30510, enter the fund code and PRESS Screen EEA30590
“Enter”. Fund codes eligible on the County Eligibility will be displayed.
Table will be displayed for selection.

6 On Screen EEA30590, PRESS “Enter”. Menu EEA300 will be
displayed.

Note: The number of copies of Report EEA320-R001
entered on Screen EZZ50000 will print.

C Exampleof Report EEA320-R001

The following is an example of Report EEA320-R001.

LQOU SI ANA U S. Department of Agriculture Prepared: 01-14-2002
PO NTE COUPEE Farm Servi ce Agency
Report | D EEA320- ROO1 CRES - ACP Page: 1

TABLE 2 - COUNTY DATA BY PRACTI CE
PRI MARY PURPCSE OF ERCSI ON CONTRCL

Per f or mance Date 01-01-1998 Thru 01-14-2002

NUMBER
PRACTI CE OF BEFCRE AFTER SA L- SAVI NGS AMORTI ZED AMORTI ZED AVERAGE C' S
PARTS. LCSS LCSS PER ACRE C'S PER TON TOTAL- COST/ TON LEVEL (%
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Par. 353
353 Table2- ACP Data by Practice - Erosion Control (Continued)

D Description of Report EEA320-R001

The following is a description of data on Report EEA320-R001.

Column Title Description
Practice Thisis the practice code of data included on the report.
Number of Parts Thisis the total number of unique participants by program and
practice for a single producer application or a multi-participant
application.
Before Loss Thisis the tons of soil loss before practice installation for sheet

and rill, wind, and other erosion divided by the acres. Weighted
averages are used to compute this figure.

After Loss Thisis the tons of soil loss after practice installation for sheet
and rill, wind, and other erosion divided by the acres.

Soil-Savings Per Acre Thisis the tons saved per acre (before erosion rate minus after
rate times the acres for sheet and rill and wind erosion plus the
tons of other erosion divided by the largest acres for sheet and
rill, wind, or other erosion).

Amortized C/S Per Ton | Thisisthisagency's C/S per ton of soil saved amortized over
the expected retention time of the practice. The expected
retention time may be longer than the lifespan requirement for

the practice.
Amortized Thisis the cost per ton soil saved amortized over the expected
Total-Cost/Ton retention time of the practice. The expected retention time may

be longer than the lifespan requirement for the practice.

Average C/S Level (%) | Thisisthisagency's C/S divided by the total installation cost.

ALL line Thisis the average for each column except the number of
participants column which is the total numbers of participants.
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Par. 354

354 Table3- ACP Data by Practice - Water Conservation

A When to Print

10-27-03

Print Table 3 - ACP Data by Practice - Water Conservation Report EEA325-R001 to obtain a
list of ACP practice data for primary purpose water conservation.

COC shdll review this report periodically. County conservation review group members shall
review this report yearly.

Printing Report EEA325-R001

Print Report EEA325-R001 according to the following.

Step

Action

Result

1

On Menu EEA300:

e ENTER"3
« PRESS“Enter”.

Screen EZZ50000 will be displayed

On Screen EZZ50000:

o enter the printer ID and the number
of copiesto be printed

 PRESS"Enter”.

Screen EEA30500 will be displayed.
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354 Table3- ACP Data by Practice - Water Conservation (Continued)

B Printing Report EEA325-R001 (Continued)

10-27-03

Par. 354

Step Action Result
3 IF... THEN... Screen EEA30505 will be
anet count of farms | ENTER “Y” to the displayed.
and participants is question at the top of
desired the screen.
data are desired enter the transmission
within a specific to and through dates.
transmission date Enter in
timeframe MMDDCCYY format
and PRESS “Enter”.
data are desired enter the performance
within a specific to and through dates.
performance date Enter in
timeframe MMDDCCYY format
and PRESS “Enter”.
data are desired enter COC approval
within a specific to and through dates.
COC approval date | Enter in
timeframe MMDDCCYY format
and PRESS “Enter”.
4 IF
IF dataisdesred program
for... THEN... entered... | THEN...
a specific program enter the number for has Screen EEA30510
code the specific program multiple will be displayed.
code. fund codes | Go to step 5.
does not Screen EEA30590
have will be displayed.
multiple Go to step 6.
fund codes

all programs and
fund codes.

leave the “Enter
Program Code #’ field
blank and PRESS
“Enter”.

Screen EEA30590 will be
displayed. Go to step 6.

1-CONSV (Rev. 2) Amend. 1

Page 7-82



Par. 354

354 Table3- ACP Data by Practice - Water Conservation (Continued)

B Printing Report EEA325-R001 (Continued)

Table will be displayed for selection.

Step Action Result
5 On Screen EEA30510, enter the fund code and PRESS Screen EEA30590
“Enter”. Fund codes eligible on the County Eligibility will be displayed.

6 On Screen EEA30590, PRESS “Enter”.

Note: The number of copies of Report EEA325-R001
entered on Screen EZZ50000 will print.

Menu EEA300 will
be displayed.

C Exampleof Report EEA325-R001

The following is an example of Report EEA325-R001.

Ut ah
U ntah
Report | D EEA325- ROO1

U. S. Departnment of Agriculture
Farm Servi ce Agency
CRES - ACP
Table 3 - Summary Data by Practice
For Prinmary Purpose of Water Conservation

COC Approval Date: 10-01-2000 Thru 01-23-2001

Nunber Irrig Avg Irrig Avg I ncrsd 'S Per Tot al Irrig

10-27-03

1-CONSV (Rev. 2) Amend. 1

Irrig

Prepared: 01/23/2001
Page: 1

Incrsd Soil Misture

Practice of Water App. Water-Svg Storage In Ac Ac-Ft Cost Per Effic Effic Irrig Measur es
Parts Bf A-Ft/AC In A-Ft/Ac Ft/Structure Saved Ac- Ft Bef (%9 Aft (% Ef (% Applied?

W4 2 2.67 2.00 4.00 $0. 94 $1. 89 50 70 20

--ALL- 4 2.61 .97 5.40 $24. 85 $52.71 50 69 19

WPl 1 8.20 $30. 87 $123.51

WC1 1 4.00 $50. 95 $101. 90

SP35 1 1.00 .04 $357. 57 $715.14 50 50
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Par. 354

354 Table3- ACP Data by Practice - Water Conservation (Continued)

D Description of Report EEA325-R001

10-27-03

The following is a description of data on Report EEA325-R001.

Column Title

Description

Practice

Thisis the practice code of data included on the report.

Number of Parts

Thisis the total number of unique participants by program
and practice for a single producer application or a
multi-participant application.

Irrig Water App. Bf A-Ft/Ac

Thisistheirrigation water applied before divided by 12
(to convert acre-inches to acre-feet per acre). Weighted
averages are used to compute this figure.

Avg Irrig Water-Svg In A-
Ft/Ac

Thisistheirrigation water applied before minus after
divided by 12 and then divided by the water conservation
irrigated acres. Weighted averages are used to compute
this figure.

Avg Incrsd Storage In Ac
Ft/Structure

Thisisthe water storage capacity after minus before
divided by 12 and then divided by the number of
structures. Weighted averages are used to compute this
figure.

C/S Per Ac-Ft Saved

Thisisthe C/S earned amount divided by the acre-feet of
water saved (irrigation plus increased storage) and
amortized over the expected retention time of the practice.
Weighted averages are used to compute this figure.

Tota Cost Per Ac-Ft

Thisisthe total installation cost amortized and divided by
the acre-feet of water saved (irrigation plus increased
storage). Weighted averages are used to compute this
figure.
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Par. 354
354 Table3- ACP Data by Practice - Water Conservation (Continued)

D Description of Report EEA325-R001 (Continued)

Column Title Description

Irrig Effic Bef (%) Thisisthe irrigation efficiency before percent entered for AD-862.

Irrig Effic Aft (%) Thisis the irrigation efficiency after percent entered for AD-862.

Incrsd Irrig Eff (%) | Thisistheincreased irrigation water system efficiency (irrigation
efficiency before minus irrigation efficiency after).

Soil Moisture Thisisthe average acres treated or served for those AD-862’ s that
Measures Applied? | have soil moisture measures applied and no other water
conservation data. Weighted averages are used to compute this
figure.

ALL line Thisis the average for each column except the number of
participants column which is the total numbers of participants.
Weighted averages are used to compute these figures.
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355 Table4A - Detail Data - Erosion Control

A When to Print

10-27-03

Par. 355

Print Table 4A - Detall Data - Erosion Control Report EEA330-R001 to obtain alist of a data
for primary purpose erosion control.

COC shdll review this report periodically. County conservation review group members shall
review this report yearly.

Printing Report EEA330-R001

Print Report EEA330-R001 according to the following.

Step Action Result
1 On Menu EEA300: Screen EZZ50000 will be
displayed.
« ENTER"4"
 PRESS“Enter”.
2 On Screen EZZ50000: Screen EEA33000 will be

* enter the printer ID and number of copiesto
be printed

 PRESS"Enter”.

displayed.

1-CONSV (Rev. 2) Amend. 1

Page 7-86



355

Table 4A - Detail Data - Erosion Control (Continued)

B Printing Report EEA330-R001 (Continued)

10-27-03

Par. 355

Step Action Result
3 IF... THEN... Screen EEA30505 will be
. ispl :
data are desired enter the transmission to displayed
within a specific and through dates. Enter
transmisson date | in MMDDCCYY format
timeframe and PRESS “Enter”.
data are desired enter the performance to
within a specific and through dates. Enter
performance date | in MMDDCCY'Y format
timeframe and PRESS “Enter”.
data are desired enter COC approval to
within a specific and through dates. Enter
COC approval inMMDDCCYY format
date timeframe and PRESS “Enter”.
4 IF
IF datais program
desired for... THEN... entered... | THEN...
a specific enter the number for the | has Screen EEA30510
program code specific program code. multiple will be displayed.
fund Goto step 5.
codes
does not Screen EEA30590
have will be displayed.
multiple Go to step 6.
fund
codes
al programsand | leave the “Enter Program | Screen EEA30590 will be
fund codes Code #’ field blank and displayed. Go to step 6.
PRESS “Enter”.
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Par. 355

355 Table4A - Detail Data - Erosion Control (Continued)
B Printing Report EEA330-R001 (Continued)
Step Action Result
5 On Screen EEA30510, enter the fund code and PRESS | Screen EEA30590 will
“Enter”. Fund codes eligible on the County Eligibility be displayed.
Table will be displayed for selection.
6 On Screen EEA30590, PRESS “Enter”. Menu EEA300 will be
displayed.
Note: The number of copies of Report EEA330-R001
entered on Screen EZZ50000 will print.
C Exampleof Report EEA330-R001
The following is an example of Report EEA330-R001.
Ut ah U. S. Departnment of Agriculture Prepared: 01/23/2001
U ntah Farm Servi ce Agency Page: 1

Tabl e 4A - CRES Detail Data
For Prinmary Purpose Erosion Control

Report 1D EEA330- RO01

COC Approval Date: 10-01-2000 Thru 01-23-2001

910110
910111

106 LTA SL3 585 Y
106 LTA SL4 600 Y

40.0 $ 300 50 N 4E 5 15.
40.0 $1000 50 N 4E 5 4.

10-27-03 1-CONSV (Rev. 2) Amend. 1

C/'S | S&R Eros| Wnd Eros| S&R or|-CQ her Erosion-| Perf

AD- 862 ANA Tech C'S Units gs v L Pre Tons
Control Farm or Prac- Prac By Ap- Cost - Lev CFC Eros Saved Per |T/ACYR |T/ACYR |Wnd | Type|Area| Tons/ Yr| Date
Nunber No. LTA tice Code FSA plied Share (%9 SCC T Rate /Acre Ton |Bef:Aft |Bef:Aft |Acres | |

| Bef : Aft | MWY

10.0 2 .4 20 1291
80.0 2

.5 40 10 0192
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Par. 355
355 Table4A - Detail Data - Erosion Control (Continued)

D Description of Report EEA330-R001

The following is a description of data on Report EEA330-R001.

Column Title Description

AD-862 Control No | Thisisthe control number for AD-862.

Farm No This is the farm number or pooling agreement number for AD-862.

ANA or LTA This indicates whether the program code is ANA, EAN, ELT, or
LTA for AD-862.

Prac Code Thisis this agency’s practice code for AD-862.

Tech Prac Code Thisis the technical practice code for AD-862.

C/Shby FSA This indicates whether the technical practice code was cost-shared
on for AD-862.

Units Applied Thisis the units applied for the technical practice code for AD-862.

Cost-Share Thisis the C/S earned amount for AD-862.

C/ISLev (%) Thisis C/S level percent that was cost-shared on for AD-862.

VCS This indicates whether the practice was cost-shared under VC/SL.

FC Thisis the fund code for AD-862. Thisis only applicable for ACP.

LCC Thisis the land capahility class and subclass code for AD-862.

T Thisis the soil losstolerance T value for AD-862.

Pre Tons Eros Thisisthe tota tons of soil loss before practice installation for

Saved Rate/Acre sheet and rill, wind, and other erosion divided by the largest acres
for either sheet and rill, wind, or other erosion and the tons of soll
saved per acre (before erosion rate minus after erosion rate times
the acres for sheet and rill and wind erosion plus the tons of other
erosion divided by the largest acres for sheet and rill, wind, or other
erosion).
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355

Par. 355
Table 4A - Detail Data - Erosion Control (Continued)

D Description of Report EEA330-R001 (Continued)

10-27-03

Column Title Description
C/SPer Ton Thisisthisagency’s C/S' per ton of soil saved amortized over
the expected retention time of the practice. The expected
retention time may be longer than the lifespan requirement for
apractice.
S&R Eros T/Ac/Yr Thisis the sheet and rill erosion before and after for AD-862.
Bef: Aft

Wind Eros T/Ac/Yr
Bef: Aft

Thisis the wind erosion before and after for AD-862.

S& R or Wind Acres

Thisisthe larger of sheet and rill or wind erosion acres for
AD-862.

Other Erosion - Type

Thisis the other erosion problem type for AD-862.

Other Erosion - Area

Thisis the other erosion problem area for AD-862.

Other Erosion- Tong/Yr
Bef: Aft

Thisis the other erosion tons per year before and after for
AD-862.

Perf Date MMY'Y

This is the performance date for AD-862.
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356 Table4B - Detail Data - Water Conservation

A When to Print

10-27-03

Par. 356

Print Table 4B - Detail Data - Water Conservation Report EEA335-R001 to obtain alist of a
data for primary purpose water conservation.

COC shdll review this report periodically. County conservation review group members shall
review this report yearly.

Printing Report EEA335-R001

Print Report EEA335-R001 according to the following.

Step

Action

Result

1

On Menu EEA300:

« ENTER"#4’
« PRESS“Enter”.

Screen EZZ50000 will be displayed

On Screen EZZ50000:

o enter the printer ID and number of
copies to be printed

 PRESS"Enter”.

Screen EEA30500 will be displayed.

1-CONSV (Rev. 2) Amend. 1
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Par. 356

356 Table4B - Detail Data - Water Conservation (Continued)
B Printing Report EEA335-R001 (Continued)
Step Action Result
3 IF... THEN... Screen EEA30505 will be
} . ispl )
data are desired enter the transmission displayed
within aspecific | to and through dates.
transmission date | Enter in MMDDCCYY
timeframe format and PRESS
“Enter”.
data are desired enter the performance
within a specific to and through dates.
performance date | Enter in MMDDCCYY
timeframe format and PRESS
“Enter”.
data are desired enter COC approval to
within a specific and through dates.
COC approval Enter in MMDDCCYY
date timeframe format and PRESS
“Enter”.
4 IF datais IF program
desired for... THEN... entered... THEN...
a specific enter the number for has multiple | Screen EEA30510
program code the specific program fund codes will be displayed.
code. Go to step 5.
does not Screen EEA30590
have multiple | will be displayed.
fund codes Go to step 6.
al programsand | leave the “Enter Screen EEA30590 will be
fund codes Program Code #’ field | displayed. Go to step 6.
blank and PRESS
“Enter”.
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356 Table4B - Detail Data - Water Conservation (Continued)

B Printing Report EEA335-R001 (Continued)

Par. 356

Table will be displayed for selection.

Step Action Result
5 On Screen EEA30510, enter the fund code and PRESS | Screen EEA30590 will
“Enter”. Fund codes eligible on the County Eligibility | be displayed.

6 On Screen EEA30590, PRESS “Enter”.

Note: The number of copies of Report EEA335-R001
entered on Screen EZZ50000 will print.

Menu EEA300 will be

displayed.

C Exampleof Report EEA335-R001

The following is an example of Report EEA335-R001.

10-27-03 1-CONSV (Rev. 2) Amend. 1

Prepared: 01/23/2001

Ut ah U. S. Departnment of Agriculture
U ntah Farm Servi ce Agency Page:
Report | D: EEA335- RO0O1 Table 4B - CRES Detail Data
For Prinmary Purpose Water Conservation

COC Approval Date: 10-01-2000 Thru 01-23-2001
AD- 862 ANA Tech TS Units as Applied System Water -Water Storage-Ac-Ft/Ac Total ¢S  Soil
Control Farm or Prac- Prac By Ap- Cost Lev F Irr Ac-Ft Effic Cons Prim Capac Wat er Ac- Ft Per Mbi st
Nunber No. LTA tice Code FSA plied Shares (% C Sit Bef:Aft B:Inc Acres Use Bef: Aft Saved SavedAc- Ft  Meas
910101 156 ANA WA 320 Y 40.0 $1000 50 1 2.7 1.7 50 20 160 3 4.0 .03 164 .62
910141 122 ANA WA 320 Y 40.0 $2000 50 3 2.7 1.7 50 20 160 . 00 160 1.27

1

Per f
Dat e
MWYY

1291
0192
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Par. 356
356 Table4B - Detail Data - Water Conservation (Continued)

D Description of Report EEA335-R001

The following is a description of data on Report EEA335-R001.

Column Title Description

AD-862 Control Number | Thisis the control number for AD-862.

Farm No Thisis the farm number or pooling agreement number for
AD-862.

ANA or LTA This indicates whether the program code isANA, EAN, ELT,
or LTA for AD-862.

Practice Thisis this agency’s practice code for AD-862.

Tech Prac Code This is the technical practice code for AD-862.

C/Sby FSA This indicates whether the technical practice code was
cost-shared on for AD-862.

Units Applied Thisis the units applied for the technical practice code for
AD-862.

Cost Shares Thisis the C/S earned amount for AD-862.

C/ISLev (%) Thisis C/S level percent that was cost-shared on for AD-862.

FC Thisisthe fund code for AD-862. Thisisonly applicable for
ACP.

Irr Sit Thisistheirrigation situation for AD-862.

Applied Ac-Ft Bef:Aft Thisistheirrigation water applied (acre-inch per acre divided
by 12 inches per foot) for AD-862.

System Effic B:Inc Thisisthe irrigation efficiency percent and the increase in
irrigation efficiency (irrigation system efficiency after minus
the before) for AD-862.

1-CONSV (Rev. 2) Amend. 1
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Par. 356
356 Table4B - Detail Data - Water Conservation (Continued)

D Description of Report EEA335-R001 (Continued)

Column Title Description
Water Cons Acres Thisis the water conservation acres for AD-862.
Water Storage - Thisisthe water storage primary use for AD-862.
Prim Use
Water Storage- Thisisthe water storage capacity before and after for AD-862.
Capac Bef:Aft

Ac-Ft/Ac Water Saved | Thisisthe acre-feet of water saved (total irrigation water saved
plus total increased storage divided by the applicable acres) for

AD-862.

Total Ac-Ft Saved Thisisthe total acre-feet of water saved (tota irrigation water
saved plustotal increased storage) for AD-862.

C/S Per Ac-Ft Thisis this agency’s C/S amount earned divided by the total
acre-feet of water saved (irrigation and increased storage) for
AD-862.

Soil Moist Meas This is the soil moisture measures applied for AD-862.

Perf Date MMY'Y This is the performance date for AD-862.
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357 Table4C - Detail Data - Water Quality and Other

A When to Print

10-27-03

Par. 357

Print Table 4C - Detail Data - Water Quality and Other Report EEA340-R001 to obtain alist
of adatafor primary purposes water quality and other.

COC shdll review this report periodically. County conservation review group members shall
review this report yearly.

Printing Report EEA340-R001

Print Report EEA340-R001 according to the following.

Step Action Result
1 | OnMenu EEA300: Screen EZZ50000 will be displayed.
« ENTER"6"
 PRESS"“Enter”.
2 | On Screen EZZ50000: Screen EEA30500 will be displayed.

o enter the printer ID and number of
copies to be printed

 PRESS"Enter”.

1-CONSV (Rev. 2) Amend. 1
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357

B Printing Report EEA340-R001 (Continued)

10-27-03

Table 4C - Detail Data - Water Quality and Other (Continued)

Par. 357

Step Action Result
3 IF... THEN... Screen EEA30505 will be
data are desired enter the transmission displayed.
within a specific to and through dates.
transmission date | Enter in MMDDCCYY
timeframe format and PRESS
“Enter”.
data are desired enter the performance
within a specific to and through dates.
performance date | Enter in MMDDCCYY
timeframe format and PRESS
“Enter”.
data are desired enter COC approval to
within a specific and through dates.
COC approval Enter in MMDDCCYY
date timeframe format and PRESS
“Enter”.
4 IF datais IF program
desired for... THEN... entered... THEN...
a specific program | enter the number for has multiple | Screen EEA30510
code the specific program fund codes will be displayed.
code. Go to step 5.
does not Screen EEA30590
have multiple | will be displayed.
fund codes Go to step 6.
all programs and leave the “Enter Screen EEA30590 will be
fund codes Program Code #’ field | displayed. Go to step 6.
blank and PRESS
“Enter”.

1-CONSV (Rev. 2) Amend. 1
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357 Table4C - Detail Data - Water Quality and Other (Continued)

B Printing Report EEA340-R001 (Continued)

Par. 357

Step Action Result
5 On Screen EEA30510, enter the fund code and PRESS Screen EEA30590
“Enter”. Fund codes €ligible on the County Eligibility will be displayed.
Table will be displayed for selection.
6 On Screen EEA30590, PRESS “Enter”. Menu EEA300 will

Note: The number of copies of Report EEA340-R001
entered on Screen EZZ50000 will print.

be displayed.

C Exampleof Report EEA340-R001

The following is an example of Report EEA340-R001.

Ut ah
U ntah

AD- 862 ANA
Control Farm or Prac-
Nunber No. LTA tice

910131 136 LTA WP2
910181 192 ECL

10-27-03

Report 1D EEA340- RO01

U. S. Departnment of Agriculture

1-CONSV (Rev. 2) Amend. 1

Prepared: 01/23/2001

Farm Servi ce Agency Page: 1
Table 4C - CRES Detail Data
For Prinmary Purpose Water Quality and O her
COC Approval Date: 10-01-2000 Thru 01-23-2001
Tech C/'S Units as wQ Type Water Pollu- Land Soil Pre Tons C/S Oher Perf
Prac By - Cost Lev F PrimProb Body Trtd/ tion Cover Loss Eros Svd /Ton Assist Date
Code FSA plied Shares (% C Purp Type Protected Severe B:A Tol Rate /Ac Savd Purp myy
386 Y 25.0 1500 50 E 2 1 4 14 3 1200
500 Y 50. 0 1500 50 G 8 8 5 0101
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Par. 357
357 Table4C - Detail Data - Water Quality and Other (Continued)

D Description of Report EEA340-R001

The following is a description of data on Report EEA340-R001.

Column Title Description

AD-862 Control | Thisisthe control number for AD-862.

Number

Farm No This is the farm number or pooling agreement number for AD-862.

ANA or LTA This indicates whether the program code is ANA, EAN, ELT, or LTA
for AD-862.

Practice Thisis this agency’s practice code for AD-862.

Tech Prac Code | Thisisthe technical practice code for AD-862.

C/Shby FSA This indicates whether the technical practice code was cost-shared on
for AD-862.

Units Applied Thisis the units applied for the technical practice code for AD-862.

Cost Shares Thisis the C/S earned amount for AD-862.

C/ISLev (%) Thisis C/S level percent that was cost-shared on for AD-862.

FC Thisisthe fund code for AD-862. Thisis only applicable for ACP.

Prim Purp Thisis the primary purpose code for AD-862.

WQ Prob Type Thisis the water quality problem type for AD-862.

Type Water Thisis the type of water body treated or protected for AD-862.

Body

Trtd/Protected

1-CONSV (Rev. 2) Amend. 1
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Par. 357

357 Table4C - Detail Data - Water Quality and Other (Continued)

D Description of Report EEA340-R001 (Continued)

10-27-03

Column Title Description

Pollution Severe This is the pollution severity for AD-862.

Land Cover B:A Thisis the land cover use code before and after for AD-862.

Soil Loss Tol Thisis the soil loss tolerance for AD-862.

Pre Eros Rate Thisis the total tons of soil loss before practice installation for sheet
and rill, wind, and other erosion divided by the largest acres for
either sheet and rill, wind, or other erosion for AD-862.

Tons Svd/Ac Thisis the tons of soil saved per acre (before erosion rate minus
after erosion rate times the acres for sheet and rill and wind erosion
plus the tons of other erosion divided by the largest acres for sheet
and rill, wind, or other erosion for AD-862).

C/S/Ton Savd Thisis this agency’s C/S amount earned per ton of soil saved

amortized over the expected retention time of the practice. The
expected retention time may be longer than the lifespan requirement
for a practice.

Other Assist Purp

This is the other assistance code for AD-862.

Perf Date MMY'Y

This is the performance date for AD-862.
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358 Table4D - Detail Data - Wood Production

A When to Print

10-27-03

Par. 358

Print Table 4D - Detail Data - Wood Production Report EEA345-R001 to obtain alist of a
datafor primary purpose wood production.

COC shdll review this report periodically. County conservation review group members shall
review this report yearly.

Printing Report EEA345-R001

Print Report EEA345-R001 according to the following.

Step Action Result
1 On Menu EEA300: Screen EZZ50000 will be displayed.
o ENTER"7”
« PRESS"“Enter”.
2 | On Screen EZZ50000 Screen EEA30500 will be displayed.

o enter the printer ID and number of
copies to be printed

 PRESS"Enter”.

1-CONSV (Rev. 2) Amend. 1
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358

Table 4D - Detail Data - Wood Production (Continued)

B Printing Report EEA345-R001 (Continued)

10-27-03

Par. 358

Step Action Result
3 IF... THEN... Screen EEA30505 will be
} . ispl )
data are desired enter the transmission displayed
within a specific to and through dates.
transmission date | Enter in MMDDCCYY
timeframe format and PRESS
“Enter”.
data are desired enter the performance
within a specific to and through dates.
performance date | Enter in MMDDCCYY
timeframe format and PRESS
“Enter”.
data are desired enter COC approval to
within a specific and through dates.
COC approval Enter in MMDDCCYY
date timeframe format and PRESS
“Enter”.
4 | IFdatais IF program
desired for... THEN... entered... THEN...
a specific enter the number for the | has multiple Screen EEA30510
program code specific program code. fund codes will be displayed.
Go to step 5.
does not Screen EEA30590
have multiple | will be displayed.
fund codes Go to step 6.

all programs and
fund codes

leave the “Enter
Program Code #’ field
blank and PRESS
“Enter”.

Screen EEA30590 will be
displayed. Go to step 6.

1-CONSV (Rev. 2) Amend. 1
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Par. 358
358 Table4D - Detail Data - Wood Production (Continued)

B Printing Report EEA345-R001 (Continued)

Step Action Result

5 | On Screen EEA30510, enter the fund code and PRESS Screen EEA30590
“Enter”. Fund codes eligible on the County Eligibility Table | will be displayed.
will be displayed for selection.

6 | Screen EEA30590, PRESS “Enter”. Menu EEA300 will
be displayed.

Note: The number of copies of Report EEA345-R001
entered on Screen EZZ50000 will print.

C Exampleof Report EEA345-R001

The following is an example of Report EEA345-R001.

LQOU SI ANA U S. Departnment of Agriculture Prepared: 01-14-2002
ANYCOUNTY Farm Servi ce Agency
Report | D EEA345- ROO1 TABLE 4D - CRES DETAI L DATA Page: 1

FOR PRI MARY PURPCSE WOOD PRCDUCTI ON

COC Approval Date 01-01-2001 Thru 01-14-2002

AD- 862 ANA TECH C/S UNITS as L LAND SITE FOREST STOCK C/S PER SITE CS PER CS PER PERF
CONTROL FARM  OR PRAC- PRAC BY AP- COosT LEV F CCOVER IN- POT. COVER LEVEL ACRE PREP AC SITE CU FT. DATE
NUMBER  NUMBER LTA TICE CODE FSA PLIED SHARES (% C C B:A DEX PROD BEF: AFT BEF: AFT TREATED ACRES PREP POT PROD MWYY

20010029 1898 CP3 2Y 5.0 $500 50 3E 1 24 1 1 1 1 $100.00 4.0 $12.50 $.62 0701
20020003 1898 CP3 1Y 5.0 $500 50 3E 1 183 10 800 901 $100.00 5.0 $100.00 $.08 1001
20020017 1898 CP3 1Y 2.0 $1600 50 3E 4 68 13 13 1 2 $800.00 1.8 $444.44 $1.75 1101
20020024 1898 CP3 2Y 5.0 $4000 50 3E 1 142 110 110 800 901 $800.00 5.0 $800.00 $.84 1201

** NO MORE RECORDS THI' S ENTRY ***
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Par. 358

358 Table4D - Detail Data - Wood Production (Continued)

D Description of Report EEA345-R001

The following is a description of data on Report EEA345-R001.

Column Title Description

AD-862 Control | Thisisthe control number for AD-862.

Number

Farm No This is the farm number or pooling agreement number for AD-862.

ANA or LTA This indicates whether the program code isANA, EAN, ELT, or LTA
for AD-862.

Practice Thisis this agency’s practice code for AD-862.

Tech Prac Code | Thisisthe technical practice code for AD-862.

C/Shby FSA This indicates whether the technical practice code was cost-shared on
for AD-862.

Units Applied Thisis the units applied for the technical practice code for AD-862.

Cost Shares Thisis the C/S earned amount for AD-862.

C/ISLev (%) Thisis C/S level percent that was cost-shared on for AD-862.

FC Thisisthe fund code for AD-862. Thisis only applicable for ACP.

LCC Thisis the land capahility class and subclass code for AD-862.

Land Cover B:A | Thisisthe land cover use before and after code for AD-862.

Site Index Thisis the site index for AD-862.

Pot. Prod Thisis the potential production for AD-862. The midpoint of range is
used, meaning if the potentia production is
86-119 cubic feet/acrelyear, 103 is used.

1-CONSV (Rev. 2) Amend. 1
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Par. 358

358 Table4D - Detail Data - Wood Production (Continued)

D Description of Report EEA345-R001 (Continued)

Column Title Description
Forest Cover Thisisthe forest cover before and after code for AD-862.
Bef:Aft
Stock Level Bef:Aft | Thisisthe stocking level before and after code for AD-862.
C/S Per Acre Thisis this agency’s C/S amount earned divided by acres treated for
Treated AD-862.
Site Prep Acres Thisis the site preparation acres for AD-862.
C/S Per Ac Site Thisisthe site preparation C/S divided by the site preparation acres
Prep for AD-862.

C/S Per Cu. Ft. Pot
Prod

Thisisthis agency’'s C/S amount earned divided by potential
production in cubic feet per year and amortized for AD-862.

Perf Date MMY'Y

This is the performance date for AD-862.

359-373 (Reserved)

10-27-03

1-CONSV (Rev. 2) Amend. 1 Page 7-105
(through 7-150)






Par. 374

Section 3 State Primary Purpose Table Reports

374  Overview

A Example of Menu EEF200

The following is an example of Conservation State AD-245/AD-862 Reports Menu EEF200.

COMVAND

COmd3=Pr evi ous Menu

24.

EEF200 EO

Conservation State AD 245/ AD- 862 Reports Menu

Table 1 - Percent Distribution of Cost-Shares - Al Prograns
Table 1A thru 1F - Distribution of Cost-Shares by County
Table 2 - ACP Data by Practice and County - Erosion Control
Table 3 - ACP Data by Practice and County - Water Conservation
Tabl e 4A - Detail Data - Erosion Control

Table 4B - Detail Data - Water Conservation

Table 4C - Detail Data - Water Quality / Qher

Table 4D - Detail Data - Wod Production

Return To Application Prinmary Menu
Return To Application Selection Screen
Return To O fice Selection Screen
Return To Prinmary Sel ection Menu

Sign Of

Enter option and press "Enter".

B Accessing Menu EEF200

10-27-03

On Menu EEFO00, ENTER “2” and PRESS “Enter” to access Menu EEF200.
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Par. 375

375 Tablel - Percent Distribution of Cost-Shares - All Programs

A When to Print

10-27-03

Print Table 1 - Percent Distribution of Cost-Shares - All Programs Report EEF210-R001 to
obtain alist of program practices by percent of C/S’ for all primary purposes.

STC shall review this report periodicaly. State conservation review group members shall
review this report yearly.

Printing Report EEF210-R001

Print Report EEF210-R001 according to the following.

Step Action Result
1 On Menu EEF200: Screen EZZ50000 will be
displayed.
« ENTER"1"
« PRESS"“Enter”.
2 On Screen EZZ50000: Screen EEF20500 will be

o enter the printer ID and number of copies
to be printed

 PRESS"Enter”.

displayed.

1-CONSV (Rev. 2) Amend. 1
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Par. 375

375 Tablel - Percent Distribution of Cost-Shares - All Programs (Continued)

B Printing Report EEF210-R001 (Continued)

10-27-03

Step Action Result
3 IF... THEN... Screen EEF20505
will be displayed.

anet count of farms and
participantsis desired

ENTER “Y” to the question at
the top of the screen.

only a State summary is
desired

ENTER “STATESUM”.

only data for a specific
county are desired

enter the county name.

data are desired for dll
counties

ENTER “ALL".

data are desired within a
specific transmission date
timeframe

enter the transmission to and
through dates. Enter in
MMDDCCYY format and
PRESS “Enter”.

data are desired within a
specific performance date
timeframe

enter the performance to and
through dates. Enter in
MMDDCCYY format and
PRESS “Enter”.

data are desired within a
specific COC approval
date timeframe

enter COC approval to and
through dates. Enter in
MMDDCCYY format and
PRESS “Enter”.

1-CONSV (Rev. 2) Amend. 1
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Par. 375

375 Tablel - Percent Distribution of Cost-Shares - All Programs (Continued)

B Printing Report EEF210-R001 (Continued)

10-27-03

Step Action Result
4 | IFdataisdesred IF program
for... THEN... entered... THEN...
a specific program enter the number for has multiple | Screen EEF20510
code the specific program fund codes will be displayed.
code. Go to step 5.
does not Screen EEF20590
have multiple | will be displayed.
fund codes Go to step 6.
all programs and leave the “Enter Screen EEF20590 will be
fund codes Program Code #’ displayed. Go to step 6.
field blank and
PRESS “Enter”.
5 | On Screen EEF20510, enter the fund code Screen EEF20590 will be
and PRESS “Enter”. Fund codes eligible for | displayed.
the program will be displayed for selection.
6 | On Screen EEF20590, PRESS “Enter”. Menu EEF200 will be displayed.

Note: The number of copies of
Report EEF210-R001 entered on
Screen EZZ50000 will print.

1-CONSV (Rev. 2) Amend. 1
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Par. 375

375 Tablel - Percent Distribution of Cost-Shares - All Programs (Continued)

C Exampleof Report EEF210-R001

The following is an example of Report EEF210-R001.

ANYSTATE

PRACTICE COF
FARNB

CP1
cP2

CP3A
CP4B
cP7

CP10
CP11
CP12
CcP22
CP23

TOTAL CRP

Report 1D EEF210- ROO1

NUMBER

U S. Departnment of Agriculture
Farm Servi ce Agency
CRES - ACP, CRP, ECP, RCWP, OTHER Page: 1
TABLE 1 - DI STRI BUTI ON OF COST- SHARES
I N PERCENT OF COST- SHARES FOR ALL PRI MARY PURPCSES
Program CRP Fund Code: 00

Prepared: 01-14-2001

Per f or mance Date 01-01-2000 Thru 01-01-2001

PERCENT COF COST- SHARES FOR

NUMBER ACRES NUMBER
OF SERVED OR OF TOTAL ERCSI ON WATER  WATER WD
PARTS. TREATED STRUCTURES COST- SHARES CONTRCL CONSV - QUALITY  PRCD OTHER
4.5 $139 100. 0
627.7 $20, 204 78. 4 21.6
6,377.4 $391, 862 100. 0
16, 537. 3 $1, 109, 612 100. 0
3.8 $263 100. 0
1.0 $99 100. 0
1.8
1,887.6
4.4
18.3 $1, 074 100. 0
2,322.4 $82, 822 37.3 22.7 40.0
27,786. 2 $1, 606, 075 1.0 2.0 94.7 2.3

D Description of Report EEF210-R001

Sed paragraph 352Ifor description of data on Table 1 - Percent Distribution of Cost-Shares.

10-27-03
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Par. 376

376 Table 1A Through 1F - Distribution of Cost-Shares by County:

A When to Print

Print Table 1A Through 1F - Distribution of Cost-Shares by County Report EEF215 to obtain
alist by percent of C/S for al primary purposes by county.

Report Contents
Report EEF215-R001, Table 1A ACP data
Report EEF215-R002, Table 1B CRP data
Report EEF215-R003, Table 1C ECP data

Report EEF215-R006, Table 1F

Datafor al other conservation programs not
included on the preceding reports.

Note: These reports do not indicate the practice as on the Table 1 in paragraph 375

STC shall review this report periodicaly. State conservation review group members shall

review thisreport yearly.
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376

B Printing Report EEF215

10-27-03

Print Report EEF215 according to the following.

Par. 376

Table 1A Through 1F - Distribution of Cost-Shares by County (Continued)

Step Action Result
1 On Menu EEF200: Screen EZZ50000
will be displayed.
« ENTER"2
« PRESS“Enter”.
2 On Screen EZZ50000: Screen EEF20500
will be displayed.
o enter the printer ID and number of copies to be printed
« PRESS“Enter”.
3 IF... THEN... Screen EEF20505
. ill ispl .
anet count of farms ENTER “Y” to the question at will be displayed
and participants is the top of the screen.
desired
only a State summary | ENTER “STATESUM”.
iS desired
only data for a enter the county name.
specific county are
desired
dataare desired for al | ENTER “ALL".
counties
data are desired enter the transmission to and
within a specific through dates. Enter in
transmission date MMDDCCYY format and
timeframe PRESS “Enter”.
data are desired enter the performance to and
within a specific through dates. Enter in
performance date MMDDCCYY format and
timeframe PRESS “Enter”.
1-CONSV (Rev. 2) Amend. 1 Page 7-157



376

B Printing Report EEF215 (Continued)

10-27-03

Par. 376

Table 1A Through 1F - Distribution of Cost-Shares by County (Continued)

Step Action Result
3 IF... THEN... Screen EEF20505 will be displayed.
(Cntd) data are enter COC approval
desired within | to and through dates.
a specific Enter in
COC approval | MMDDCCYY format
date timeframe | and PRESS “Enter”.
4 IF datais IF program
desred for... | THEN... entered was... | THEN...
a specific enter the number for has multiple Screen EEF20510
program code | the specific program fund codes will be displayed.
code. Go to step 5.
does not have | Screen EEF20590
multiple fund | will be displayed.
codes Go to step 6.
all programs leave the “Enter Screen EEF20590 will be displayed.
and fund Program Code #” field | Go to step 6.
codes blank and PRESS
“Enter”.
5 Enter the fund code and PRESS Screen EEF20590 will be displayed.
“Enter”. Fund codes dligible for the
program will be displayed for selection.
6 On Screen EEF20590, PRESS “Enter”. | Menu EEF200 will be displayed.

The number of copies of

Reports EEF215-R001, EEF215-R002,
EEF215-R003, EEF215-R004,
EEF215-R005, and EEF215-R006
entered on Screen EZZ50000 will print.

1-CONSV (Rev. 2) Amend. 1
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Par. 376

376  Table 1A Through 1F - Distribution of Cost-Shares by County (Continued)

C Exampleof Report EEF215-R002

The following is an example of Report EEF215-R002 for CRP.

Anyst at e

COUNTY

WASH NGTON
LI NCCLN
JEFFERSON
MADSI ON
W LSON
POLK
JCOHNSON
FRANKLI N
GRANT
BUCHANAN
MONRCE
HENRY
HARRI SON

TOTAL

Report 1D EEF215- R0O02

CRES - CRP Page: 1

Tabl e 1B - DI STRI BUTI ON OF COST- SHARES BY COUNTY
I N PERCENT COF COST- SHARES FOR ALL PRI MARY PURPCSES

COC Approval Date 01-01-2000 Thru 01-01-2001
PERCENT OF COST- SHARES FOR

NUMBER NUMBER ACRES NUMBER
OF OF SERVED OR OF TOTAL ERCSI ON WATER WATER  WOCD
FARNMS PARTS. TREATED STRUCTURES  COST-SHARES  CONTRCL CONSV QUALITY PRCD OTHER
1 1 1.0 $99 100. 0
10 11 1,082.7 $1, 003 100. 0
2 3 217.3 $12, 563 100. 0
17 25 2,750.2 $174, 189 100. 0
1 1 443. 4
11 10 926.7 $59, 292 100. 0
5 3 149. 6 $1, 420 100. 0
15 15 1,377.1 $97, 972 16. 4 83.6
2 1 70. 4 $4, 187 100. 0
23 25 3,136.4 $166, 067 4.0 96.0
2 2 23.8 $1, 780 36.2 63.8
22 42 3,461.2 $245, 465 7.6 92.4
6 5 107.7 $5, 251 100. 0
117 144 13,747.5 $769, 288 2.1 3.3 94. 4 1

D Description of Report EEF215

See paragraph 352 for description of data on Table 1A Through 1F - Distribution of
Cost-Shares by County.

Exception:  The dataon Table 1A Through 1F - Distribution of Cost-Shares by County do

10-27-03

not indicate the program practice.
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377 Table2 - ACP Data by Practice and County - Erosion Control

A When to Print

10-27-03

Par. 377

Print Table 2 - ACP Data by Practice and County - Erosion Control Report EEF220-R001 to
obtain alist of ACP program practices for all primary purpose erosion control.

STC shall review this report periodicaly. State conservation review group members shall
review this report yearly.

Printing Report EEF220-R001

Print Report EEF220-R001 according to the following.

Step Action Result
1 On Menu EEF200: Screen EZZ50000 will be
displayed.
e ENTER"3"
« PRESS"Enter”.
2 | On Screen EZZ50000: Screen EEF20500 will be

enter the printer ID and number of copiesto be
printed

PRESS “Enter”.

displayed.

1-CONSV (Rev. 2) Amend. 1
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377

B Printing Report EEF220-R001 (Continued)

10-27-03

Par. 377

Table 2 - ACP Data by Practice and County - Erosion Control (Continued)

Step Action Result
3 IF... THEN... Screen EEF20505
will be displayed.

anet count of farms and
participantsis desired

ENTER “Y” to the question
at the top of the screen.

only a State summary is
desired

ENTER “STATESUM”.

only data for a specific
county are desired

enter the county name.

data are desired for dll
counties

ENTER “ALL".

data are desired within a
specific transmission date
timeframe

enter the transmission to and
through dates. Enter in
MMDDCCYY format and
PRESS “Enter”.

data are desired within a
specific performance date
timeframe

enter the performance to and
through dates. Enter in
MMDDCCYY format and
PRESS “Enter”.

data are desired within a
specific COC approval date
timeframe

enter COC approval to and
through dates. Enter in
MMDDCCYY format and
PRESS “Enter”.
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Par. 377

377 Table2- ACP Data by Practice and County - Erosion Control (Continued)

B Printing Report EEF220-R001 (Continued)

10-27-03

Step Action Result
4 | IF datais IF program
desired for... THEN... entered... THEN...
a specific enter the number for the has multiple | Screen EEF20510
program code | specific program code. fund codes will be displayed.
Go to step 5.
does not have | Screen EEF20590
multiple fund | will be displayed.
codes Go to step 6.
all programs leave the “Enter Program Screen EEF20590 will be
and fund codes | Code #” field blank and displayed. Go to step 6.
PRESS “Enter”.
5 Enter the fund code and PRESS “Enter”. Screen EEF20590 will be
Fund codes dligible for the program will be displayed.
displayed for selection.
6 On Screen EEF20590, PRESS “Enter”. The | Menu EEF200 will be displayed.

number of copies of Report EEF220-R001
entered on Screen EZZ50000 will print.
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Par. 377
377 Table2- ACP Data by Practice and County - Erosion Control (Continued)

C Exampleof Report EEF220-R001

The following is an example of Report EEF220-R001.

ANYSTATE U S. Departnment of Agriculture Prepared: 01-15-2002
Farm Servi ce Agency
Report | D EEF220- ROO1 CRES - ACP Page: 1

TABLE 2 - STATE AND COUNTY DATA BY PRACTI CE
PRI MARY PURPCSE OF ERCSI ON CONTRCL

COC Approval Date 01-01-1996 Thru 01-15-2002

NUMBER

PRACTI CE OF BEFCRE AFTER SA L- SAVI NGS AMORTI ZED AMORTI ZED AVERAGE C' S
PARTS. LCSS LCSS PER ACRE C'S PER TON TOTAL- COST/ TON LEVEL (%

SL1 7.1 1.3 5.9 $1.37 $2. 87 48

FRL 5.0 1.0 4.0 $1.89 $6. 88 27

-ALL- 6.3 1.1 5.2 $1.97 $4. 25 44

SL2 6.0 1.0 5.0 $2. 02 $3. 38 60

WPl 6.6 .5 6.1 $2.87 $5.78 50

SL6 1.0 1.0 1.0 $254. 79 $610. 90 42

D Description of Report EEF220-R001

aragraph 353|for description of data on Table 2 - ACP Data by Practice - Erosion
Control.
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Par. 378

378 Table3 - ACP Data by Practice and County - Water Conservation

A When to Print

10-27-03

Print Table 3 - ACP Data by Practice and County - Water Conservation
Report EEF225-R001 to obtain alist of ACP program practices for primary purpose water

conservation.

STC shall review this report periodicaly. State conservation review group members shall

review thisreport yearly.
Printing Report EEF225-R001

Print Report EEF225-R001 according to the following.

Step Action

Result

1 On Menu EEF200:

« ENTER"#4"
 PRESS"Enter”.

Screen EZZ50000 will be
displayed.

2 On Screen EZZ50000:

* enter the printer ID and number of copiesto be
printed

 PRESS"Enter”.

Screen EEF20500 will be
displayed.
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378

B Printing Report EEF225-R001 (Continued)

10-27-03

Par. 378

Table 3- ACP Data by Practice and County - Water Conservation (Continued)

Step Action Result
3 IF... THEN... Screen EEF20505
will be displayed.

anet count of farms
and participants is
desired

ENTER “Y” to the question at
the top of the screen.

only a State summary is
desired

ENTER “STATESUM”.

only data for a specific
county are desired

enter the county name.

data are desired for dll
counties

ENTER “ALL".

data are desired within
a specific transmission
date timeframe

enter the transmission to and
through dates. Enter in
MMDDCCYY format and
PRESS “Enter”.

data are desired within
a specific performance
date timeframe

enter the performance to and
through dates. Enter in
MMDDCCYY format and
PRESS “Enter”.

data are desired within
a specific COC
approval date
timeframe

enter COC approval to and
through dates. Enter in
MMDDCCYY format and
PRESS “Enter”.
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Par. 378
378 Table3- ACP Data by Practice and County - Water Conservation (Continued)

B Printing Report EEF225-R001 (Continued)

Step Action Result
4 | IFdatais IF program
desired for... THEN... entered was... | THEN...
a specific enter the number for has multiple Screen EEF20510
program code the specific program fund codes will be displayed.
code. Go to step 5.
does not have | Screen EEF20590
multiple fund | will be displayed.
codes Go to step 6.
all programsand | leave the “Enter Screen EEF20590 will be displayed.
fund codes Program Code #’ field | Go to step 6.
blank and PRESS
“Enter”.
5 | Enter the fund code and PRESS “Enter”. Screen EEF20590 will be displayed.
Fund codes dligible for the program will be
displayed for selection.
6 | On Screen EEF20590, PRESS “Enter”. Menu EEF200 will be displayed.

The number of copies of
Report EEF225-R001 entered on
Screen EZZ50000 will print.
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Par. 378
378 Table3- ACP Data by Practice and County - Water Conservation (Continued)

C Exampleof Report EEF225-R001

The following is an example of Report EEF225-R001.

ANYSTATE U S. Departnment of Agriculture

01- 15- 2001 Farm Servi ce Agency

Report | D EEF225- ROO1 CRES - ACP

Page: 1 TABLE 3 - SUMVARY DATA BY PRACTI CE
FOR PRI MARY PURPOSE WATER CONSERVATI ON

Pr epar ed:

COC Approval Date 01-01-2000 Thru 01-15-2001

NUMBER IRRIG AVG | RRI G AVG | NCRSD ¢ S PER TOTAL IRRRG |RRIG INCRSD SO L MJ STURE
PRACTI CE OF WATER APP. WATER-SVG STORACE IN AC AGFT COST PER  EFFIC EFFIC IRRG MEASURES
PARTS. BF A-FT/AC IN A-FT/AC FT/STRUCTURE  SAVED AC FT BEF (% AFT (% EFF (% APPLI ED?
WA 7.50 .33 $9.76 $39. 25 66 75 9
-ALL- 7.50 .33 $9.76 $39. 25 66 75 9

D Description of Report EEF225-R001

Seelparagraph 354 for description of dataon Table 3 - ACP Data by Practice and County -
Water Conservation.
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379

Table 4A - Detail Data - Erosion Control

A When to Print

10-27-03

Par. 379

Print Table 4A - Detail Data - Erosion Control Report EEF230-R001 to obtain alist of
practice data for primary purpose erosion control.

STC shall review this report periodicaly. State conservation review group members shall
review this report yearly.

Printing Report EEF230-R001

Print Report EEF230-R001 according to the following.

Step Action Result
1 On Menu EEF200: Screen EZZ50000 will be
displayed.
« ENTER"5"
« PRESS"“Enter”.
2 On Screen EZZ50000: Screen EEF20500 will be

* enter the printer ID and number of copiesto be
printed

 PRESS"Enter”.

displayed.
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379 Table4A - Detail Data - Erosion Control (Continued)

B Printing Report EEF230-R001 (Continued)

10-27-03

Par. 379

Step Action Result
3 IF... THEN... Screen EEF20505
will be displayed.
only data for a specific enter the county name.
county are desired
data are desired for all ENTER “ALL".
counties
data are desired withina | enter the transmission to and
specific transmission date | through dates. Enter in
timeframe MMDDCCYY format and
PRESS “Enter”.
data are desired withina | enter the performance to and
specific performance date | through dates. Enter in
timeframe MMDDCCYY format and
PRESS “Enter”.
data are desired withina | enter COC approval to and
specific COC approval through dates. Enter in
date timeframe MMDDCCYY format and
PRESS “Enter”.
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379 Table4A - Detail Data - Erosion Control (Continued)

B Printing Report EEF230-R001 (Continued)

10-27-03

Par. 379

Step Action Result
4 | IFdatais IF program
desired for... THEN... entered... THEN...
a specific enter the number for the | has multiple Screen EEF20510
program code | specific program code. fund codes will be displayed.
Go to step 5.
doesnot have | Screen EEF20590
multiplefund | will be displayed.
codes Go to step 6.
all programs leave the “Enter Program | Screen EEF20590 will be displayed.
and fund codes | Code #’ field blank and Go to step 6.
PRESS “Enter”.
5 | Enter the fund code and PRESS “Enter”. Screen EEF20590 will be displayed.
Fund codes dligible for the program will be
displayed for selection.
6 | On Screen EEF20590, PRESS “Enter”. Menu EEF200 will be displayed.

The number of copies of
Report EEF230-R001 entered on
Screen EZZ50000 will print.
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Par. 379
379 Table4A - Detail Data - Erosion Control (Continued)

C Example of Report EEF230-R001

The following is an example of Report EEF230-R001.

ANYSTATE U S. Departnment of Agriculture Prepared: 01-15-2000
ANYCOUNTY Farm Servi ce Agency
Report | D EEF230- ROO1 TABLE 4A - CRES DETAI L DATA Page: 1

FOR PRI MARY PURPCSE ERCSI ON CONTROL

COC Approval Date 01-01-1999 Thru 01-15-2000

AD- 862 ANA TECH C/S UNITS ags v L PRE TONS ¢S S&R ERS WND EROS ERO  ---OTHER EROSI ON--- PERF
CONTROL FARM OR PRAC- PRAC BY AP- COST- LEV C F C ERCS SAVED PER T/ACYR T/AC/YR SION TONS/ YR DATE
NUMBER NUMBER LTA TICE CODE FSA PLIED SHARES (% S C C T RATE /ACRE TON BEF: AFT BEF: AFT ACRES TYPE AREA BEF AFT MWY
19980033 1400 CP1 512 Y 1.8 $36 10 N 3W5 2.0 1.1 2 1 1.8 0300
19990044 1250 cP2 327 Y 1.0 $156 78 N 3W5 3.0 2.0 3 1 1.0 0799
19990048 1250 cP2 327 Y 12.7 $684 38 N 2W5 3.0 2.0 3 1 12.7 0799
19990054 1473 cP2 327 Y 645.6 $20825 42 N 3W5 2.0 1.0 2 1 645. 6 0699
19990056 1472 cP2 327 Y 12. 2 $392 71 N 3W5 2.0 1.0 2 1 12.2 0699
19990058 1473 cP2 327 Y 61.9 $1998 40 N 3W5 2.0 1.0 2 1 61.9 0699
19990060 1472 cP2 327 Y 2.4 $78 47 N 3W5 2.0 .8 2 1 2.4 0699

D Description of Report EEF230-R001

Sed paragraph 355|for description of data on Table 4A - Detail Data - Erosion Control.
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380 Table4B - Detail Data - Water Conservation

A When to Print

10-27-03

Par. 380

Print Table 4B - Detail Data - Water Conservation Report EEF235-R001 to obtain a list of
practice data for primary purpose water conservation.

STC shall review this report periodicaly. State conservation review group members shall
review this report yearly.

Printing Report EEF235-R001

Print Report EEF235-R001 according to the following.

Step Action Result
1 On Menu EEF200: Screen EZZ50000 will be
displayed.
« ENTER"6"
« PRESS"“Enter”.
2 On Screen EZZ50000: Screen EEF20500 will be

enter the printer ID and number of copiesto be
printed

PRESS “Enter”.

displayed.
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380 Table4B - Detail Data - Water Conservation (Continued)

B Printing Report EEF235-R001 (Continued)

10-27-03

Par. 380

Step Action Result
3 IF... THEN... Screen EEF20505
will be displayed.
only data for a specific enter the county name.
county are desired
data are desired for all ENTER “ALL".
counties

data are desired within a
specific transmission date
timeframe

enter the transmission to and
through dates. Enter in
MMDDCCYY format and
PRESS “Enter”.

data are desired within a
specific performance date
timeframe

enter the performance to and
through dates. Enter in
MMDDCCYY format and
PRESS “Enter”.

data are desired within a
specific COC approval
date timeframe

enter COC approval to and
through dates. Enter in
MMDDCCYY format and
PRESS “Enter”.

1-CONSV (Rev. 2) Amend. 1

Page 7-173



Par. 380
380 Table4B - Detail Data - Water Conservation (Continued)

B Printing Report EEF235-R001 (Continued)

Step Action Result
4 | IFdataisdesred IF program
for... THEN... entered... THEN...
aspecific program | enter the number for the | has multiple | Screen EEF20510
code specific program code. fund codes | will be displayed.
Go to step 5.
does not Screen EEF20590
have will be displayed.
multiple Go to step 6.
fund codes
all programs and leave the “Enter Screen EEF20590 will be
fund codes Program Code #’ field displayed. Go to step 6.
blank and PRESS
“Enter”.
5 | Enter the fund code and PRESS “Enter”. Screen EEF20590 will be
Fund codes dligible for the program will be displayed.
displayed for selection.
6 On Screen EEF20590, PRESS “Enter”. The Menu EEF200 will be displayed.
number of copies of Report EEF235-R001
entered on Screen EZZ50000 will print.
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Par. 380
380 Table4B - Detail Data - Water Conservation (Continued)

C Exampleof Report EEF235-R001

The following is an example of Report EEF235-R001.

ANYSTATE U S. Departnment of Agriculture Prepared: 01-15-2000
ANYCOUNTY Farm Servi ce Agency
Report | D EEF235- ROO1 TABLE 4B - CRES DETAI L DATA Page: 1
FOR PRI MARY PURPOSE WATER CONSERVATI ON
CCC Approval Date 01-01-1998 Thru 01-01-1999
AD- 862 ANA TECH 'S UNITS C'S | RR APPLI ED SYSTEM WATER - WATER STORAGE- AC-FT/AC TOTAL C'S SO L PERF
CONTROL FARM OR PRAC- PRAC BY AP-  COST LEVF SIT AGFT EFFIC CONS PRIM CAPACITY WATER AC-FT PER MO ST DATE
NUMBER  NUMBER LTA TICE CODE FSA PLIED SHARES (% C BEF: AFT B:INC ACRES USE BEF : AFT SAVED SAVED AC-FT MEAS MWY
19960270 3761 ELT WC4 430 Y 2700.0 $9306 68 60 1 2.5 2.2 66 9 574.3 .33 191 $4. 95 1298
19990001 3761 ELT WC4 430 Y 460.0 $1182 50 60 1 2.5 2.2 66 9 574.3 .33 191 $.63 1299

D Description of Report EEF235-R001

Seg paragraph 356/ for description of data on Table 4B - Detail Data - Water Conservation.
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381 Table4C - Detail Data - Water Quality and Other

A When to Print

10-27-03

Par. 381

Print Table 4C - Detail Data - Water Quality and Other Report EEF240-R001 to obtain a list
of practice data for primary purposes water quality and other assistance.

STC shall review this report periodicaly. State conservation review group members shall
review this report yearly.

Printing Report EEF240-R001

Print Report EEF240-R001 according to the following.

Step Action Result
1 On Menu EEF200: Screen EZZ50000 will be
displayed.
o ENTER"7”
« PRESS"“Enter”.
2 On Screen EZZ50000: Screen EEF20500 will be

o enter the printer ID and number of copiesto
be printed

 PRESS"Enter”.

displayed.
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381 Table4C - Detail Data - Water Quality and Other (Continued)

B Printing Report EEF240-R001 (Continued)

10-27-03

Par. 381

Step Action Result
3 IF... THEN... Screen EEF20505
will be displayed.
only data for a specific enter the county name.
county are desired
data are desired for dll ENTER “ALL".
counties
data are desired within a enter the transmission to and
specific transmission date | through dates. Enter in
timeframe MMDDCCYY format and
PRESS “Enter”.
data are desired within a enter the performance to and
specific performance date through dates. Enter in
timeframe MMDDCCYY format and
PRESS “Enter”.
data are desired within a enter COC approval to and
specific COC approval through dates. Enter in
date timeframe MMDDCCYY format and
PRESS “Enter”.
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Par. 381
381 Table4C - Detail Data - Water Quality and Other (Continued)

B Printing Report EEF240-R001 (Continued)

Step Action Result
4 IF datais IF program
desired for... THEN... entered... THEN...
a specific enter the number for the | has multiple | Screen EEF20510
program code | specific program code. | fund codes will be displayed.
Go to step 5.
does not have | Screen EEF20590
multiple fund | will be displayed.
codes Go to step 6.
all programs leave the “Enter Screen EEF20590 will be displayed.
and fund codes | Program Code#’ field | Go to step 6.
blank and PRESS
“Enter”.

5 | On Screen EEF20510, enter the fund code | Screen EEF20590 will be displayed.
and PRESS “Enter”. Fund codes eligible
for the program will be displayed for
selection.

6 | On Screen EEF20590, PRESS “Enter”. Menu EEF200 will be displayed.
The number of copies of

Report EEF240-R001 entered on
Screen EZZ50000 will print.
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Par. 381
381 Table4C - Detail Data - Water Quality and Other (Continued)

C Example of Report EEF240-R001

The following is an example of Report EEF240-R001.

ANYSTATE U S. Departnment of Agriculture Prepared: 01-15-2000
ANYCOUNTY Farm Servi ce Agency
Report | D EEF240- ROO1 ABLE 4C - CRES DETAI L DATA Page: 1
FOR PRI MARY PURPOSE WATER QUALI TY AND OTHER
CCC Approval Date 01-01-1996 Thru 01-15-1999
AD 862 ANA TECH 'S UNITS as WQ TYPE WATER POLLU- LAND SO L PRE TONS as OTHER  PERF
CONTROL FARM OR PRAC- PRAC BY AP-  COST LEV F PRIM PROB BODY TRTD/ TION COVER LOSS ERCS SAVED /TON ASSI ST DATE
NUMBER  NUMBER LTA TICE CODE FSA PLIED SHARES (9% C PURP TYPE PROTECTED SEVERE B:A TOL RATE /AC SAVED  PURPOSE MWYY
19990003 237 ELT WQP1 328 Y 420.0 $10500 50 60 E 1 1 1 11 5 0899
449 Y 420.0
344 Y 420.0
19990004 1380 ELT WQP1 328 Y 140.0 $3500 50 60 E 1 1 1 11 5 0899
449 Y 140. 0
344 Y 140. 0
19990005 1173 ELT WQP1 328 Y 116.9  $2922 50 60 E 1 1 1 11 5 0999
449 Y 116.9
344 Y 116.9
19990006 200 ELT WQP1 328 Y 280.0 $7000 50 60 E 1 1 1 11 5 0999
449 Y 280.0
344 Y 280.0
19990007 1057 ELT WQP1 328 Y 280.0 $7000 50 60 E 1 1 1 11 5 0899
449 Y 280.0
344 Y 280.0
19990008 1542 ELT WQP1 328 Y 280.0 $7000 50 60 E 1 1 1 11 5 0899
449 Y 280.0
344 Y 280.0
19990009 1082 ELT WQP1 328 Y 420.0 $10500 50 60 E 1 1 1 11 5 0899
449 Y 420.0
344 Y 420.0
19990010 1400 ELT WQP1 328 Y 183.7 $4593 50 60 E 1 1 1 11 5 0999
449 Y 183.7
344 Y 183.7
19990011 114 ELT WQP1 328 Y 134.0 $3350 50 60 E 1 1 1 11 5 0899
449 Y 134.0
344 Y 134.0
19990012 1567 ELT WQP1 328 Y 280.0 $7000 50 60 E 1 1 1 11 5 0899
449 Y 280.0
344 Y 280.0

D Description of Report EEF240-R001

aragraph 357|for description of data on Table 4C - Detail Data - Water Quality and
Other.
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382 Table4D - Detail Data - Wood Production

A When to Print

10-27-03

Par. 382

Print Table 4D - Detail Data - Wood Production Report EEF245-R001 to obtain alist of
practice data for primary purpose wood production assistance.

STC shall review this report periodicaly. State conservation review group members shall
review this report yearly.

Printing Report EEF245-R001

Print Report EEF245-R001 according to the following.

Step Action Result
1 On Menu EEF200: Screen EZZ50000 will be
displayed.
« ENTER"8"
« PRESS"“Enter”.
2 On Screen EZZ50000: Screen EEF20500 will be

* enter the printer ID and number of copiesto
be printed

 PRESS"Enter”.

displayed.
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382

Table 4D - Detail Data - Wood Production (Continued)

B Printing Report EEF245-R001 (Continued)

10-27-03

Par. 382

Step Action Result
3 IF... THEN... Screen EEF20505
will be displayed.
only data for a specific enter the county name.
county are desired
data are desired for all ENTER “ALL".
counties
data are desired within a enter the transmission to and
specific transmission date through dates. Enter in
timeframe MMDDCCYY format and
PRESS “Enter”.
data are desired within a enter the performance to and
specific performance date through dates. Enter in
timeframe MMDDCCYY format and
PRESS “Enter”.
data are desired within a enter COC approval to and
specific COC approval date | through dates. Enter in
timeframe MMDDCCYY format and
PRESS “Enter”.
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382

Table 4D - Detail Data - Wood Production (Continued)

B Printing Report EEF245-R001 (Continued)

10-27-03

Par. 382

Step Action Result
4 | IF datais IF program
desired for... | THEN... entered... THEN...
a specific enter the number for the has multiple | Screen EEF20510
program specific program code. fund codes will be displayed.
code Go to step 5.
does not Screen EEF20590
have multiple | will be displayed.
fund codes Go to step 6.
al programs | leave the “Enter Program Screen EEF20590 will be
and fund Code #’ field blank and displayed. Go to step 6.
codes PRESS “Enter”.
5 | On Screen EEF20510, enter the fund code Screen EEF20590 will be
and PRESS “Enter”. Fund codes eligible for | displayed.
the program will be displayed for selection.
6 On Screen EEF20590, PRESS “Enter”. The | Menu EEF200 will be displayed.

number of copies of Report EEF245-R001
entered on Screen EZZ50000 will print.
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Par. 382
382 Table4D - Detail Data - Wood Production (Continued)

C Exampleof Report EEF245-R001

The following is an example of Report EEF245-R001.

ANYSTATE U S. Departnment of Agriculture Prepared: 01-15-2001
ANYCOUNTY Farm Servi ce Agency
Report | D EEF245- ROO1 TABLE 4D - CRES DETAI L DATA Page: 1

FOR PRI MARY PURPCSE WOOD PRCDUCTI ON

COC Approval Date 01-01-1998 Thru 01-15-2000

AD- 862 ANA TECH C/S UNITS as L LAND SITE FOREST STOCK C/S PER SITE CS PER CS PER PERF
CONTROL FARM  OR PRAGC- PRAC BY AP- COosT LEV F CCOVER IN- POT. COVER LEVEL ACRE PREP AC SITE CU FT. DATE
NUMBER  NUMBER LTA TICE CODE FSA PLIED SHARES (% C C B:A DEX PROD BEF: AFT BEF: AFT TREATED ACRES PREP POT PROD MWY

19970013 2227 Sl P2 4y 57.0 $5700 55 4E 7 7 83 103 51 40 900 901 $100.00 57.0 $60. 00 $.14 0200
19980001 2299 Sl P2 3Y 64.0 $5184 60 3wW 77 81 103 50 41 900 901 $81. 00 64.0 $45. 00 $.12 0299
19980003 740 Sl P2 3Y 22.0 $2200 15 3W 77 80 103 50 41 900 901 $100.00 22.0 $60. 00 $.14 0199
19980005 2358 Sl P2 4y 30.0 $3150 64 3w 77 83 103 50 40 900 901 $105.00 30.0 $65. 00 $.15 0200
19980009 2333 CP3A 2Y 27.9 $1395 50 3w 84 103 50 56 900 901 $50. 00 27.9 $21.97 $.06 0400
19980023 2131 CP3A 2Y 55.1 $6160 8 3w 90 103 50 72 900 901 $111.80 55.1 $10. 00 $.13 0300
19980024 2239 CP3A 2Y 225.0 $15393 48 6W 90 24 50 60 901 999 $68.41 225.0 $10. 00 $.33 0599
19980025 2239 CP3 612 Y 21.1 $1308 30 6E 90 24 60 60 999 901 $61. 99 21.1 $21. 99 $.38 0899
19990001 782 Sl P2 2Y 18.0 $943 75 3E 47 86 142 50 41 999 901 $52. 39 18.0 $45. 00 $.05 0599
19990003 2239 CP3A 2Y 72.6 $5036 49 6W 90 24 50 60 901 999 $69. 37 72.6 $10. 00 $. 34 0400
19990005 2333 CP3A 2Y 36.3 $2559 45 3w 80 68 40 50 900 901 $70. 50 36.3 $10. 00 $.12 0400
19990009 2239 CP3 2Y 243.4 $20568 46 3E 80 68 40 40 900 901 $84.50 243.4 $22.00 $.19 0400
19990010 2239 CP3 2Y 44.7 $3451 48 3E 80 68 50 50 900 901 $77. 20 44.7 $23. 00 $.17 0400
20000005 2333 CP3A 2Y 15.7 $1121 49 3w 76 103 58 58 900 901 $70. 50 15.9 $10. 00 $.08 0400

D Description of Report EEF245-R001

aragraph 358|for description of data on Table 4D - Detail Data - Wood Production.
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Par. 398
Part 8 County Office Ledgers

398 Oveview

A Accounting Document

10-27-03

The automated ledger reports shall be used to monitor alocations, C/S approvals, and C/S
earnings.

All ledger entries are created from entries on AD-245, or data recorded on ledger screens
accessed on Menu EEA400.

Entries on ledgers must be in whole dollars.

The system will maintain FY allocation control ledgers from the entries made in the
conservation automation system.

* Separate ledgers for national specia projects will be maintained by the system and will be
created upon entry of the fund code on the County Eligibility Table.

* Separate ledgers will be maintained by the system for ANA'sand LTA's.
FY Close Out

See Part 11 to close out FY ledgers and perform FY rollover.
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Par. 398
398 Overview (Continued)

C Exampleof Menu EEA400

Thisis an example of Conservation Ledger Menu EEA400.

COVVAND EEA400 EO
Conservation Ledger Menu

1 Record Al locations

2 Record Refunds

3. Ledger Reports

4. Record Ledger Adjustnents

5 Record LTA Contract Approval s
6 Di spl ay Mont h- End Summari es

7 Del ete LTA Contract(s)

20. Return To Application Primary Menu

21. Return To Application Selection Screen
22. Return To Ofice Selection Screen

23. Return To Primary Sel ecti on Menu

24. Sign Of

Cmd3=Pr evi ous Menu

Enter option and press "Enter".

D Accessing Menu EEA400

On Menu EEAQ00, ENTER “4” and PRESS “Enter” to access Menu EEA400.
E Checklist

Seg Exhibit 20[for County Office monthly checklist.

399 (Reserved)
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400

Allocations

Section 1 Record Allocations

A Changesin Allocations

Reminder:

Important:

record allocations for the program.

B Recording Allocations

10-27-03

Record allocations according to the following.

Par. 400

Follow the instructions in this paragraph to record an increase or decrease in alocations.
Allocations for CRP C/S are not recorded in the System 36 CRES ledgers.

Programs and fund codes must be eligible on the County Eligibility Table to

Step Action Result
1 | On Menu EEA400: Screen EEA40500
will be displayed.
* ENTER*"1”
« PRESS“Enter”.
2 | On Screen EEA40500: Screen EEA41000
will be displayed.
* enter the number for the program to be accessed
« PRESS“Enter”.

3 | On Screen EEA41000, in the “Change” field, enter the Screen EEA41005
amount of the allocation increase or decrease for the program | will be displayed
or fund code. with the message,

“IM: Change(s)
Note: A decrease shall be entered with a negative sign (-) updated on ledger
before the amount. A sign is not required for a as shown above’.
positive amount.
When all data are verified to be correct, PRESS “Enter”.

4 | On Screen EEA41005, the new total allocation will be Menu EEA400
displayed for the program or fund code. Verify data will be displayed.
displayed.

* PRESS*“Cmd2’ or “F2" to record an allocation for
another program. Repeat steps 1 and 2.
o« PRESS"“Cmd7” or “F7” to return to Menu EEA4Q0.
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Par. 400

400 Allocations (Continued)

C Example of Screen EEA41000

401-411

10-27-03

The following is an example of Ledger Allocations/Authorizations Screen EEA41000.

Conservati on 001- ANYCOUNTY Di spl ay EEA41000

Ledger Allocation/Authorization Screen Version: AC98 01-15-2002 15:46 Term EO

Fi scal Year: 2002 Ledger Code: ECPD Total Allocation $ 8,713
Change(+/ -) Al'l ocation

ECPD ECP - Drought 8,713

NO MORE LEDGER CODES

Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End

(Reserved)
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Par. 412
Section 2 C/S Obligations and Transactions

412  Obligating Fundsfor Cost-Sharing
A C/SObligations

If an obligation isincurred, it remains an obligation until canceled or performed. This applies
although the obligation is carried out or canceled in alater FY.

B LTA Obligations

For LTA’s, the obligation is made when al required signatures are obtained on the LTA
contract. See applicable program handbooks for required signatures on LTA contracts.

* Thetota obligation for all years of the LTA contract is entered according to Section 3.

* Increases and decreasesin LTA contract approvals are recorded on the ledger by entering
the increase or decrease according to Section 3.

* Decreasesin LTA contract approvals, because of a canceled practice, are recorded on the
ledger by entering the decrease amount with a negative sign (-) according to Section 3.
Thisis only used when AD-245 will not be issued or performance will not be earned on
AD-245. If AD-245 has been created, it must be canceled before the LTA contract
approval is decreased.

o SeePart 5, Section 6 for instructionson LTA AD-245 Slippage.

C ANA Obligations
For ANA's, the approval of the applicant’s request on AD-245, page 1 creates the obligation.
* The ANA entries from the ledger are from the automated AD-245.

* The C/S amount approved and C/S amount earned entered for the practice according to
Part 5 are posted to the ledger.
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Par. 413
413 C/STransactions

A LTA Transactions
For LTA’s, changes to the C/S amount approved on AD-245 according to Part 5, Section 4,
will not generate an entry to the C/S approved amount column on the ledger. Only a contract
approval, increase, or decrease according to Section 3 will generate an entry to the C/S
approved amount on the ledger. See Part 5, Section 6 for additional LTA ledger entries.

B ANA Transactions

The C/S amount approved and C/S amount earned are posted to the ledger when AD-245 is
updated according to Part 5.

Increases and decreases in the C/S amount approved on AD-245 will post an entry to the
ledger.

414-425 (Reserved)
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426

Section 3 LTA Contract Approvals

Record LTA Contract Approvals

A LTA Contract Approvals

10-27-03

Par. 426

Record LTA contract approvals and any increase or decrease in C/S approval for LTA,
including contract terminations, according to this paragraph. When anew LTA or contract is
approved, the approval must be recorded according to this paragraph. When a contract is
terminated, any unearned balance must be reduced to zero according to this paragraph.

Note: LTA shall beinterpreted to mean all conservation programs with LTA’s or contracts,

except CRP.

Entering LTA Contract Approval Data

Enter LTA contract approval, or increases or decreases to contract approval as follows.

Step Action Result
1 On Menu EEAO0QO: Menu EEA400 will be displayed.
* ENTER"4”
« PRESS"Enter”.
2 On Menu EEA400: Screen EEA40500 will be displayed.
* ENTER"Y”
» PRESS"“Enter”.
3 On Screen EEA40500, enter theledger | IF ACP-LTA or
code to be accessed and PRESS ACP-ELT was... | THEN...
“Enter”. The eligible program codes
on the County Eligibility Table will be gfgggram code vSv?IrIet?; ;;ﬁ:yg%
displayed for selection. Go to step 4.
not the program Screen EEA44000
code entered will be displayed.
Go to step 5.
4 | On Screen EEA40505, enter thefund | Screen EEA44000 will be displayed.
code and PRESS “Enter”. The eligible
fund codes on the County Eligibility
Table will be displayed for selection.
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426  Record LTA Contract Approvals (Continued)

B Entering LTA Contract Approval Data (Continued)

10-27-03

Par. 426

Step Action Result
5 | On Screen EEA44000: Screen EEA44005 will be displayed.
» enter the contract number for LTA
» PRESS“Enter”.
The contract number consists of FY the
contract was approved, the sequential
number assigned to the contract, and a
suffix if applicable (CCFY XXXX X).
Ensure that the correct contract number
is entered before pressing “Enter”.
6 | On Screen EEA44005, enter the last IF... THEN...
B POSOnS  ae oD C S ID O IEVE 4 ietg was | Screen MACR01-02
' left blank will be displayed.
Note: Only enter 1 applicant for the Gotostep 7.
contract. Usethe primary the last 4 Screen EEA44010
applicant. positions of will be displayed.
the applicant’s | Go to step 9.
ID were
entered
7 | On Screen MACRO01-02: Screen MACRO01-01 will be displayed.
» enter the last name of the applicant
« PRESS"Enter”.
8 | On Screen MACRO01-01: Screen EEA44010 will be displayed

o select the applicant
« PRESS"Enter”.

with current contract balances.
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426  Record LTA Contract Approvals (Continued)

B Entering LTA Contract Approval Data (Continued)

10-27-03

Par. 426

Step

Action

Result

9

IF...

THEN enter the...

entering a new contract
approva

C/S amount approved and
PRESS “Enter”. Thisisthe totd
obligation COC has approved for
the contract.

anincreasein C/S
approva on a
previously approved
contract is needed

amount approved for increase
and PRESS “Enter”. Do not

enter aplus sign (+) for increases.
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Record LTA Contract Approvals (Continued)

B Entering LTA Contract Approval Data (Continued)

10-27-03

Par. 426

Step Action Result
9 THEN enter Screen EEA44015 with
(Cntd) | IF... the... the message, “Change(s)

adecrease in C/S approval on a
previously approved contract is
needed for the following

reasons

o AD-245 will not be issued
for a scheduled practice

» performance will not be
earned for a practice

Note:

In this case, ensure
that AD-245 is
canceled before
decreasing the
contract approval.

See paragraph 4271

e LTA iscanceled or
terminated

» dlippage occurred on
AD-245 for the contract and
the funds will not be needed
for the contract

amount of the
decrease with a
negative sign (-)
and PRESS
“Enter”.

When all dataiis verified to be correct, PRESS

"Enter".

updated on ledger as
shown above.”, and new
contract balances will be

displayed.

 PRESS*“Cmd7” or
“F7” to returnto
Menu EEA400.

e PRESS“Cmd2’ or
“F2" to enter another
LTA contract
approval.
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Par. 427
427  Canceling AD-245'sfor LTA Contracts

A Canceling AD-245's

Before decreasing the approval amount on an LTA contract according tq paragraph 426| do
the following.

* Print ACP-301. Review the report for control numbers that have been created for the
LTA contract.

* All AD-245 sthat have not had performance recorded and practices that will not be

performed shall be canceled according to Part 5 before the LTA contract approval is
decreased.
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Par. 428

428  Changing Applicant ID on LTA Contract
A Applicant ID
When an LTA contract approval is recorded according to paragraph 426, the applicant’s ID is
entered for LTA.
Change or correct the applicant ID on an LTA contract according to subparagraph B.
B Entering Applicant ID Change
Change or correct the applicant ID on an LTA contract as follows.
Step Action Result
1 On Menu EEAO0QO: Menu EEA400 will be displayed.
* ENTER"4”
» PRESS"Enter”.
2 On Menu EEA400: Screen EEA40500 will be displayed.
* ENTER"Y’
» PRESS"“Enter”.
3 On Screen EEA40500: IF the program
code selected... | THEN...
* enter the ledger code to be accessed
¢  PRESS“Enter”. has multiple Screen EEA40505
fund codes will be displayed.
The eligible program codes on the Go to step 4.
gl_oulntyeglllglbéleljty T_able will be does not have Screen EEA44000
ISplayed for selection. multiplefund | will be displayed.
codes Go to step 5.
4 On Screen EEA40505: Screen EEA44000 will be displayed.
» enter the fund code
» PRESS“Enter”.
The eligible fund codes on the County
Eligibility Table will be displayed for
selection.
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428

Changing Applicant ID on LTA Contract (Continued)

B Entering Applicant ID Change (Continued)

Par. 428

Step

Action

Result

5

On Screen EEA44000:

* enter the contract number for LTA
+ PRESS “Enter”.

The contract number consists of FY the contract was
approved, the sequential number assigned to the
contract, and a suffix if applicable (CCFY XXXX X).
Ensure that the correct contract number is entered
before pressing “Enter”.

Screen EEA44005 will be
displayed.

On Screen EEA44005, the previously entered
applicant 1D, name, and address will be displayed.

Complete the following to change the applicant ID.

* Deéletethelast 4 positions of the previoudly
entered applicant’s ID.

* Enter the last 4 positions of ID for the applicant
to berecorded on LTA and PRESS “Enter”.

Screen EEA44010 will be
displayed.

On Screen EEA44010, the new applicant 1D, name,
and address will be displayed.

* Leavethe“C/S amount approved” field blank.
» PRESS“Enter”.

Screen EEA44015 will be
displayed with the
message, “ Change(s)
updated on ledger as
shown above”.

A ledger transaction will
be posted to the ledger as
“Producer Change” with
the new applicant’s name
and no changes to the
contract approva amount.
All subsequent ledger
postings for LTA will be
recorded with the new
applicant’ s name.

429-438 (Reserved)

10-27-03
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Par. 439
Section 4 Delete LTA Contracts

439  Deleting LTA Contracts

A Criteria

10-27-03

LTA contracts can be deleted according to this paragraph if al of the following criteria exists.

LTA contract has expired or been canceled.
LTA contract has had no performance recorded in the previous or current FY .
On the Sequential LTA Contracts/Agreements Report, the LTA contract has no amount in

the C/S amount approved, performance amount approved, and performance amount
earned columns, and a zero in the balance available column.

Note: See paragraph 426 ffor instructions to reduce C/S amounts approved to zero.

All AD-245'sfor the LTA contract have been canceled or have final performance
recorded in the system. To ensure that this exists, complete the following:

o print the ACP-301 report

o verify that all AD-245'sfor the LTA contract have either been canceled or have a
performance date.

Important: LTA contracts that have accelerated payments and are paid in the first year of

the contract shall not be deleted in case further action is needed throughout the
lifespan of the contract.
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439

Deleting LTA Contracts (Continued)

B Deleting Contracts From the System

10-27-03

Par. 439

Delete LTA contracts that meet criteriain subparagraph A as follows.

Step

Action

Result

1

On Menu EEA0Q0O:

« ENTER"#4’
 PRESS"Enter”.

Menu EEA400 will be displayed.

2 On Menu EEa400: Screen EEA40500 will be displayed.
* ENTER"7”
e PRESS"“Enter”.
3 On Screen EEA40500: IF the program
code selected... | THEN...
* enter the number for the ledger code
¢ PRESS“Enter”. has multiple Screen EEA40505
fund codes will be displayed.
The eligible programs on the County Go to step 4.
Ellglb_lllty Table will be displayed for does not have Screen EEA45000
selection. multiple fund will be displayed.
codes Go to step 5.
4 On Screen EEA40505: Screen EEA45000 will be displayed.

* enter the fund code
+ PRESS “Enter”.

The eligible fund code on the County
Eligibility Table will be displayed for
selection.
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439 Deleting LTA Contracts (Continued)

B Deleting Contracts From the System (Continued)

Par. 439

Step Action Result

5 On Screen EEA45000, LTA contracts that have azero | Screen EEA45005 will
balance available and have no amountsin the C/S be displayed.
amount approved, performance amount approved, and
performance amount earned columns on the Sequential
LTA Contracts/Agreements Report and have not had
any performance recorded in the previous and current
FY will be displayed. Ensurethat all AD-245's for the
contract either have been canceled or have final
performance recorded according to subparagraph A.

Enter the number for the contract number to be
deleted and PRESS “Enter”.

6 On Screen EEA45005, the question, “Isthisthe Screen EEA45000 will
contract you wish to delete (Y or N)?7’, will be be redisplayed with the
displayed. ENTER “Y” to delete the contract and message, “Contract has
PRESS “Enter”. been deleted”. PRESS

“Cmd7” or “F7” to
return to Menu EEA400.

440-463 (Reserved)

10-27-03
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Par. 464
Section 5 Refunds

464  Record Refunds

A Refunds

10-27-03

Handle refunds according to 3-Fl.

The refund option is available only by using a password available from CEPD through your
State Office.

Refunds shall be recorded only for:

» repayment of C/S on AD-245's that are no longer accessible to record the correction
through AD-245 correction after performance processing

» recording expired checks that will not be replaced by a substitute check

¢ paymentson aclaim that is based on areceivable established before installing
conservation/accounting interface software contained in County Software Release
No. 492.

This paragraph does not apply to SIP or CRP.

Important:  Refunds are not interfaced with accounting software so they must be processed
on CCC-257 before recording the refund on the ledger. Refunds on claims
originating from CRES overpayments that are collected on CCC-257 in the
current year must be recorded on the ledger by the end of the current FY
according to this section.
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464  Record Refunds (Continued)

B Recording Refunds

10-27-03

Record refunds according to the following.

Par. 464

Step Action Result
1 On Menu EEA400: Screen EEA40501 will be displayed.
« ENTER"2
« PRESS“Enter”.
2 | Screen EEA40501 requires a password to | Screen EEA40500 will be displayed.
be entered. Because of the restrictive
nature of using the refund option after the
accounting interface software installation,
apassword will be provided by CEPD
through the State Office to allow access.
Note: The user can PRESS “Cmd7” or
“F7” to end the refund process
and return to this screen later
when contacted by CEPD.
When the proper password is entered,
PRESS “Enter”.
3 Enter the number for the program to be IF the program
accessed and PRESS “Enter”. entered... THEN...
has multiple Screen EEA40505
fund codes will be displayed.
Go to step 3.
does not have Screen EEA41500
multiple fund will be displayed.
codes Go to step 4.
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464  Record Refunds (Continued)

B Recording Refunds (Continued)

10-27-03

Par. 464

Step

Action

Result

4

On Screen EEA40505:

enter the fund code
PRESS “Enter”.

Screen EEA41500 will be

displayed.

On Screen EEA41500, enter:

4-digit program year that the original
payment was issued.

control number for the origina payment.
If original payment did not have a control
number (issued before CRES AD-862
data), enter the program year and
CCC-257 number.

refund amount.
* Do not include any interest paid.

* Do not enter aminus or plus sign
when entering an initia refund. The
system will automatically post refunds
as negatives on the ledger.

o If an adjustment is being made to a
previoudly entered refund and the
refund amount needs to be decreased
for the initially entered refund amount,
indicate with a negative sign (-).

o If an adjustment is being made to a
previoudly entered refund and the
refund amount needs to be increased,
do not enter asign.

When all data are verified to be correct,
PRESS “Enter”.

Screen EEA41505 will be

displayed.

IF the control
number is...

THEN...

not found on
file

go to step 6.

found on file

go to step 7.
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464  Record Refunds (Continued)

B Recording Refunds (Continued)

10-27-03

Par. 464

Step Action Result

6 | On Screen EEA41505, the message, “The entered control Gotostep 7.
number is not present on the AD-245 file. Press“Enter” if
you still wish to record this refund”, will be displayed on the
screen.
o PRESS“Enter” if control number is correct.
o« PRESS“Cmd4” or “F4” to enter a new control number.

7 Screen EEA41505 will be displayed with the message, Menu EEA400
“Refund has been recorded on ledger”. will be displayed.
« PRESS*“Cmd2’ or “F2” to enter another refund and

follow steps 1 through 5.
o« PRESS"“Cmd7” or “F7” to return to Menu EEA4Q0.
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Par. 464
464  Record Refunds (Continued)

C Example of Screen EEA41505

The following is an example of Ledger Refunds Screen EEA41505.

Conservati on 077- BEACONSTREET Di spl ay EEA41505
Ledger Refunds Screen Version: AD20 02-11-2003 12:23 Term E1
Fi scal Year: 2003 Ledger Code: ECPD

Program Year: 2000

Control Nunber: 2000 12

Ref und Anount : 350

Cmd2=Return To "Enter Ledger Code" Cnd4=Previous Screen OCmi7=End
IM Refund has been recorded on | edger.
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Par. 465
465  Record Refundsin a Closed L edger

A Record Refund

If the program ended in a prior FY with all obligations either paid or canceled, and arefund is
collected this FY, the transaction should be handled as follows.

* Update County Eligibility Table to make the program eligible.

« Record the refund on the Ledger Refund Screen according to|paragraph 464

* Therefund amount will display on the ledger as a negative entry in columns 4, 5, and 6
and as a positive entry in column 7.

B Return Fundsto State Office

Since the program was completed in aprior FY in the county, the funds may not be needed in
the county and should be returned to the State Office. Handle asfollows.

* Record the allocation decrease on the Allocation Ledger Entry Screen according to
Section 1.

* Notify the State Office that the funds are being returned.
* Thealocation column of the ledger will be a negative entry.

* Theledger balance should reflect a negative entry in columns 3, 4, 5, and 6 and azero in
column 7. At the end of FY, rollover will zero out this ledger.

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 8-156



Par. 465
465 Record Refundsin a Closed Ledger (Continued)

C Exampleof Ledger

The following is an example of the Sequential Ledger Entry Report EEA425-R007 reflecting
the refund recorded in a closed ledger and returned to the State Office.

At the end of FY,, rollover will automatically zero out this ledger.

ANYSTATE U S. Departnent of Agriculture Prepared: 01-15-2002
ANYCOUNTY Farm Servi ce Agency As Of: 01-15-2002
Report |1 D EEA425- RO07 County Allocation Control Ledger Page: 1
Fi scal Year: 2002 Sequential Ledger Entry Ledger Code: ECPT
Date From 10-01-2001 Thru 01- 15- 2002 Fund Code: 00
*  DESCRI PTION OF TRANS. * ALLOCATION * COST- SHARE ASS| STANCE * BALANCE
DATE *  (DESCR - CONTROL NO. * AND CHANGES *  AMOUNT  * PERFORVED *  AVAI LABLE FOR

* FARM P-A, CNTR # - PROD.) * AMOUNT * APPROVED * AMOUNT APPROVED * AMOUNT EARNED * COVM TMENT

01-15-2002 2000 REFUND 2000 0036 500- 500- 500- 500

01-15-2002 CURRENT BALANCE 500- 500- 500- 500
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Par. 466
466  Record Returned Refund in State Reserve

A Record Refund
When the County Office returns the refund amount to the State Office, the State Office must
record the returned refund amount in the State reserve. The allocation amount on FSA-357
will not change because of refunds.
The refund amount can be transferred to other County Offices as an alocation. If the
program is completed in the State (such as ECP), the funds should be returned to the national
level.

B If Refund Allocated to Another County
If the refund amount will be allocated to another County Office:
+ dlocate the funds to the County Office the same as other allocation changes
* instruct the County Office to record the allocation according to Section 1
* reduce the State reserve by the amount allocated to the County Office.

Note: The sum of the county alocations plus the State C/S reserve and the technical
assistance reserve will equal the State allocation on FSA-357.
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Par. 467
467  Return Refundsto National L evel for Closed Programs

A FundsReturned to National Level
Refund for closed programs should be returned to the National Office as soon as received.
Notify CEPD, by memorandum, of the return of funds. When FSA-357 isreceived in the
State Office, reduce the State reserve by the amount of the refund. If the program had been

completed in the State in a prior FY, the State allocation will be a negative entry on FSA-357.
At the end of FY/, rollover will zero out this program.

468-478 (Reserved)

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 8-159
(through 8-190)






Par. 479
Section 6 L edger Adjustments

479  Record Ledger Adjustments

A

10-27-03

Password and Approval for Ledger Adjustments

Under no circumstances shall a County Office make a ledger adjustment according to this
paragraph without obtaining approval from the State Office. Accessto ledger adjustmentsis
limited by a password available from CEPD through the State Office.

Important:  County Offices arerequired to contact State Offices for a password and
approval to make ledger adjustments or contract adjustments.

Adjustmentsto Ledgers

Make adjustments to the ledger according to this paragraph only when the adjustment cannot
be made by correcting an automated AD-245. Correcting the automated AD-245 may adjust
the ledger without having to make aledger adjustment according to this paragraph. Always
ensure that the amounts are correct on AD-245 before making a ledger adjustment according
to this paragraph.

Ledger adjustments according to this paragraph are primarily to be used to correct posting
errors that occurred before installing the accounting interface software contained in County
Software Release No. 492.

When aledger adjustment is made according to this paragraph, the ledger will not reflect a
transaction for a specific control number, only that an adjustment has been made.

After an adjustment is updated to the ledger, print the Sequential Ledger Entry Report
according to Section 9. Manually document on the ledger why the ledger adjustment was
made (control number, reason why, person’s name that authorized the adjustment, etc.). File
the ledger according to 25-AS.
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Par. 479

479 Record Ledger Adjustments (Continued)

C

10-27-03

Example of Screen EEA40501

The following is an example of County Allocation Control Ledger Screen EEA40501. This
warning screen will be displayed when option 5 is selected on Menu EEA400.

Conservati on 077- ANYCOUNTY EEA40501
County Allocation Control Ledger Screen Version: AD14 11-15-2002 15:21 Term EO

Record Ledger Adjustnents
WARNI NG

To run this procedure, you nust obtain authorization and a
password from CEPD t hrough your State O fice.

Current Session Date: 20021115
Tine: 152124

Passwor d:

Ent er =Conti nue Cmi7=End
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479 Record Ledger Adjustments (Continued)

D Entering Ledger Adjustment Data

10-27-03

Par. 479

Complete the following to record aledger adjustment to the Sequential Ledger Entry Report.
An adjustment made according to this subparagraph will not post an adjustment to an LTA
contract or the Sequential LTA Contracts/Agreements Report. I an adjustment needsto be

made to an LTA contract, follow paragraph 480|

Step

Action

Result

1

On Menu EEA0QO:

« ENTER"#4’
« PRESS“Enter”.

Menu EEA400 will be
displayed

On Menu EEA400:

« ENTER"#4"
« PRESS“Enter”.

Screen EEA40501 will
be displayed

Screen EEA40501 requires a password to be entered.

Because of the limited reasons for recording ledger
adjustments after the accounting interface software
installation, a password will be provided by CEPD
through the State Office to allow access.

Note: PRESS“Cmd7” or “F7” to end the ledger
adjustment process and return to this screen
later when contacted by CEPD.

When the proper password is entered, PRESS “Enter”.

Screen EEA40500 will
be displayed.
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479 Record Ledger Adjustments (Continued)

D Entering Ledger Adjustment Data (Continued)

10-27-03

Par. 479

Step Action Result
4 | On Screen EEA40500: IF the ledger
codeentered... | THEN...
 enter the number for the ledger _
code to be accessed has mUItlpIe Screen EEA40505 will
fund codes be displayed. Go to
« PRESS“Enter”. step S.
Programs eligible on the County doesnot have = Screen EEA43500
S ) ) multiple fund will be displayed if
Ellglb_lllty Table will be displayed for codes program is for LTA
selection. (go to step 6)

» Screen EEA43505
will be displayed if
program is not for
LTA. Gotostep 7.

5 | On Screen EEA40505: » Screen EEA43500 will be displayed if
programisfor LTA. Go to step 6.
* enter the fund code
« PRESS“Enter”. o Screen EEA43505 will be displayed if
programisnot for LTA. Goto step 7.
Fund codes dligible on the County
Eligibility Table will be displayed for
selection.
6 | On Screen EEA43500: Screen EEA43505 will be displayed with

+ |eavethe “contract number” field
blank

* PRESS“Enter” to adjust
Sequential Ledger Entry Report.

Note: To make acontract
adjustment, see

paragraph 480

current ledger balances.
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479 Record Ledger Adjustments (Continued)

D Entering Ledger Adjustment Data (Continued)

Par. 479

Step

Action

Result

7 “C/S Amount Approved” field. Enter the amount to
be adjusted in this field.

If the correction isto be subtracted, enter minus sign
(-) before the amount.

A plus sign (+) shall not be used when entering a
positive amount.

The amount will only adjust the C/S amount
approved column on the Sequential Ledger Entry
Report.

If an adjustment to this field is not needed, leave the
field blank.

“Performance Amount Approved” field. Enter the
amount to be adjusted in thisfield.

If the correction isto be subtracted, enter minus sign
(-) before the amount.

A plus sign (+) shall not be used when entering a
positive amount.

The amount will only adjust the performance amount
approved column on the Sequential Ledger Entry
Report.

If an adjustment to this field is not needed, leave the
field blank.

10-27-03
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479 Record Ledger Adjustments (Continued)

D Entering Ledger Adjustment Data (Continued)

10-27-03

Par. 479

Step Action Result
7 “Performance Amount Earned” field. Enter the
(Cntd) | amount to be adjusted in this field.
» If the correction is to be subtracted, enter minus
sign (-) before the amount.
* A plussign (+) shall not be used when entering a
positive amount.
*  The amount will only adjust the performance
amount earned column on the Sequential Ledger
Entry Report.
o If an adjustment to thisfield is not needed, leave the
field blank.
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479 Record Ledger Adjustments (Continued)

D Entering Ledger Adjustment Data (Continued)

10-27-03

Par. 479

Step Action Result
7 “Balance Available” field. Enter theamount | Screen EEA43510 will be
(Cntd) | to be adjusted in thisfield. displayed with the message,

+ |f the correction isto be subtracted, enter
minus sign (-) before the amount.

* A plussign (+) shal not be used when
entering a positive amount.

o Theamount will only adjust the balance
available for commitment column on the
Sequential Ledger Entry Report.

o If an adjustment to thisfield is not needed,
leave the field blank.

When all data have been verified to be correct,
PRESS “Enter”.

“Changes(s) updated on
ledger as shown above”, and
the ledger will be updated.
New ledger balances will be
displayed on the screen.

« PRESS*“Cmd7” or “F7”

to return to

Menu EEA400.

+ PRESS“Cmd2” or “F2”
to make a ledger
adjustment for a different

program.
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Par. 480

480  Record Ledger Adjustmentsfor a Specific LTA Contract

A

10-27-03

Password and Approval for Contract Ledger Adjustments

Under no circumstances shall a County Office make a ledger adjustment according to this
paragraph without obtaining approval from the State Office. Accessto ledger adjustmentsis
limited by a password available from CEPD through the State Office.

Important:  County Offices arerequired to contact State Offices for a password and
approval to make ledger adjustments or contract adjustments.

Adjustmentsto Ledgersfor a Specific Contract

Make adjustments to the ledger for a specific LTA contract according to this paragraph only
when the adjustment cannot be made by correcting an automated AD-245. Correcting the
automated AD-245 may adjust the ledger and contract without having to make a ledger
adjustment according to this paragraph. Always ensure that the amounts are correct on
AD-245 for the contract before making a ledger adjustment for a specific contract according
to this paragraph.

When aledger adjustment is made according to this paragraph:

* the Sequential Ledger Entry Report will not reflect a transaction for a specific control
number, only that a contract adjustment has been made

o only the Sequential LTA Contracts/Agreements Report will reflect the adjustment for the
contract.

After an adjustment is updated to the ledger, print the Sequential Ledger Entry Report
according to Section 9. Manually document on the ledger why the ledger adjustment for a
specific contract was made (control number, contract number, amount of adjustment, reason
why, person’s name that authorized the adjustment, etc.). File the ledger according to 25-AS.

1-CONSV (Rev. 2) Amend. 1 Page 8-198



Par. 480
480 Record Ledger Adjustmentsfor a Specific LTA Contract (Continued)

C Example of Screen EEA40501

The following is an example of County Allocation Control Ledger Screen EEA40501. This
warning screen will be displayed when option 5 is selected on Menu EEA400.

Conservati on 077- ANYCOUNTY EEA40501
County Allocation Control Ledger Screen Version: AD14 11-15-2002 15:21 Term EO

Record Ledger Adjustnents
WARNI NG

To run this procedure, you nust obtain authorization and a
password from CEPD t hrough your State Ofice.

Current Session Date: 20021115
Tine: 152124

Passwor d:

Ent er =Conti nue Cmd7=End

D Two Ledger Adjustments Needed for LTA’S

LTA ledger adjustments must be done twice to keep the two LTA ledgers in agreement.
Record adjustments according to:

* |paragraph 479|(without the contract number) to correct the Sequential Ledger Entry
Report

+ this paragraph (with the contract number) to correct the Sequential LTA
Contracts/Agreements Report.

After the manual adjustments are made, print the Sequential Ledger Entry Report and the
Sequential LTA ContractsAgreements Report. Ensure that columns 4, 5, and 6 on the
Sequential LTA ContractsAgreements Report match columns 4, 5, and 6 on the Sequential
Ledger Entry Report for the program and fund code. There should only be a differenceif a
refund has been posted on the Sequential Ledger Entry Report.
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Par. 480

480 Record Ledger Adjustmentsfor a Specific LTA Contract (Continued)

E Entering Ledger Adjustment Data for a Specific Contract

Complete the following to record a contract adjustment to a specific LTA contract and the
Sequential LTA Contracts/Agreements Report.

Note: An adjustment made according to this subparagraph will not post an adjustment to the
Sequential Ledger Entry Report although a contract adjustment entry will print
without any amount entries. 1f an adjustment needs to be made to the LTA Sequential

Ledger Entry Report, follow_paragraph 479

Step Action Result
1 On Menu EEAO0QO: Menu EEA400 will be
displayed
* ENTER"4”
* PRESS"“Enter”
2 On Menu EEA400” Screen EEA40501 will
be displayed
 ENTER"4”
» PRESS“Enter”.

3 | Screen EEA40501 requires a password to be entered. Screen EEA40500 will
Because of the limited reasons for recording ledger be displayed.
adjustments after the accounting interface software
installation, a password will be provided by CEPD
through the State Office to allow access.

Note: PRESS“Cmd7” or “F7” to end the ledger
adjustment process and return to this screen later
when contacted by CEPD.
When the proper password is entered, PRESS “Enter”.
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Par. 480

480 Record Ledger Adjustmentsfor a Specific LTA Contract (Continued)

E Entering Ledger Adjustment Data for a Specific Contract (Continued)

10-27-03

Step Action Result
4 On Screen EEA40500: IF the ledger
codeentered... | THEN...

* enter the number for the LTA ledger

code to be accessed hasmultiple | Screen EEA40505
. PRESS“Enter”. fund codes will be displayed.

Go to step 5.

Programs eligible on the County doesnot have | Screen EEA43500
Eligibility Table will be displayed for multiple fund will be displayed.
selection. codes Go to step 6.

On Screen EEA40505:

* Enter the fund code
s PRESS “Enter”.

Fund codes dligible on the County
Eligibility Table will be displayed for
selection.

Screen EEA43500 will be displayed.

On Screen EEA43500:
* enter the contract number
* PRESS“Enter” to adjust a specific

contract and the Sequential LTA
Contracts/Agreements Report.

Screen EEA43505 will be displayed
with the current contract balances.
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480 Record Ledger Adjustmentsfor a Specific LTA Contract (Continued)

E Entering Ledger Adjustment Data for a Specific Contract (Continued)

Par. 480

Step

Action

Result

7

“C/S Amount Approved” field. Anamount cannot
be entered in this field for a contract adjustment. 1f an

increase or decrease in the C/S approved amount for
the contract needs to be made, see Section 3.

“Performance Amount Approved” field. Enter the

amount to be adjusted in thisfield.

If the correction isto be subtracted, enter minus
sign (-) before the amount.

A plus sign (+) shall not be used when entering a
positive amount.

The amount will only adjust the performance
amount approved column on the Sequential LTA
Contracts/Agreements Report.

If an adjustment to this field is not needed, leave
the field blank.

“Performance Amount Earned” field. Enter the
amount to be adjusted in thisfield.

If the correction isto be subtracted, enter minus
sign (-) before the amount.

A plus sign (+) shall not be used when entering a
positive amount.

The amount will only adjust the performance
amount earned column on the Sequential LTA
Contracts/Agreements Report.

If an adjustment to this field is not needed, leave
the field blank.

10-27-03
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Par. 480

480 Record Ledger Adjustmentsfor a Specific LTA Contract (Continued)

E Entering Ledger Adjustment Data for a Specific Contract (Continued)

481-491 (Reserved)

492-506 (Reserved)

10-27-03

Step Action Result
7 “Balance Available’ field. Enter the Screen EEA43510 will be
(Cntd) | amount to be adjusted in this field. displayed with the message,

» |f the correction isto be subtracted,
enter minus sign (-) before the amount.

* A plussign (+) shal not be used when
entering a positive amount.

o Theamount will only adjust the balance
available for commitment column on the
Sequential LTA Contracts/Agreements
Report which in turn will provide a new
remaining balance to be earned for the
contract.

o If an adjustment to thisfield is not
needed, leave the field blank.

When all datais verified to be correct,
PRESS “Enter”.

“Changes(s) updated on ledger
as shown above’, and the ledger
will be updated. New contract
balances will be displayed on the
screen.

e PRESS“Cmd7” or “F7" to
return to Menu EEA4QO.

¢« PRESS“Cmd2” or “F2" to
make a ledger adjustment for
adifferent program.

Section 7 (Reserved)
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Par. 507
Section 8 Monthend Summaries

507 Monthend Record
A Monthend Ledger Record

On the first day of each month, the system creates a monthend record in the ledger file
containing the ledger balances for the last day of the month.

The monthend records can be obtained by either of the following methods:

e printing the Sequential Ledger Entry Report according to Section 9
» displaying the monthend summary screen according ta_paragraph 508|
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508

Display Monthend Summaries

A Monthend Summaries

Par. 508

Display a summary of the monthend records and the current balance for aledger as follows.

Step Action Result
1 On Menu EEAO0QO: Menu EEA400 will be displayed.
* ENTER"4”
» PRESS"“Enter”.
2 On Menu EEA400: Screen EEA40500 will be displayed.
« ENTER"6”
» PRESS"“Enter”.
3 On Screen EEA40500: IF ledger
code... THEN...
* enter the number for the ledger code
¢ PRESS“Enter”. has multiple Screen EEA40505
fund codes will be displayed.
The eligible programs on the County Go to step 4.
SE;;glb_lllty Table will be displayed for does not have | Screen EEA44500
ection. multiple fund | will be displayed.
codes Go to step 5.
4 On Screen EEA40505: Screen EEA44500 will be displayed.
* enter the applicable fund code from
the displayed list of eligible fund
codes
» PRESS“Enter”.
5 The carry forward amount, monthend o« PRESS*“Cmd7” or “F7” to return
amount for each past month, and to Menu EEA400.
current balance amount will be
displayed.  PRESS*“Cmd4” or “F4” to display
monthend summary for another
program.

509-519 (Reserved)

10-27-03
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Par. 520
Section 9 L edger Reports

520 Verifying Ledger Report Data
A Ledgers
Automated ledger reports are the accounting control documents for conservation funds.
B Review Ledgers
Review the Sequential Ledger Entry Report for all ANA and LTA programs and the
Sequential LTA ContractsAgreements Report for all LTA programs on the last workday of
each month. See subparagraph C.

Ensure that ledgers are in balance.

* Make any necessary corrections on the last workday of the month so that progress reports
prepared on the first workday of the month are correct.

+ Contact the State Office for assistance.

Review the LTA ContractsAgreements With No Active AD-245's Report for all LTA
programs on the last workday of each month. See subparagraph C.

C Veifying Ledger Data
Verify ledger data on the last workday of each month.

For ANA’s, ensure that the ledger balance on the Sequential Ledger Entry Report is correct
for each column.

Important:  Column 3, minus column 4, plus column 5, minus column 6, must equal
column 7. If it does not, determine the problem and take the necessary action
to correct the ledger. ACP-305 will not transmit on the first workday of the
month if ledger is out of balance.
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Par. 520
520 Verifying Ledger Report Data (Continued)

C Veifying Ledger Data (Continued)
For LTA’s, verify the following.

* Ensure that the ledger balance on the Sequential Ledger Entry Report is correct for each
column.

Important:  Column 3, minus column 4, plus column 5, minus column 6, must equal
column 7. If it does not, determine the problem and take the necessary
action to correct the ledger. ACP-305 will not transmit on the first
workday of the month if ledger is out of balance.

* Ensurethat columns 4, 5, and 6 on the Sequential LTA Contracts/Agreements Report
match columns 4, 5, and 6 on the Sequential Ledger Entry Report for the program and
fund code. There should only be a difference if a refund has been posted on the Sequential
Ledger Entry Report.

* Ensurethat column 4, minus 5 on the Sequential Ledger Entry Report equals column 7 on
the Sequential LTA Contracts/Agreements Report for the program and fund code.

* Review the LTA ContractsAgreements With No Active AD-245s Report. This report
will indicate LTA’s with aremaining contract balance that have no current AD-245's
associated with the contract.

* Review CPO to ensure that the remaining contract balance will be earned at a
subsequent time for LTA. If the remaining balance will be earned for the contract and
AD-245 s will be created in the future, no action is needed at thistime.

« If al practices have been completed for LTA and the remaining balance is no longer
needed for the contract, decrease the remaining contract balance according to
Section 3. The contract balance will be decreased from the contract and added to the
ledger balance available for commitment for the program.
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Par. 521
521  Printing L edger Reports

A Ledger Reports
Print ledger reports according to this paragraph.
B Example of Screen EEA42000
The following is an example of Ledger Reports Screen EEA42000.

Note: On Screen EEA42000, options 6, 8, and 9 will not display on the screen if the ledger
code entered isan ANA program.

Conservati on 000- ANYCOUNTY Sel ection EEA42000
Ledger Reports Screen Version: AC98 02-12-2002 15:39 Term EO
Fi scal Year: 2002 Ledger Code: ACP-LTA Fund Code: 00
Action
Code Ledger Reports
1. Current Fiscal Year Ledger Report

Request For Specific Ledger |nformation:

Control Nunber
Far m Nunber
Pool i ng Agreenent Nunber
Last 4 Positions O Producer |ID
(Leave Bl ank To Do Inquiry)
Contract/LTA NO

Sequential Ledger Entry Report

Sequential LTA Contract/Agreenment Report

LTA Contracts/ Agreenents Wth No Active AD 245's

arwn

6.
7.
8.
9.

Enter option and press "Enter".
Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End
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521

Printing Ledger Reports (Continued)

C Printing Ledgers

10-27-03

Print ledger reports according to the following.

Par. 521

Step Action Result

1 On Menu EEAO0QO: Menu EEA400 will be displayed.
« ENTER"4"
 PRESS"Enter”.

2 On Menu EEA400: Screen EZZ50000 will be displayed.
e ENTER"3"
 PRESS"“Enter”.

3 | On Screen EZZ50000, enter Screen EEA40500 will be displayed.

e printer ID and PRESS “Field Exit”.

« number of copies to be printed.

PRESS “Enter”.
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Par. 521
521  Printing Ledger Reports (Continued)

C Printing Ledgers (Continued)

Step Action Result
4 On Screen EEA40500:
IF program
* enter the number for the ledger entered... THEN...
code o be accessed has multiple Screen EEA40505
«  PRESS“Enter”. fund codes will be displayed.
Go to step 5.
Programs eligible on the County does not have Screen EEA42000
Eligibility Table will be displayed for multiple fund will be displayed.
selection. codes Go to step 6.
5 On Screen EEA40505: Screen EEA42000 will be displayed.

* enter the applicable fund code from
the displayed list of eligible fund
codes

 PRESS"Enter”.
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521  Printing Ledger Reports (Continued)

C Printing Ledgers (Continued)

10-27-03

Par. 521

Step

Action

Result

6

On Screen EEA42000:

» enter the option of the ledger report to be
printed and the corresponding data for
options 2, 3,4, 5, and 6

 PRESS"Enter”.

IF... THEN...

option2, 3,4,5,6, | « enter the date of the

or 7 was entered data desired and
PRESS “Enter”

 leave“Date’ field
blank if entire FY data

are desired and PRESS
“Enter”.
option 1, 8, or 9 “Date” field will not be
was entered displayed.

The number of copies of
the ledger entered on
Screen EZZ5000 will print.
Enter another report option
or PRESS“Cmd7” or “F7”
to return to Menu EEA400.
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521  Printing Ledger Reports (Continued)

C Printing Ledgers (Continued)

Par. 521

Step

Action

Result

7

See the following paragraphs for applicable ledger reports.

Paragraph Report

522 Current FY Balance Report EEA425-R001

523 Transactions by Control Number
Report EEA425-R002

524 Transactions by Farm Number
Report EEA425-R003

525 Transactions by Pooling Agreement Number
Report EEA425-R004

526 Transactions by Producer 1D
Report EEA425-R005

527 Transactions by Contract/LTA Number
Report EEA425-R006

528 Sequential Ledger Entry Report EEA425-R007

529 Sequential LTA Contracts/Agreements
Report EEA425-R008

530 LTA Contracts/Agreements With No Active

AD-245's Report EEA425-R009

10-27-03
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Par. 522
522  Current FY Balance Report

A Exampleof Current FY Balance Report

The following is an example of Current FY Balance Report EEA425-R001. To print the
report, sed paragraph 521|

Note: Thisreport will show the ledger balance for the FY as of the current date.

LQOU SI ANA U S. Departnent of Agriculture Prepared: 02-12-20
ANYCOUNTY Farm Servi ce Agency As O : 02-12-20
Report |1 D EEA425- RO01 County Allocation Control Ledger Page:
Fi scal Year: 2002 Current Fiscal Year Bal ances Ledger Code: ECPD
Fund Code: 00
* DESCRI PTI ON OF TRANS. * ALLOCATION * COST- SHARE ASSI STANCE * BALANCE
DATE * (DESCR. - CONTROL NO. * AND CHANGES * AMOUNT ~ * PERFORMED *  AVAI LABLE FOR

* FARMP-A ONIR # - PROD.) * AMOUNT * APPROVED * AMOUNT APPROVED * AMOUNT EARNED * COW TMENT

02-12-2002 CURRENT BALANCE 8,713 2,053 1,740 1,740 6, 660
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Par. 523

523  Transactions by Control Number Report
A Example of Transactionsby Control Number Report
The following is an example of Transactions by Control Number Report EEA425-R002. This
report can be printed for specific ledger information. To print the report, see paragraph 521/
Important:  The datafor this report only contain current FY transactions. These are the
same data that print on the Sequential Ledger Entry Report for the current FY'.
ANYSTATE U S. Departnent of Agriculture Prepared: 03-19-2002
ANYCOUNTY Farm Servi ce Agency As O : 03-19-2002
Report |1 D EEA425- R0O02 County Allocation Control Ledger Page: 1
Fi scal Year: 2002 Transactions By Control Nunmber Ledger Code: ECPD
Dat e From 10-01-2001 Thru 03-19-2002 Fund Code: 00
« DESCRIPTION OF TRANS.  * ALLOCATION * COST- SHARE ASSISTANCE ~ *  BALANGE
DATE * (DESCR. - CONTROL NO * AND CHANCGES * AMOUNT * PERFORMED *  AVAI LABLE FOR
* FARMP-A CNIR # - PROD.) * AMOUNT *  APPROVED * AMOUNT APPROVED * AMOUNT EARNED * COW TMENT
----- (1) -mrmmmmmm e (2 mm st (B) me s (4) e (B) s (B) s s (T
10- 04- 2001 'S APPROVED 2002 0032 840 6, 660
1898 U S FARMER
10- 31-2001 FI NAL PAYMENT 2002 0032 840 840 6, 660
1898 U S FARMER

10-27-03
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Par. 524
524  Transactions by Farm Number Report

A Example of Transactionsby Farm Number Report

The following is an example of Transactions by Farm Number Report EEA425-R003. This
report can be printed for specific ledger information. To print the report, see paragraph 521/

Important:  The datafor this report only contain current FY transactions. These are the
same data that print on the Sequential Ledger Entry Report for the current FY'.

ANYSTATE U S. Departnent of Agriculture Prepared: 03-19-2002
ANYCOUNTY Farm Servi ce Agency As Of: 03-19-2002
Report |1 D EEA425- RO03 County Allocation Control Ledger Page: 1
Fi scal Year: 2002 Transacti ons By Farm Nunber Ledger Code: ECPD
Date From 10-01-2001 Thru 03- 19- 2002 Fund Code: 00
* DESCRI PTI ON OF TRANS. * ALLOCATION * COST- SHARE ASSI STANCE * BALANCE
DATE * (DESCR. - CONTROL NO. * AND CHANGES *  AMOUNT  * PERFORMED *  AVAI LABLE FOR
* FARMP-A ONTR # - PROD.) *  AMOUNT * APPROVED * AMOUNT APPROVED * AMOUNT EARNED * COW TMVENT
----- (D)--mmmmmmmmmee e () (B) e e () e e e (B) e (B) e (T) -
10- 04-2001 C/' S APPROVED 2002 0032 840 6, 660
1898 U S FARMVER
10-31-2001 FINAL PAYMENT 2002 0032 840 840 6, 660
U S FARMVER
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Par. 525
525 Transactions by Pooling Agreement Number Report

A Example of Transactions by Pooling Agreement Number Report

The following is an example of Transactions by Pooling Agreement Number
Report EEA425-R004. Thisreport can be printed for specific ledger information. To print

the report, aragraph 521

Important:  The datafor this report only contain current FY transactions. These are the
same data that print on the Sequential Ledger Entry Report for the current FY'.

ANYSTATE U S. Departnent of Agriculture Prepared: 03-19-2002
ANYCOUNTY Farm Servi ce Agency As Of: 03-19-2002
Report |1 D EEA425- RO03 County Allocation Control Ledger Page: 1
Fi scal Year: 2002 Transactions by Pooling Agreenent Number Ledger Code: ECPD
Date From 10-01-2001 Thru 03- 19- 2002 Fund Code: 00
* DESCRI PTI ON OF TRANS. * ALLOCATION * COST- SHARE ASSI STANCE * BALANCE
DATE * (DESCR. - CONTROL NO * AND CHANGES *  AMOUNT  * PERFORMED * AVAI LABLE FOR

* FARMP-A ONTR # - PROD.) *  AMOUNT * APPROVED * AMOUNT APPROVED * AMOUNT EARNED * COW TMENT
----- (D) -mmmmmmmmmme e () (B) s e () e e e (B) m e (B) e (T) -
10-01-2001 C/'S APPROVED 2001 0006 1, 000 8, 400

2 U S FARMVER

11-04-2001 FINAL PAYMENT 2002 0006 1, 000 900 8, 500

2 U S FARMER
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Par. 526
526  Transactions by Producer 1D Report

A Example of Transactions by Producer ID Report

The following is an example of Transactions by Producer 1D Report EEA425-R005. This
report can be printed for specific ledger information. To print the report, see paragraph 521/

Important:  The datafor this report only contain current FY transactions. These are the
same data that print on the Sequential Ledger Entry Report for the current FY'.

ANYSTATE U S. Departnent of Agriculture Prepared: 03-19-2002
ANYCOUNTY Farm Servi ce Agency As Of: 03-19-2002
Report |1 D EEA425- RO03 County Allocation Control Ledger Page: 1
Fi scal Year: 2002 Transactions By Producer |D Ledger Code: ECPD
Date From 10-01-2001 Thru 03- 19- 2002 Fund Code: 00
* DESCRI PTI ON OF TRANS. * ALLOCATION * COST- SHARE ASSI STANCE * BALANCE
DATE * (DESCR. - CONTROL NO. * AND CHANGES *  AMOUNT  * PERFORMED *  AVAI LABLE FOR
* FARMP-A ONTR # - PROD.) *  AMOUNT * APPROVED * AMOUNT APPROVED * AMOUNT EARNED * COW TMVENT
----- (D)--mmmmmmmmmee e () (B) e e () e e e (B) e (B) e (T) -
10-01-2001 C/' S APPROVED 2001 0006 1, 000 8, 400
1898 U S FARMVER
11-04-2001 FINAL PAYMENT 2002 0006 1, 000 900 8, 500
1898 U S FARMVER

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 8-322



Par. 527

527  Transactionsby Contract/L TA Number Report

A Example of Transactionsby Contract/L TA Number Report
The following is an example of Transactions by Contract/LTA Number
Report EEA425-R006. This report can be printed for specific ledger information. To print
the report, aragraph 521
Important:  The datafor this report only contain current FY transactions. These are the
same data that print on the Sequential Ledger Entry Report for the current FY'.
If a contract number has a balance on the Sequential LTA
Contracts/Agreements Report but no transactions have been posted for the
current FY, the following report cannot be printed since there has been no
current FY transactions for the contract number.
ANYSTATE U S. Departnent of Agriculture Prepared: 03-19-2002
ANYCOOUNTY Farm Servi ce Agency As O : 03-19-2002
Report |1 D EEA425- RO05 County Allocation Control Ledger Page: 1
Fi scal Year: 2002 Transactions By Contract/LTA Nunber Ledger Code: ACP-LTA
Dat e From 10-01-2001 Thru 03-19-2002 Fund Code: 00
«  DESCRIPTION OF TRANS.  * ALLOCATION * COST- SHARE ASSI STANCE © BALANCGE
DATE * (DESCR. - CONTROL NO * AND CHANCES * AMOUNT * PERFORMED * AVAI LABLE FOR
* FARMP-A CNIR # - PROD.) * AMOUNT *  APPROVED * AMOUNT APPROVED * AMOUNT EARNED * COW TMENT
() -em e (2)--oemrmrmines (3)---rmmnnne (4)---cemnnnnne (5)--remrmnenne (8)---cemrnnrnnne (7)-------
01- 04-2002 CANCELLED 2001 0037 100- 100- 0
1898 19900001 U S FARMER
01-04-2002 C/'S APPROVED 0000 300- 300
19900001 U S FARMER

10-27-03
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Par. 528

528  Sequential Ledger Entry Report
A Example of Sequential Ledger Entry Report
The following is an example of Sequential Ledger Entry Report EEA425-R007. This report is
the main control ledger for conservation funds. The data on this report will be current FY
data from the ledger file. To verify data on this report, seelparagraph 520.] To print or display
the report, aragraph 521
Important:  Thisledger must be in balance at al times. Column 3, minus column 4, plus
column 5, minus column 6 must equal column 7.
Ut ah U. S. Department of Agriculture Prepared: 01-31-92
U nt ah Farm Servi ce Agency As of: 01-31-92
Report 1D EEA425- ROO7 County Allocation Control Ledger Page: 1
Fi scal Year: 1992 Sequential Ledger Entry Ledger Code: ACP- ANA
Date From 10-01-91 Thru 01-31-92 Fund Code: 00
'« pescription of Trans. * Alocation * Cost-Share Assistance * Balance
Dat e * (Descr. - Control No * and Changes * Amount * Per f or ned * Avail abl e For
* Farm P-A, Cntr# -Prod. * Amount * Appr ovd * Amt Approvd * Ant Earned * Commitnent
R () R Feee o (B) e Feeo(4)--e- ¥oeo(B)mmmmeem LR (6)-------- Fee (7))
10-01-91 Carry Forward 121, 039 20, 000 101, 039
01-03-92 C/'S Approved 92 0011 2,000 99, 039
984 Bl anch Smith
01-03-92 C/'S Approved 92 0012 3,000 96, 039
1024 Fred Jones
01-17-92 Fi nal Payment 92 0011 2,000 1, 800 96, 239
984 Bl anch Smith
01-17-92 Fi nal Payment 91 0045 3, 000 3, 000 96, 239
425 Carl Freed
01-21-92 86 Refund 86 0034 500- 500- 500- 96, 739
01-22-92 Partial Paynment 91 0052 1, 400 1, 400 96, 739
10-31-91 Mont h End 121, 039 20, 000 101, 039
11-30-91 Mont h End 121, 039 20, 000 101, 039
12-31-91 Mont h End 121, 039 20, 000 101, 039
01-31-92 Current Bal ance 121, 039 24,500 5,900 5,700 96, 739

10-27-03
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Par. 529
529  Sequential LTA Contracts/Agreements Report

A Example of Sequential LTA Contracts/Agreements Report

The following is an example of Sequential LTA Contracts/Agreements Report EEA425-R008.
This report provides the amount of outstanding obligated funds for an LTA contract that are
unearned. To verify data on the report, aragraph 520] To print the report, see

aragraph 521

Ut ah U. S. Department of Agriculture Prepared: 01-31-92
U ntah Farm Servi ce Agency As of: 01-31-92
Report 1D EEA425- RO08 County Allocation Control Ledger Page: 1
Fi scal Year: 1992 Sequential LTA Contracts/Agreenents Ledger Code: ACP-LTA
Date From 10-01-91 Thru 01-31-92 Fund Code: 00
* Description of Trans. * Al'l ocation * Cost - Share Assi stance * Bal ance
Dat e * (Descr. - Control No * and Changes *  Amount * Per f or ned *  Avail abl e For
* Farm P-A, Cntr# -Prod. * Amount * Approvd * Ant Approvd * Ant Earned *  Conmi t ment
(L) - e K (2)---mmmmmmeeeee e LEEEE (<) EEE TR e (4)----- Fooo(B)mmmm e Feen (6)---*--nmn-- (7)-----
01- 31-92 Current Bal ance 10, 500 2, 000 2, 000 8, 500
89 0005 Fred Snmith
01- 31-92 Current Bal ance 5, 000 5, 000
91 0006 Carl Hays
01- 31-92 Current Bal ance 8, 000 4, 000 4, 000 4, 000
91 0007 Mark Jones
01- 31-92 Current Bal ance 14, 000 1, 000 1, 000 13, 000
92 0008 Jay Reynolds
01- 31-92 Total s 37, 500 7,000 7,000 30, 500

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 8-325



Par. 530
530 LTA ContractsAgreements With No Active AD-245's Report

A Exampleof LTA Contracts/ Agreements With No Active AD-245 s Report

The following is an example of LTA Contracts/ Agreements With No Active AD-245's
Report EEA425-R009. Thisreport providesalist of LTA’s with an outstanding obligated
balance with no outstanding AD-245's created for the contract. To verify data on the report,

aragraph 520/ To print the report, aragraph 521

Ut ah U. S. Department of Agriculture Prepared: 01-31-92
U ntah Farm Servi ce Agency As of: 01-31-92
Report 1D EEA425- RO09 County Allocation Control Ledger Page: 1
Fi scal Year: 1992 LTA Contracts/ Agreenents Wth No Active AD 245's Ledger Code: ACP-LTA
Date From 10-01-91 Thru 01-31-92 Fund Code: 00
* Description of Trans. * Al'l ocation * Cost - Share Assi stance *  Bal ance
Dat e * (Descr. - Control No * and Changes * Amount  * Per f or ned * Avail abl e For
* Farm P-A, Cntr# -Prod. * Amount * Appr ovd* Amt Approvd * Amt Earned * Conmitnent
(L) - e K (2)---mmmmmmeeeee e Faeo (3)---------- Foee(4) - F e (5)-------- LEEEEE (6)------ LEEEEE (7)------
01- 31-92 Current Bal ance 5, 000 5, 000
91 0006 Carl Hays
01- 31-92 Total s 5, 000 5, 000

531-562 (Reserved)
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Par. 563
Part 9 Statel edgers

563 Overview
A Ledgers

The automated State ledgers shall be used at the State level to control county allocations, T/A
reserves, T/A paymentsissued, and C/S reserves.

Entries on ledgers must be in whole dollars.

The system will maintain FY State ledgers from entries made in the State CRES and county
earnings at FY-end from uploaded ACP-305's.

Separate automated ledgers shall be maintained for all applicable programs and fund codes.
National special projects as well as State special projects shall aso be maintained by the
system once they are created and entries recorded.

B State Office T.EU.TBL File
The current T.EU.TBL fileis comprised of KCAO- and county-maintained records.

Some State Offices have restored a T.EU.TBL file from a County Office onto the State
system when loading county files used for training purposes with no adverse effects.

However, once State ledger software isloaded, the T.EU.TBL file will be updated with
State-maintained records. If thisfileis deleted and a county T.EU.TBL fileisloaded, the
State T/A and C/S reserve account records, as well as end-of-month and FY rollover
processes, will be affected. Therefore, do not restore a T.EU.TBL file from a County Office
onto the State system.

Important: Do not delete the T.EU.TBL file from the State computer once State ledger
software has been loaded.

Note: Ensurethat State computer operators are aware of this information.
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Par. 563
563 Overview (Continued)

C Example of Menu EEF400

The following is an example of Conservation State Ledger Menu EEF400.

COVVAND EEF400
Conservation State Ledger Menu

1 Record Al l ocations

2 Record T/ A Reserve Account Paynents
3. Ledger Reports

4. Update Prior FY Data Menu

5 Establ i sh Reserve Accounts Menu

6 Establ i sh Default Val ues

20. Return to Application Primary Menu
21. Return to Application Selection Menu
22. Return to Ofice Selection Screen
23. Return to Primary Sel ecti on Menu

24. Sign Of

COmd3=Pr evi ous Menu
Enter option and press “Enter”

D Accessing Menu EEF400

On Menu EEF000, ENTER “4” and PRESS “Enter” to access Menu EEF400.

564 (Reserved)
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Par. 565

Section 1 _Recording Allocations
565  Recording Allocations and Reservesto State L edger
A State Office Action
State Offices shall:
* immediately record allocations when received from the National Office

» record any county allocation changes, T/A reserve changes, or C/S reserve changes
according to this section.

Note: T/A or C/Sreserves established at the State level are referred to as “reserves’ or
“reserve amounts’, not “allocations.”

B Recording Data

Record State allocation changes, county allocation changes, T/A reserve amount changes, and

C/S reserve amount changes in the system as follows.

Step Action Result
1 On Menu EEFOQO: Menu EEF400 will be displayed.
« ENTER"4"
 PRESS"“Enter”.
2 On Menu EEF400: Screen EEF40500 will be displayed.
« ENTER"1”
 PRESS"“Enter”.
3 On Screen EEF40500: IF the ledger code
selected... THEN...
* enter the number of the ledger
code to be accessed has multiple fund Screen EEF40505
codes will be displayed.
 PRESS"“Enter”.
does not have Screen EEF41000
All ledger codes will be listed. multiple fund codes will be displayed.
Go to step 5.
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Par. 565

565 Recording Allocations and Reservesto State Ledger (Continued)

B Recording Data (Continued)

10-27-03

Step Action Result
4 On Screen EEF40505: IF, on
Screen EEF40500... | THEN...
[ o e und code ACPor ECPwas | Screen EEF41000
' the program selected | will be displayed to
reflect total program
summary and
selected ledger data.
ECPHS, ECPHSF, Screen EEF41000
SIP, or any single will be displayed.
ledger progranwas | Only the bottom
the program selected | portion of the screen
will be displayed.
5 | On Screen EEF41000, carefully Screen EEF41005 will be displayed. See

review the entries to ensure that
the allocation agrees with the
alocation as recorded on FSA-357
before making changes. PRESS
“Enter” to continue.

Note: See subparagraphs C
through E for examples of
the screen

subparagraph F for an example of the screen.
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565 Recording Allocations and Reservesto State Ledger (Continued)

B Recording Data (Continued)

10-27-03

Step

Action

Result

6

Record increases or decreases in the “Total
State Allocation” field, which will be reflected in
the “Balance’ field. The “Balance’ field must be
reduced to “0” by recording the allocation
change in the “Total County Allocation” field,

or 1 or more of the C/S or T/A reserve
accounts.

Note: Funds may be placed in a C/S reserve
account until county allocations are
determined. The “Baance” field must be
“0” before continuing. Enter alocation
changes and PRESS “Enter” to continue.

Screen EEF41010 will be
displayed. See subparagraph G
for an example of the screen.

Enter applicable county alocations if an amount
was recorded in the “Total County Allocation”
field on the previous screen. The “Balance”
field reflects the amount that has not been
designated for a specific county and must be “0”
before the ledger will be updated. ENTER “Y”
or “N” to the question, “Do you wish to see
summary by District Director (Y or N)?".

IF... THEN...

“Y” was | Screen EEF41015 will be displayed
entered by DD.

¢ PRESS“Cmd4” or “F4" to
return to Screen EEF41010.

¢ PRESS “Enter” to continue.

“N” was | PRESS“Enter” to continue.
entered

The message, “The ledger isin
balance, PRESS ENTER to
continue.”, will be displayed.

Important: PRESS “Enter”
to update the
ledger.

Screen EEF41020 will be
displayed.

1-CONSV (Rev. 2) Amend. 1
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Par. 565

565 Recording Allocations and Reservesto State Ledger (Continued)

B Recording Data (Continued)

10-27-03

Step

Action

Result

8

On Screen EEF41020, ENTER “Y™” or “N” to
the question, “Do you wish to update the
Ledger File (Y or N)?".

IF... THEN...
“N” was the system will automatically | Allocation and reserve changes
entered return to Menu EEF400. will not be updated in the State
ledger.
“Y” was Screen EEZ5000 will be The County Allocations
entered displayed requesting printer Increases or Decreases Report
ID. will be routed to the print queue

after the questioninstep 9 is
answered. Seg paragraph 566

for an example of the report.

1-CONSV (Rev. 2) Amend. 1
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B Recording Data (Continued)

10-27-03

Par. 565

Recording Allocations and Reservesto State L edger (Continued)

Step Action Result
9 On Screen EEF41020, ENTER “Y” or “N” to the
guestion, “Do you want to print the county
allocation memos (Y or N)?7".
IF... THEN...
“N” was data will have to be gathered Memorandums will not be
entered manually from the County printed. Go to step 10.
Allocations Increases or
Decreases Report if manual
memorandums will be prepared
later.
“Y” was Screen EEF41020 will display The county allocation
entered to the message, “Change(s) memorandums will be
print updated on ledger file” PRESS | printed. aragraph 567
automated “Cmd2”, “F2”, “Cmd7”, or for an example of
memorandums | “F7”. Screen EEZ5000 will be | memorandum.
to be sent to displayed requesting the printer
County Offices | ID.
10 | When all alocation changes have been entered and

updated according to steps 1 through 9:

« PRESS“Cmd2” or “F2” to returnto step 3

e PRESS“Cmd7” or “F7” to returnto
Menu EEF400.

1-CONSV (Rev. 2) Amend. 1
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Par. 565
565 Recording Allocations and Reservesto State Ledger (Continued)

C Example of Screen EEF41000 for ACP
The following is an example of Ledger Program Summary Screen EEF41000 for ACP. The
requested ledger and fund code will be reflected in reverse image on the bottom portion of the
screen.
For an example of Screen EEF41000 for:
o ECP, see subparagraph D
Note: The requested ledger will be displayed in reverse image.
* singleledger programs such as SIP, see subparagraph E.
Notes: The“Total T/A Reserve” field will only be displayed for applicable programs.

Review entries each time screen is accessed to ensure allocations agree with

Conservati on 00- ANYSTATE Di spl ay EEF41000
Ledger Program Summary Screen Ver si on: AB53 03-08-2002 09:32 Term EO
ALLOCATI ON PROGRAM SUMVARY FOR ACP
Total Program Total ANA Total LTA
Total State Allocation $ 871,113 $ 558,611 $ 312, 502
= Total T/A Reserve 0 0 0
+ Total 'S Reserve 803, 525 546, 678 256, 847
+ Total County Allocation 67, 588 11, 933 55, 655

Fi scal Year: 2002 Ledger Code: ACP-ANA  Fund Code: 00

LEDGER SUMVARY

Total Program Total ANA Total LTA
Total State Allocation $ 673,410 $ 558,611 $ 114, 799
= Total T/A Reserve 0 0 0
+ Total C/'S Reserve 621, 662 546, 678 74,984
+ Total County Allocation 51, 748 11,933 39, 815

Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End
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D Example of Screen EEF41000 for ECP

10-27-03

Par. 565

Recording Allocations and Reservesto State L edger (Continued)

The following is an example of Screen EEF41000 for ECP.

+ + 1l

Conservation
Ledger Program Summary Screen

Ent er =Conti nue COmd4=Pr evi ous Screen

00- ANYSTATE
Ver si on:

ALLOCATI ON PROGRAM SUMVARY FOR ECP

Total Program

State Allocation $ 324,581
T/ A Reserve 0
C/' S Reserve 17, 434
County Allocation 307, 147
Year: 2002 Ledger Code: ECPD
LEDGER SUMVARY

Total Program
State Allocation $ 48,913
T/ A Reserve 0
C/' S Reserve 17, 413
County Allocation 31, 500

Cnd7=End

1-CONSV (Rev. 2) Amend. 1

Di spl ay EEF41000
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Par. 565
565 Recording Allocations and Reservesto State Ledger (Continued)

E Example of Screen EEF41000 for Single Ledger Programs

The following is an example of Screen EEF41000 for single ledger programs such as SIP.

Conservati on 00- ANYSTATE Di spl ay EEF41000
Ledger Program Summary Screen Versi on: AB53 03-07-2002 16:46 Term EO

Fi scal Year: 2002 Ledger Code: ECPHSF
LEDGER SUMVARY

Total Program

Total State Allocation $ 221, 000
+ Total C/'S Reserve 21, 000
+ Total County Allocation 200, 000

Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End
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565 Recording Allocations and Reservesto State Ledger (Continued)

F

10-27-03

Example of Screen EEF41005

The following is an example of Ledger Allocations/Reserves Entry Screen EEF41005. Make
total State allocation changes, total county alocation changes, and individual T/A and C/S

reserves account changes on this screen.

Conservati on 00- ANYSTATE

Ledger All ocations/Reserves Screen

Fi scal Year: 2002 Ledger Code: ECPD

Change(+/ -)

Total State Allocation ....20000. $
Total T/A Reserve — ..........
Total C/S Reserve — ..........
- Total County Allocation ....35000.

= Bal ance
Reserve Accounts

CSECPD ....15000-

NO MORE ACCOUNT CODES
Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End

1-CONSV (Rev. 2) Amend. 1
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EEF41005
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565 Recording Allocations and Reservesto State Ledger (Continued)

G Example of Screen EEF41010

10-27-03

Par. 565

The following is an example of Enter County Allocations Screen EEF41010. Enter individual
county allocations on this screen.

Conservati on

DD
01
05
02
02
03
05
01
05
05
03

MORE COUNTI ES

Ent er =Cont i nue

Fi scal Year: 2002

00- ANYSTATE
Enter County Allocations Screen

Ledger Code: ECPD

Total County Allocation:

County Name
COUNTY#1
COUNTY#2
COUNTY#3
COUNTY#5
COUNTY#6
COUNTY#7
COUNTY#8
COUNTY#9
COUNTY#10
COUNTY#11

Cnrd4=Pr evi ous Screen

Di spl ay

Ver si on: AB53 03-08-2002 09:49 Term EO

EEF41010

$ 66, 500

Bal ance:

Do you wish to see a sunmary by District Director (Y or N)?
Cmd7=End Rol | =Page

1-CONSV (Rev. 2) Amend. 1
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Par. 566
566  Example of County Allocations Increases or Decreases Report

A Example of Report

The following is an example of the County Allocation Increases or Decreases
Report EEF431-R0O01.

ANYSTATE U S. Departnment of Agriculture Prepared: 03-08-2002

Report | D EEF431- ROO1 Farm Servi ce Agency Page: 1
Fi scal Year: 2002 County Allocation |Increases or Decreases Ledger Code: ECPD

Fund Code: 00
Previ ous Current

County Al'l ocation I ncrease Decr ease Al'l ocation

COUNTY#1 $0 $35, 000 $35, 000
Tot al $0 $35, 000 $35, 000
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Par. 567
567 Example of County Allocation M emorandum

A Example of Memorandum

The following is an example of the county alocation memorandum.

TO : CED, COUNTY#1 03- 08-2002
FROM ANYSTATE STATE FSA OFFI CE
SUBJECT: Increase Allocation to Program ECPD

The subj ect allocation has been changed as shown bel ow as of the date of this menp.
Pl ease i medi ately update the county office |edger to reflect this change

Pr evi ous

Current
Al l ocati on I ncrease Decr ease Al l ocati on
$0 $35, 000 $35, 000

568-581 (Reserved)
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Par. 582
Section 2 _Recording T/A Reserve Account Payments

582  Recording T/A Reserve Payments

A

10-27-03

Maintaining Reserve Accounts

State Offices shall maintain al reserve accounts at the individual ledger level rather than at the
program level.

Example: There will be a separate T/A ledger for:
+ ACPANA fund code 00
« ACPLTA fund code 00
+ ACPLTA fund code 12.

Note: T/A reserve accounts are established through option 5 on Menu EF400. See
Section 5.

Breakout T/A Payment by Ledger Code and Fund Code

When T/A is paid, usualy only one payment isissued to atechnical service provider for each
program regardless of fund codes or ledger codes involved.

Example: For ACP, one payment is written to NRCS as“ACPSCS’. The payment amount
includes al ACP funds (ANA and LTA for all fund codes).
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Par. 582
582 Recording T/A Reserve Payments (Continued)

B Breakout T/A Payment by Ledger Code and Fund Code (Continued)

For the State ledgers, T/A payment amounts must be separated and recorded in the system
for the applicable fund code or ledger code.

Example: The State Office received atotal ACP alocation of $612,000, which included:

«  $454,000 for ANA
« $58,000 for LTA
« $100,000 for fund code 13 (1995 WQIP).

The State Office transfers 5 percent to NRCS for T/A. One T/A payment coded
“ACPSCS’ was written for $30,600. This amount must be distributed and
recorded as T/A payments in the applicable ledgers and fund codes as follows:

e $22,700 for ACPANA fund code 00
e $2,900 for ACPLTA fund code 00
e $5,000 for ACPLTA fund code 13.

C Miscoded T/A Checks
Miscoded T/A checks are usually not found until FY -end reconciliation. The T/A checks
should have been recorded correctly in the intended State ledger. Miscoded checks should be
corrected immediately. However, if not found until FY -end reconciliation, the miscoded
check should be treated as a reconcilable item by notifying KCAO that the check was written
with the wrong program code, but correctly recorded in the proper ledger.

Note: Do not record miscoded checks in the wrong ledger for reconciliation purposes.
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Recording T/A Reserve Payments (Continued)

D Recording Payments|ssued

10-27-03

Par. 582

Record all State Office-issued payments to technical service providers as follows.

Step Action Result
1 On Menu EEFOQO: Menu EEF400 will be displayed.
* ENTER"4”
» PRESS“Enter”.
2 On Menu EEF400: Screen EEF40500 will be displayed.
« ENTER"2
» PRESS“Enter”.
3 On Screen EEF40500:
IF ledger code
o enter the number of the ledger codeto | entered... THEN...
be accessed _
has multiple Screen EEF40505
e PRESS“Enter”. fund codes will be dlq)layed
Go to step 4.
Note: Only ledger codes for programs doesnot have | Screen EEF42000
that support T/A accountswillbe | multiple fund | will be displayed.
listed. codes Go to step 5.
4 On Screen EEF40505: Screen EEF42000 will be displayed.
See subparagraph 583 A for an
* enter the fund code example of the screen.
» PRESS“Enter”.
5 Screen EEF42000 will display all T/A Screen EEF42005 will be displayed.

accounts on file for the selected ledger.
Enter the account to be updated and
PRESS “Enter”.

See subparagraph 583 B for an
example of the screen.

1-CONSV (Rev. 2) Amend. 1
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582

Recording T/A Reserve Payments (Continued)

D Recording Payments|ssued (Continued)

10-27-03

Par. 582

Step Action Result

6 Screen EEF42005 will display all payments | Screen EEF42010 will be displayed
issued during the current FY for the for payment data to be updated.
selected account. Use the following See subparagraph 583 C for an
command keys to enter T/A payment data. | example of Screen EEF42010.
 PRESS“Cmd16” or “Shift” + “F4” to

add T/A payment data. Seestep 7.
¢ PRESS*“Cmd20” or “Shift” + “F8" to
change T/A payment data. See step 8.
 PRESS*“Cmd24” or “Shift” + “F12” to
delete T/A payment data. See step 9.

7 PRESS “Cmd16” or “Shift” + “F4” toadd | Screen EEF42005 will be displayed
payment data. On Screen EEF42010, enter | notifying the user that the payment
the payment date and payment amount, and | data has been added.

PRESS “Enter”.

8 PRESS “Cmd20” or “Shift” + “F8” and Screen EEF42005 will be displayed
select number to be changed. On Screen notifying the user that the payment
EEF42010, change the CCC-184 amount data has been changed.
and PRESS “Enter”.

9 PRESS “Cmd24” or “Shift” + “F12” and Screen EEF42005 will be displayed
select number to be deleted. On notifying the user that the payment
Screen EEF42020, ENTER “Y” or “N” to data has been deleted.
the question, “Is this the check data you
wishto delete (Y or N)?'. ENTER“Y” to | Note: If “N” isentered,
delete the CCC-184 data, and PRESS Screen EEF42005 will be
“Enter”. displayed.

10 | When all payment datain steps 1 through 9 | Menu EEF400 will be displayed.

have been entered, PRESS “Cmd7” or
“F77.
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583 Examples of Update Payments Screens

A Example of Screen EEF42000

The following is an example of Update Payments Screen EEF42000.

Par. 583

Conservati on

0000000000000000000000000 0000000000

Updat e Paynments Screen

Fi scal Year: 00

T/ A Reserve
Account

000000
000000
000000
000000
000000

Ver si on:

Ledger Code: 0000000 Fund Code:

Current FY Checks
Reserve I ssued to Date

000000000000000
000000000000000
000000000000000
000000000000000
000000000000000

00000000000000
00000000000000
00000000000000
00000000000000
00000000000000

EEF42000

0000 00000000 00000 Term 00

Renai ni ng
Bal ance

00000000000000
00000000000000
00000000000000
00000000000000
00000000000000

Account to update: XXXXXX

Ent er =Cont i nued Cmd4=Pr evi ous Screen Ord7=End

B Example of Screen EEF42005

10-27-03

The following is an example of Update Payments Screen EEF42005.

Conservati on

0000000000000000000000000 0000000000 EEF42005

Updat e Paynments Screen Ver si on: 0000 00000000 00000 Ter m 00

Fi scal Year: 00

Ledger Code: 0000000 Fund Code: 00

T/ A Reserve Account: 000000

Current Reserve:

#

MORE CHECK DATA

000000000000000 Remai ni ng Bal ance: 000000000000000

Check Date Check Anmount
000 00000000 000000000000000
000 00000000 000000000000000
000 00000000 000000000000000
000 00000000 000000000000000
000 00000000 000000000000000
000 00000000 000000000000000
000 00000000 000000000000000
000 00000000 000000000000000

COnmd4=Pr evi ous Screen Ond7=End Cndl16=Add Cnmd20=Change
Cnd24=Del et e
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Par. 583

583 Examples of Update Payments Screens (Continued)

C

584-595

10-27-03

Example of Screen EEF42010

The following is an example of Update Payments Screen EEF42010.

Conservati on 0000000000000000000000000 0000000000 EEF42010
Updat e Paynments Screen Ver si on: 0000 00000000 00000 Ter m 00
Fi scal Year: 00 Ledger Code: 0000000 Fund Code: 00
T/ A Reserve Account: 000000
Current Reserve: 000000000000000 Renmai ni ng Bal ance: 000000000000000
Check Date: XXKXXX
Check Amount: XHOOKHXKX
Ent er =Cont i nued Cmd4=Pr evi ous Screen Ord7=End

(Reserved)
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Par. 596
Section 3 Printing and Reviewing L edger Reports

596  Reviewing L edger Report Data
A Reviewing Sequential Ledger Entry Report

Review Sequential Ledger Entry Report EEF435-R003 the last workday of each month to
ensure that all:

» State alocations received from the National Office and all county allocations are recorded
correctly on the State ledger

o C/Sand T/A reserves are correct
o T/A payments issued are recorded promptly.

Each month, when ACP-305's are transmitted to KCAOQO, the C/S and T/A reserve amounts
will be:

* recorded automatically from the State ledgers
+ transmitted to KCAO aong with the county ACP-305's.

B Reviewing Differences Between ACP-305 and State L edgers Report
Review the Differences Between ACP-305 and State L edgers Report and ensure that all
differences, either at the State level or the county level, are corrected for the next month's

ACP-305.

Note: The Differences Between ACP-305 and State Ledgers Report will automatically queue
to print after ACP-305's are transmitted, if any allocation discrepancies are present.
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597  Printing L edger Reports

A Ledger Reports

10-27-03

Print ledger reports according to this paragraph. The following table lists the:

ledger reports by screen and option number
paragraph reference for each report.

Par. 597

Paragraph
Screen Option Report Reference
EEF43000 1 Program Summary Ledger Report EEF435-R001 598
EEF43000 2 Technical Assistance Summary Ledger Report 599
EEA435-R002
EEF43000 3 Sequential Ledger Entry Report EEF435-R003 600
EEF43005 1 (for all entries)
EEF43000 3 T/A Reserves Sequential Ledger Entry 601
Report EEF435-R004 (for T/A reserve accounts
EEF43000 3 C/S Reserves Sequential Ledger Entry 602
Report EEF435-R005 (for C/S reserve accounts
EEF43005 3 entries 0n|y)
EEF43000 4 Differences Between ACP-305 and State Ledgers 603
Report EEF435-R006
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Par. 597
597  Printing Ledger Reports (Continued)

B Example of Screen EEF43000

The following is an example of Ledger Reports Selection Screen EEF43000.

Conservation 00- ANYSTATE Sel ection EEF43000
Ledger Reports Sel ection Screen Versi on: AB53 03-08-2002 14:18 Term EO
Action
Code Ledger Reports
1. Program Summary Ledger Report
2. T/ A Summary Ledger Report
3. Sequential Ledger Entry Report
4. Di ff erences Between ACP-305 and State Ledgers Report

Enter option and press "Enter".
Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End

C Example of Screen EEF43005

The following is an example of Ledger Reports Selection Screen EEF43005 for the Sequential
Ledger Entry Report.

Conservati on 00- ANYSTATE Sel ection EEF43005
Ledger Reports Sel ection Screen Versi on: AB53 03-08-2002 14:18 Term EO

Sequential Ledger Entry Report
Date From ............ Thru ...........
(Leave Dates Blank to Print Entire Fiscal Year)
Entries to include on report:
1. Al Entries

2. T/ A Reserve Accounts Entries ONLY
3. S Reserve Accounts Entries ONLY

Enter option and press "Enter".
Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 9-55



Par. 597
597  Printing Ledger Reports (Continued)

D Printing Ledgers

Print ledger reports according to the following.

Step Action Result

1 On Menu EEFOQO: Menu EEF400 will be displayed.
« ENTER"4"
 PRESS"Enter”.

2 On Menu EEF400: Screen EZZ50000 will be displayed.
e ENTER"3
 PRESS"Enter”.

3 On Screen EZZ50000: Screen EEF43000 will be displayed.

o enter the printer ID and number of
copies to be printed

« PRESS“Enter”.

4 On Screen EEF43000: IF option... | THEN...
» enter the option of the ledger 1 was Screen EEF40500 will be
report to be printed entered displayed. See steps5
through 7.
e PRESS“Enter”.
2 was Screen EEF40500 will be
See subparagraph A for alist of entered displayed. See step 8.
applicable reports 3was Screen EEF43005 will be
entered displayed. See steps9
through 11.
4 was Report will be produced.
entered See step 12.
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Par. 597

597  Printing Ledger Reports (Continued)
D Printing Ledgers (Continued)
Step Action Result
5 For the option 1 report, on |F code... THEN...
Screen EEF40500: has multiple | Screen EEF40505 will
* enter the number of the ledger code fund codes ge dlgplayed. Goto
to be accessed €0 0.
for parent Screen EEF40510 will
» PRESS“Enter”. program (ACP | be displayed. Go to
or ECP)was | step 7.
Note: All ledger codes as well as entered
parent program codes (ACP .
thoselisted in | be displayed. Go to
thisstepwas | step 12.
entered
6 On Screen EEF40505: IF codewas... | THEN...
entered Screen EEF40590 will
Egg;g? fE””d code be displayed. Go to
. nter”.
step 12.
left blank Screen EEF40510 will
be displayed. Go to
step 7.
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597

Printing Ledger Reports (Continued)

D Printing Ledgers (Continued)

10-27-03

Par. 597

Step

Action

Result

7

On Screen EEF40510, the message,
“Print Selected Ledger at a (D)etail or
(S)ummary level?’, will be displayed.

* To obtain a separate report for each
unigue ledger and fund code, ENTER
“D” and PRESS "Enter".

* To obtain a separate report
combining all applicable fund codes
for the selected ledger, ENTER “S’
and PRESS “Enter”.

Screen EEF40590 will be displayed.
Go to step 12.

For the option 2 report, on
Screen EEF40500:

* enter the number of the ledger code
to be accessed

« PRESS“Enter”.

Note: Only ledger programs that can
have T/A accounts, such as
ACPANA, ECPD, and ECPF will
be listed

IF code

was... THEN...

left blank | Screen EEF40590 will be
displayed. Go to step 12.

entered Screen EEF40590 will be

displayed. Go to step 12.
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597  Printing Ledger Reports (Continued)

D Printing Ledgers (Continued)

10-27-03

Par. 597

Step Action Result
9 For the option 3 report, 3 additional Screen EEF40500 will be displayed.
report options are available. On Go to step 10.
Screen EEF43005, do either of the
following:
o select report option, PRESS “Tab” to
enter the date of the data desired, and
PRESS “Enter”
» select report option and PRESS
“Enter” if entire FY datais desired.
10 | For thereport type selected, on IF ledger
Screen EEF40500, enter the number of code
the ledger code to be accessed and selected... THEN...
PRESS “Enter”.
has multiple | Screen EEF40505
Notes: Only ledger programs will be fund codes | will be displayed to
listed, not parent programs. select fund code. Go
to step 11.
thw accessing the T/A only does not Screen EEF40590
version of th(_a option 3 report, have will be displayed. Go
only the applicable ledger multiple to step 12.
programs that can have T/A will fund codes
betisted:
11 | On Screen EEF40505: Screen EEF40590 will be displayed.

* enter the fund code
+ PRESS “Enter”.

Go to step 12.
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597  Printing Ledger Reports (Continued)

D Printing Ledgers (Continued)

10-27-03

Par. 597

Step

Action

Result

12

On Screen EEF40590, PRESS
“Enter”.

» Selected ledger report will print.

* Enter another report option or PRESS
“Cmd7” or “F7” to return to Menu EEF400.

13

When all reportsin step 1
through 12 have been printed,
PRESS “Cmd7” or “F7”.

Menu EEF400 will be displayed.
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Par. 598
598  Program Summary L edger Report

A Explanation of Program Summary L edger Report

Program Summary Ledger Report EEF435-R001 is a summary that can be requested by a
specific ledger code or as a summary for a whole program.

Examples. If “ACP’ is selected asthe ledger code, the report will reflect the total of all
ACPANA, ACPLTA, and all fund codes.

If “ECP” is selected as the ledger code, the report will reflect the total of all
ECPD, ECPF, ECPH, ECPT, and ECPO.

Note: When the ledger code is left blank, which means “All”, a separate report will be
produced for each program and ledger code. Two print options are available for
“All".

+ Detail level will produce a separate report for each unique ledger and fund code.

o Summary level will produce a separate report combining all applicable fund codes
for the selected ledger.
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Par. 598
598 Program Summary Ledger Report (Continued)

B Example of Report

The following is an example of Report EEF435-R001. To print the report, see

| paragraph 597|
ANYSTATE U S. Departnent of Agriculture Prepared: 03-08-2002
Farm Servi ce Agency As O : 03-08-2002
Report | D: EEF435- ROO1 Program Summary Ledger Report Page: 1
Fi scal Year: 2002 Ledger Code: ECPH
Fund Code: 00
Total State Allocation: 62, 800
Total T/ A Reserve: 0
Total C/'S Reserve: 2,000
Total County Allocation: 60, 800
PRI OR FY PRI OR FY CARRYOVER CURRENT
COUNTY ALLCCATI ON EARNI NGS FROM PRI OR FY | NCREASES DECREASES ALLCCATI ON
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Par. 599
599  Technical Assistance Summary L edger Report

A Explanation of Technical Assistance Summary Ledger Report

Technical Assistance Summary Ledger Report EEF435-R002 is a summary of all T/A reserves
on 1 report.

Example: If “ACP-ANA” is selected as the ledger code, the report will reflect the status of
all T/A accounts showing 1 line for each fund code and T/A account.

Note: When the ledger code is left blank, which means “All”, a separate report will be
produced for each program listed.

B Example of Report

The following is an example of Report EEF435-R002. To print the report, see

[paragraph 597]
ANYSTATE U S. Departnent of Agriculture Prepar ed: 04-04-2002
Farm Servi ce Agency As O : 04-04-2002
Report 1D EEF435- R0O02 Techni cal Assistance Summary Ledger Report Page: 1
Fi scal Year: 2002 Ledger Code: ALL
Fund Code: ALL
PRI OR FY PRI OR FY CURRENT RESERVE
PROGRAM  FUND T A PRI OR FY CHECKS RESERVE RESERVE CHECKS LESS

CODE CODE  ACCOUNT RESERVE | SSUED CARRYOVER | NCREASES  DECREASES AMOUNT | SSUED  CHECKS
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600  Sequential Ledger Entry Report (for All Entries)

A Explanation of Sequential Ledger Entry Report

Par. 600

Sequential Ledger Entry Report EEF435-R003 will be produced by ledger code. This report
includes all State and county allocation changes and T/A and C/S reserve changes by the date

recorded in the ledger.

B Example of Report

The following is an example of Report EEF435-R003 for all entries. To print the report, see

| paragraph 597|
ANYSTATE U S. Departnent of Agriculture Prepared: 11-11-2001
Farm Servi ce Agency As O : 11-11-2001
Report |1 D EEF435- R0O03 Sequential Ledger Entry Report Page: 1
Fi scal Year: 2002 Dat e From 10-01-2001 Thru 11-11-2002 Ledger Code: ECPT
Fund Code: 00
COUNTY/ T A
RESERVE STATE T A as COUNTY CHECKS
DATE ACCOUNT DESCRI PTI ON ALLOCATI ON RESERVE RESERVE ALLOCATI ON | SSUED
10- 01- 2001 CARRY FORWARD TOTALS 280, 300 421 279, 879
10- 01- 2001 CS0001 CARRY FORWARD 421
10- 01- 2001 COUNTY#1 CARRY FORWARD 140, 316
10- 01- 2001 COUNTY#2 CARRY FORWARD 46, 480
10- 01- 2001 COUNTY#3 CARRY FORWARD 93, 483
10- 31- 2001 MONTH END 280, 300 421 280, 279
11-11- 2001 CURRENT BALANCE 280, 300 421 280, 279
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Par. 601
601  T/A Reserves Sequential L edger Entry Report

A Explanation of T/A Reserves Sequential Ledger Entry Report
T/A Reserves Sequential Ledger Entry Report EEF435-R004 will be produced by ledger
code. Thisreport includes all T/A reserve increases and decreases and payments issued by the

date recorded in the ledger.

Note: The“Current Reserve less T/A Checks Issued” column reflects the amount remaining
in the reserve account for which payments have not yet been issued.

B Example of Report

The following is an example of Report EEF435-R004, for T/A reserve accounts entries only.

To print the report, aragraph 597

U S. Departnent of Agriculture Prepared:  XX- XX- XXXX

State Farm Servi ce Agency As of 1 XX-XX- XXXX

Report 1D EEF435- RO04 T/ A Reserves Sequential Ledger Entry Report Page: 1

Fi scal Year: 19XX Date From Thru Ledger Code: ACP- ANA

Fund Code: 00

T A CURRENT RESERVE

RESERVE | NCREASES/ CHECKS LESS T/ A
DATE ACCOUNT DESCRI PTI ON DECREASES | SSUED CHECKS | SSUED

10/ 1/ xx TASCS1 CARRY FORWARD 0
10/ 1/ XX TADNRL CARRY FORWARD 0
11/ 15/ XX TASCS1 | NCREASE 7,750 7,750
11/ 15/ XX TADNRL | NCREASE 1, 500 1, 500
11/ 20/ XX TASCS1 CHECK | SSUED 5, 750 2,000
12/ 21/ XX TASCS1 CHECK | SSUED 500 1, 500
12/ 21/ XX TADNRL CHECK | SSUED 1, 000 500
12/ 23/ XX TADNRL DECREASE -500 0
10/ 31/ XX TASCS1 MONTH END BALANCES 0 0 0
11/ 30/ XX TASCS1 MONTH END BALANCES 7,750 5, 750 2,000
12/ 31/ XX TASCS1 MONTH END BALANCES 7,750 6, 250 1, 500
10/ 31/ XX TADNRL MONTH END BALANCES 0 0 0
11/ 30/ XX TADNRL MONTH END BALANCES 1, 500 0 1, 500
12/ 31/ XX TADNRL MONTH END BALANCES 1, 000 1, 000 0
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602  C/S Reserves Sequential L edger Entry Report

A Explanation of C/S Reserves Sequential Ledger Entry Report

Par. 602

C/S Reserves Sequentia Ledger Entry Report EEF435-R005 will be produced by ledger
code. Thisreport includes all C/S reserve increases and decreases by the date recorded in the

ledger.

Note: “Current Reserve Amount” column is the running total of the “Increases’ and
“Decreases’ columns, including any carry forward amounts for a specific C/S account.

B Example of Report

The following is an example of Report EEF435-R005, for C/S reserve accounts entries only.

To print the report, aragraph 597

10-27-03 1-CONSV (Rev. 2) Amend. 1

ANYSTATE U S. Departnent of Agriculture Pr epar ed:

Farm Servi ce Agency As O :
Report 1D EEF435- RO05 C'S Reserves Sequential Ledger Entry Report Page:
Fi scal Year: 2002 Dat e From 10-01-2001 Thru 04-04- 2002 Ledger Code:

Fund Code:

04- 04- 2002
04- 04- 2002
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Par. 603

603 _ Differences Between ACP-305 and State L edgers Report

A

10-27-03

Explanation of Differences Between ACP-305 and State L edgers Report

Differences Between ACP-305 and State L edgers Report EEF435-R006 will be produced
each monthend after:

* ACP-305'sarereceived in the State Office
* the progress reports are printed.

Thisreport is only printed when there is a difference between actual alocations recorded in
the County Office ledger and the amount recorded in the State ledger for the county.

All programs and fund codes will be reflected on 1 report. If a County Office is unable to
transmit, the report will use the last transmitted report for the “County Alloc. on ACP-305"
column and ENTER “##’ to the left of the county name. The “##” footnote will read, “Date
of ACP-305 data does not match As Of date.”

Note: Thisreport will be printed automatically with the State ACP-305 Transmission Report
when the State transmitsto KCAO. In addition, the State Office will be able to print
the report upon request for the last submitted ACP-305.

Corrections to the State ledgers or County Office ledger, whichever is applicable, shall be
made before the next month’s monthend progress reports are transmitted.
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Par. 603
603 Differences Between ACP-305 and State L edgers Report (Continued)

B Example of Report

The following is an example of Report EEF435-R006. To print the report, see

| paragraph 597|
ANYSTATE U S. Departnent of Agriculture Prepared: 04-04-2002
Farm Servi ce Agency As O : 03-31-2002
Report 1D EEF435- R0O06 Di ff erences Between ACP-305 and State Ledgers Page: 1
Fi scal Year: 2002
PROGRAM FUND COUNTY ALLCC. COUNTY ALLCC.
CCDE CCDE COUNTY ON ACP- 305 ON STATE LEDGER DI FFERENCE
ECPD ADANVS 8, 200 6, 500 1, 700
## WASH NGTON 28, 500 25, 000 3, 500
ECPF JEFFERSON 0 800 800
MONRCE 5,122 i 5,122
SIP 00 JACKSON 2,508 1,692 816
## WASH NGTON 4,165 165 4, 000
**%** . No record on file for this |edger.
## - Date of ACP-305 data does not match As Of date.

604-615 (Reserved)
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Par. 616
Section 4 Updating Prior FY Data

616 Overview

A

10-27-03

In This Section

This section provides instructions for State Offices for updating, when necessary, prior FY':

» county alocations and earnings

e T/A reserve amounts and CCC-184'sissued

o C/Sreserve amounts.

Necessity for Correcting Prior FY Data

After September 30, no changes can be made in the County Office to the prior FY ledger.

Therefore, the only allocation and earnings changes that can be made to prior FY county data

in the State ledger are those changes necessary to correct the State ledger to agree with the

automated county ledger.

Updating prior FY county allocations or earnings is necessary when:

* County Office failsto transmit a September 30 ACP-305 because of automation problems
or ledger imbalance conditions and the actual September 30 county ledger is different from
the last transmitted ACP-305 recorded on the September 30 ACP-305

» State Office fails to record a county alocation change correctly in the State ledger.

Correct the State ledger to agree with the county ledger as of September 30.
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Par. 616
616 Overview (Continued)

C Prior FY Adjustments Affect State Allocation

Any prior FY adjustment will affect the State allocation. If aprior FY county alocation is
increased or decreased, it must either be:

* set off from another county allocation change
* anadjustment to the C/S reserve.

Important:  Any prior FY changes to allocations and earnings must be reconciled with
KCAO, according to Part 11, and will be reflected on arevised FSA-357. The
total State allocation must agree with the revised FSA-357.

Any prior FY changes, which change the carry forward to the next FY amount,

will trigger the printing of a county allocation memorandum reflecting the
adjustment.
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616 Overview (Continued)

D Example of Menu EEF440

Par. 616

The following is an example of Update Prior FY Data Menu EEF440.

COVVAND
Update Prior FY Data Menu

Cmd3=Pr evi ous Menu

Enter option and press “Enter”.

E Accessing Menu EEF440

20.
21.
22.
23.
24.

EEF440 I NQUI RY 00

Update Prior FY County Data
Update Prior FY T/ A Data
Update Prior FY TS Data

Return to Application Prinmary Menu
Return to Application Selection Screen
Return to O fice Selection Screen
Return to Prinmary Sel ection Menu

Sign Of

On Menu EEF400, ENTER “4” and PRESS “Enter” to access Menu EEF440.
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617

Updating Prior FY County Data

A Recording Data

10-27-03

Par. 617

Record the prior FY corrections in county allocations and earnings in the system as follows.

Note: Prior FY alocation and prior FY earnings shall only be changed to agree with county
allocation ledgers as of September 30.

« PRESS“Enter”.

codes

Step Action Result
1 On Menu EEFOQ0: Menu EEF400 will be displayed.
* ENTER"4”
« PRESS“Enter”.
2 On Menu EEF400: Menu EEF440 will be displayed.
* ENTER"4”
« PRESS“Enter”.
3 On Menu EEF440: Screen EEF40520 will be displayed. Select a
county or leave blank for alist of counties.
* ENTER*"1”
. PRESS“Enter”. IF... THEN...
county nameis Screen EEF40500 will be
selected displayed. Go to step 4.
county nameis Screen EZZ50505 will be
left blank displayed. Select county name
and PRESS “Enter”.
Screen EEF40500 will be
displayed. Go to step 4.
4 | On Screen EEF40500: IF ledger code
for the program
o enter the number of the | sdlected... THEN...
ledger codeto be . .
accessed has multiple fund | Screen EEF40505 will be

displayed. Go to step 5.

does not have
multiple fund
codes

Screen EEF44500 will be
displayed. See subparagraph B.
Go to step 6.
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617 Updating Prior FY County Data (Continued)

A Recording Data (Continued)

10-27-03

Par. 617

Step

Action

Result

5

On Screen EEF40505:

* enter the fund code
+ PRESS “Enter”.

Screen EEF44500 will
be displayed.

On Screen EEF44500, 1 of the following messages will
be displayed.

*+  “No current FY State alocation exists for this
program and fund code.”

o “No current FY county allocation exists for this
program and fund code.”

* “Thesefigures are the original figures.”
* “These figures have been updated previoudly.”

Record the prior FY alocation and earnings changes.
The “Total Amount™ column consists of the following:

* Prior FY Allocation (from State ledger)

* Prior FY Earnings (from the September 30
ACP-305' s transmitted from the county)

* Prior FY Allocation less Prior FY Earnings as of
October 1

o Current FY County Allocation (from State ledger)
o Current FY State Allocation (from State ledger).
Note: When prior FY changes are made, any

differences will adjust the current State and
county allocations.

Screen EEF44502 will
be displayed. See
subparagraph C for an
example of

Screen EEF44502.
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617

Updating Prior FY County Data (Continued)

A Recording Data (Continued)

10-27-03

Par. 617

Step Action Result
7 | Screen EEF44502 will be displayed | IF... THEN...

with the warning, “This prior FY “y* was entered . Screen EEF44505

adjustment will change the current . X X

State allocation which MUST agree anpl prior FY W!” be displayed

with the State allocation on adjustment thh the message,

FSA-357. This adjustment should | changed current State L ediger has

be due to a FY -end reconciliation.” Y CO[.Jnty been updaten.

alocation

Note: Prior FY alocation and prior *  aquestion about
FY earnings should only be m_?lmorar_ldulms
changed to agree with will be displayed.
county allocation ledgers as Gotostep 8.
of September 30. Therefore, | “Y” wasentered | Screen EEF44505

any correction that changes
the State allocation must be
part of the KCAO FY-end
reconciliation. CEPD will
issue arevised FSA-357
when the revised datais
received from KCAO.

ENTER“Y” or “N” to the question,
“Do you wish to continue (Y or

and prior FY will be displayed with

adjustment did the message, “State

not change the Ledger has been

current FY State | updated.” Go to

allocation step 9.

“N” wasentered | o ledger will not be
updated with

prior FY changes

N)?", and PRESS “Enter”. *  Screen EEM4500
will be
redisplayed. Go
to step 6.
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Par. 617
617 Updating Prior FY County Data (Continued)

A Recording Data (Continued)

Step Action Result

8 On Screen EEF44505, ENTER “Y” or “N” to
the question, “Do you wish to print the prior
FY adjustment memo (Y or N)?7'.

IF... THEN...
“N” was if memorandum will be Memorandum will not be
entered prepared later, manually printed. Go to step 9.

gather data from the County

Allocations Increases or

Decreases Report.
“Y” was o Screen EEF44505 will be | The prior FY adjustment
entered to redisplayed with the memorandum will be printed.
print message, “ State Ledger See subparagraph D for an
automated has been updated.” example of memorandum.
memorandum
to be sent to »  Screen EEZ5000 will be
County Office displayed requesting

printer I1D.

9 Screen EEF44505 is a confirmation screen. See
subparagraph E for an example of
Screen EEF44505.

« PRESS“Cmd2” or “F2” to returnto step 4

e PRESS“Cmd7” or “F7” to returnto
Menu EEF400.
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Par. 617

617 Updating Prior FY County Data (Continued)

B Example of Screen EEF44500

10-27-03

The following is an example of Prior FY Manual Adjustment Screen EEF44500.

Conser vati on 22- ANYSTATE Sel ection EEF44500

Prior FY Manual Adjustnment Screen Version: AB53 03-11-2002 13: 03 Term EO
Fi scal Year: 2002 Ledger Code: ECPHSF

County: ANYCOUNTY

FY Endi ng Bal ances as of: 03-11-2002

Tot al
Change(+/ -) Amount
Prior FY Allocation: ... 0
Prior FY Earnings: ... 0
Prior FY Allocation less Prior FY
Earnings as of Cct. 1: 0
Current FY County Allocation: 15, 000
Current FY State Allocation: 231, 000

Ent er=Conti nue Cnd4=Previ ous Screen Cnd7=End
IM No current FY County allocation exists for this programand fund code.
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Par. 617
617 Updating Prior FY County Data (Continued)

C Example of Screen EEF44502

The following is an example of Prior FY Manual Adjustment Screen EEF44502.

Conser vati on 00- ANYSTATE Sel ection EEF44502
Prior FY Manual Adjustnment Screen Version: AB53 03-11-2002 13: 03 Term EO
Fi scal Year: 2002 Ledger Code: ECPHSF

WARNI NG

This prior FY adjustnent will change the current State allocation which MIST agree with the State
al l ocation on the FSA-357. This adjustnent should be due to a FY-end reconciliation.

Do you wish to continue (Y or N? ..
Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End

D Exampleof Prior FY County Adjustment M emorandum

The following is an example of the county alocation memorandum when county allocations
change because of a prior FY adjustment.

TO : CED, ANY COUNTY FSA OFFICE 03-10-2000
FROM ANY STATE FSA OFFICE
SUBJECT: Decrease Allocation to Program ECPD Fund Code 00

The subject allocation has been changed as shown below as of the date of this memo.

Previous Current
Allocation Increase Decrease Allocation
$63,063 $500 $62,563
Note: Thischangeisdueto a prior FY county adjustment which corrects the county allocation in the state ledger to agree with the
actual county ledger. There should be no change needed to the ledger. The "Current Allocation" column should agree with
your current allocation.
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Par. 617

617 Updating Prior FY County Data (Continued)

E

10-27-03

Example of Screen EEF44505

The following is an example of Prior FY Manual Adjustment Screen EEF44505 whichisa
confirmation screen.

Conservati on (000006000000000006006000000) 0000000000 EEF44505
Prior FY Manual Adjustment Screen Ver si on: 0000 (00000000 00000 Term OO

Fi scal Year: OO Ledger Code: OOOOO0OO Fund Code: QO
County: [esc0000000000000000)

FY Endi ng Bal ances as of: OOO000000

Tot al

Change(+/ -) Anpunt
Prior FY Allocation: XXKKXXXXXX (000000000000000]
Prior FY Earnings: XXKKXXXXXX [e00000000000]

Prior FY Allocation less Prior FY

Earni ngs as of Cct. 1: (000000000000000]
Current FY County Allocation: (e00000000000]
Current FY State Allocation: (0000000000060]

Do you wish to print the prior FY adjustnent nenp (Y or N)
Cnmd2=Return to "Enter Ledger Code" Cd7=End
IM  Change(s) updated on | edger file
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Par. 618

618  Updating Prior FY T/A Data

A

10-27-03

Recording Data

Record changes to the prior FY T/A reserve amount and T/A paymentsissued in the system
as follows.

Note: Prior FY T/A reserve amounts and prior FY T/A payments issued should only be
changed to correct actual payments issued before September 30 and recorded
incorrectly or not recorded in the prior FY State ledger.

Step Action Result
1 On Menu EEFOQO: Menu EEF400 will be displayed.
* ENTER"4”
» PRESS"Enter”.
2 Menu EEF400: Menu EEF440 will be displayed.
* ENTER"4”
» PRESS"“Enter”.
3 On Menu EEF440: Screen EEF40500 will be displayed.
o ENTER"2
« PRESS"“Enter”.
4 On Screen EEF40500: IF the ledger code
for the program
* enter the number of the ledger selected... THEN...
code o be accessed hasmultiplefund | Screen EEF40505
«  PRESS“Enter”. codes will be displayed.
Go to step 5.
does not have Screen EEF44510
multiple fund codes | will be displayed.
See subparagraph B
for an example of
Screen EEF44510.
Go to step 6.
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618 Updating Prior FY T/A Data (Continued)

A Recording Data (Continued)

10-27-03

Par. 618

Step Action Result
5 | On Screen EEF40505: Screen EEF44510 will be displayed.
» enter the fund code
 PRESS“Enter”.
6 | Screen EEF44510 reflects, for all Screen EEF44515 will be displayed.

applicable T/A reserve accounts, the prior
FY reserve, prior FY checksissued, and
the current FY carryover. Select the T/A
account to be updated and PRESS
“Enter”.

Note: If no T/A accounts exist for the
ledger, the message, “No T/A
Ledger records present-please
create through option 1 of

Menu EEF400.”, will be displayed.
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618

Updating Prior FY T/A Data (Continued)

A Recording Data (Continued)

10-27-03

Par. 618

Step Action Result
7 On Screen EEF44515, 1 of the following IF... THEN...
messages will be displayed.
P T/A reserve | Screen EEF44502

«  “No current FY State allocation exists | changes will be displayed. See

for this program and fund code.” adjust the  |[subparagraph 61/1C

State for an example of

«  “No current FY account exists for this | dlocation | Screen EEF44502.

program and fund code.” Goto step 8.
* “Thesefigures are the original

figures.”
* “Thesefigures have been updated

previoudly.”
Record the prior FY T/A reserve amount | T/A reserve | Screen EEF44520
and the prior FY T/A checks issued changesdid | will be displayed. See
changes, and PRESS “Enter”. not adjust subparagraph D for

the State an example

The “Total Amount” column consistsof | allocation | Screen EEF44520.
the following entries from the State Go to step 9.
ledger:
o Prior FY T/A Reserve
o Prior FY T/A Checks Issued
* Prior FY Reserve less Prior FY

Checks Issued as of October 1
e Current FY Reserve
o Current FY Checks Issued
o Current FY State Allocation.
Note: When prior FY changes are made,

any differences will adjust the
current T/A and State alocation.
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618 Updating Prior FY T/A Data (Continued)

A Recording Data (Continued)

10-27-03

Par. 618

Step Action Result
8 | Screen EEF44502 displays the warning, “This | IF... THEN...

prior FY adjustment will change the current

State allocation which MUST agree withthe | Y~ Was | goto step 9.

State allocation on the FSA-357. This entered

adjustment should be dueto aFY-end

reconciliation.”

Note: Prior FY T/A reserve amounts and
prior FY T/A checks issued should
only be changed to correct actual
checks issued before September 30 “N” was | » ledger will not be
and recorded incorrectly or not entered updated with prior
recorded in the prior FY State ledger. FY changes
Any correction that changes the State
allocation must be part of the KCAO * Screen EEF44515
FY -end reconciliation. CEPD will will be redisplayed.
issue arevised FSA-357 when the See subparagraph C
revised datais received from KCAO. for an example of

Screen EEF44515.
ENTER “Y” or “N” to the question, “Do you Gotostep 7.

wish to continue (Y or N)?’, and PRESS
“Enter”.

Screen EEF44520 is an update confirmation
screen. See paragraph D for an example of
Screen EEF44520.

e PRESS“Cmd2” or “F2” to returnto
step 4.

e PRESS“Cmd7” or “F7” to returnto

Menu EEF440.
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618 Updating Prior FY T/A Data (Continued)

B Example of Screen EEF44510

10-27-03

The following is an example of Select Prior FY Account Screen EEF44510.

Par. 618

Conservati on

Sel ect Prior FY Account Screen

Fi scal Year: 0O

T/ A Reserve
Account

Ent er =Cont i nue

(000000000000000000000000010000000000]
(000000000000 00000]

Ledger Code: OOO0O00O Fund Code: QO

Prior FY
Reserve

Account to update:

Crd4=Pr evi ous Screen

1-CONSV (Rev. 2) Amend. 1

Cnd7=End

Prior FY
Checks | ssued

(000000

EEF44510

Current FY
Carryover
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Par. 618

618 Updating Prior FY T/A Data (Continued)

C Example of Screen EEF44515

10-27-03

The following is an example of Prior FY Manual Adjustment Screen EEF44515.

Conservati on (606000000000000006060606016060606000) EEF44515

Prior FY Manual Adjustnment Screen Versi on: 0000 (OOO0O000O OO0OO  Term QO
Fi scal Year: 0O Ledger Code: OOO0O00O Fund Code: QO

T/ A Reserve Account: [es0000)

FY Endi ng Bal ances as of: OO000000

Tot al

Change (+/-) Amount
Prior FY T/ A Reserve: O000000000 [esscc0000000000]
Prior FY T/ A Checks |ssued: O000000000 [esscc0000000000]

Prior FY Reserve less Prior FY

Checks |ssued as of Cct. 1: [essc0c0000000000]
Current FY Reserve: [e00000000000000]
Current FY Checks |ssued: [esscc0000000000]
Current FY State Allocation: [escc0c0000000000]

Ent er =Cont i nue COrd4=Pr evi ous Screen Ord7=End
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Par. 618
618 Updating Prior FY T/A Data (Continued)

D Example of Screen EEF44520

The following is an example of Prior FY Manual Adjustment Screen EEF44520 whichisa
confirmation screen.

Conservati on (00000000000000000000000000000000000] EEF44520
Prior FY Manual Adjustnment Screen Versi on: 0000 (OOO0000O OO0OO  Term QO
Fi scal Year: OO Ledger Code: OOO0O00O Fund Code: QO
T/ A Reserve Account: 000000
FY Endi ng Bal ances as of: OO000000
Tot al
Change(+/ -) Amount
Prior FY T/ A Reserve O000000000 O00000000000
Prior FY T/ A Checks |ssued: Q000000000 [essce0000000)
Prior FY Reserve less Prior FY
Checks |ssued as of Cct. 1: [essce0000000)
Current FY Reserve: [000000000000]
Current FY Checks |ssued [essc00000000)
Current FY State Allocation [esec00000000)
Cmd2=Return to "Enter Ledger Code" Cmd7=End

IM  Change(s) updated on |edger file
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619  Updating Prior FY C/S Data

A Recording Data

Par. 619

Record changes to the prior FY C/S reserve amount in the system according to the following.

Note: Prior FY C/S reserve amount changes should only be necessary if the State Office:

+ did not record a county alocation
* incorrectly recorded a county allocation
* incorrectly recorded a T/A reserve amount.

Step Action Result
1 On Menu EEFOQO: Menu EEF400 will be displayed.
* ENTER"4”
« PRESS“Enter”.
2 On Menu EEF400: Menu EEF440 will be displayed.
* ENTER"4”
« PRESS“Enter”.
3 On Menu EEF440: Screen EEF40500 will be displayed.
« ENTER"3
« PRESS“Enter”.
4 On Screen EEF40500: IF the ledger code
for the program
o enter the number of theledger | sdlected.... THEN...
codeto be accessed hasmultiplefund | Screen EEF40505
«  PRESS“Enter”. codes will be displayed.
Go to step 5.
does not have Screen EEF44510
multiple fund codes | will be displayed.
See subparagraph B
for an example of
Screen EEF44510.
Go to step 6.

10-27-03
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619 Updating Prior FY C/S Data (Continued)

A Recording Data (Continued)

10-27-03

Par. 619

Step Action Result
5 | On Screen EEF40505: Screen EEF44510 will be displayed.
See subparagraph B for an example

* enter the fund code of Screen EEF44510.

 PRESS"“Enter”.

Screen EEF44510 reflects the prior FY
carryover for al applicable C/S reserve
accounts. Select the C/S reserve account
to be updated and PRESS “Enter”.

Note: If applicable, the message, “No CS
Ledger records present - please
create through Opt. 1 of
Menu EEF400”, will be displayed.

Screen EEF44515 will be displayed.
See subparagraph C for an example
of Screen EEF44515. Goto step 7.
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619

Updating Prior FY C/S Data (Continued)

A Recording Data (Continued)

10-27-03

Par. 619

Step

Action

Result

7

On Screen EEF44515, if applicable, the
message, “No current FY account exists
for this program and fund code.”, will
be displayed.

Record the prior FY C/Sreserve
amount change and PRESS “Enter”.

The “Tota Amount” column consists of
the following entries from the State
ledger:

¢ Prior FY C/S Resarve
s Current FY Reserve
e Current FY State Allocation.

Note: Prior FY C/S reserve amount
changes should only be
necessary if the State Office:

 did not record a county
allocation

* incorrectly recorded a
county allocation

* incorrectly recorded a T/A
reserve amount.

Screen EEF44502 will be displayed.

subparagraph 617 C for an
example Screen EEF44502. Go to

step 8.
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619 Updating Prior FY C/S Data (Continued)

A Recording Data (Continued)

10-27-03

Par. 619

Step

Action

Result

8

Screen EEF44502 will be displayed with the
warning, “This prior FY adjustment will
change the current State allocation which
MUST agree with the State allocation on the
FSA-357. This adjustment should be due to
aFY-end reconciliation.”

Note: Prior FY C/S reserve amount changes
should only be necessary if the State
Office did not record a county
allocation, or incorrectly recorded a
county allocation or T/A reserve
amount and must adjust the C/S
reserve to reflect the change. These
corrections should not adjust the
State allocation. However, if any
correction does change the State
allocation, the change must be part of
the KCAO FY-end reconciliation.
CEPD will issue arevised FSA-357
when the revised data is received
from KCAO.

ENTER “Y” or “N” to the question, “Do
you wish to continue (Y or N)?’, and PRESS
“Enter”.

IF...

THEN...

[13 YH W%
entered

gotostep 9

[13 NH W%
entered

» ledger will not be
updated with prior
FY changes

¢ Screen EEF44520
will be
redisplayed. Go
to step 7.

Screen EEF44520 is a confirmation screen.

¢ PRESS“Cmd2” or “F2” to returnto
step 4.

e PRESS“Cmd7” or “F7” to returnto
Menu EEF440.
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Par. 619
619 Updating Prior FY C/S Data (Continued)

B Example of Screen EEF44510

The following is an example of Select Prior FY Account Screen EEF44510.

Conservati on (00000000000000000000000000000000000] EEF44510
Sel ect Prior FY Account Screen Ver si on: 0000 (00000000 OO000 Ter m OO
Fi scal Year: 0O Ledger Code: OOO0O00O Fund Code: QO
C/'S Reserve Account:
C'S Reserve Prior FY

Account Reserve

O00000 [esscc0000000000]

Q00000 [esscc0000000000]

Q00000 [esecc0000000000]

Q00000 [essc00000000000]

O00000 [esccc0000000000]

Q00000 [esecc0000000000]

Q00000 [esec00000000000]

O00000 [esec00000000000]

Q00000 [esscc0000000000]

Q00000 [esec00000000000]

Account to update: (QO0000

Ent er =Cont i nue Cnrd4=Pr evi ous Screen Cmd7=End
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Par. 619
619 Updating Prior FY C/S Data (Continued)

C Example of Screen EEF44515

The following is an example of Prior FY Manual Adjustment Screen EEF44515.

Conservati on (606000000000000006060606016060606000) EEF44515

Prior FY Manual Adjustnment Screen Ver si on: 0000 (00000000 OO000 Ter m OO
Fi scal Year: 0O Ledger Code: OOO000O Fund Code: QO

C/' S Reserve Account: 000000

FY Endi ng Bal ances as of: Q0000000

Tot al
(+-) Amount
Prior FY C'S Reserve XXOXXXXXXX 000000000000
Current FY Reserve (000000000000}
Current FY State Allocation [essce0000000)

Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End
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Par. 619

619 Updating Prior FY C/S Data (Continued)

D

620-630

10-27-03

Example of Screen EEF44520

The following is an example of Prior FY Manual Adjustment Screen EEF44520. Thisisa
confirmation screen.

Conservati on (606000000000000006060606016060606000) EEF44520

Prior FY Manual Adjustnment Screen Ver si on: 0000 (00000000 OO000 Ter m OO
Fi scal Year: OO Ledger Code: OOO000O Fund Code: QO

C/' S Reserve Account: (O000000

FY Endi ng Bal ances as of: Q0000000

Tot al
Change(+/ -) Amount

Prior FY C'S Reserve XOXXXXXXX 000000000000
Current FY Reserve (000000000000}
Current FY State Allocation [essc00000000)

Cmd2=Return tp ‘Enter Ledger Code” Cmi7=End
IM Changes(s) updated on |edger file.

(Reserved)
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Par. 631
Section 5 Establishing T/A and C/S Reserve Accounts

631  Overview
A In This Section
For the automated State ledgers, individual T/A and C/S reserve accounts shall be established

and maintained by the State Office for each individual ledger. This section provides
instructions for establishing T/A and C/S reserve accounts in the State ledger software.

B Establishing Accounts

T/A and C/S reserve account names shall be established uniformly at the program level but
will exist individually at the ledger level.

Example: T/A reserve account TANRCS will be entered in the system for ACP. However,
TANRCS will be available for ACPANA, ACPLTA, and all fund codes under
ACP.

Also, account TANRCS may be entered in the system for ECP and will be
available for ECPD, ECPF, ECPH, ECPT, and ECPO.
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Par. 632
632 Establishing Reserve Accounts

A Establishing T/A Reserve Accounts
Up to 5 T/A reserve accounts can be established for a program. Each T/A code will consist of
up to 6 aphanumeric characters, the first 2 of which will alwaysbe “TA.” State Offices shall
establish any or all of the last 4 characters as an identifying code for the technical service
provider.
Example: TANRCS, TA0001, etc.

B Establishing C/S Reserve Accounts
Up to 25 C/S reserve accounts can be established for a program. Thiswill allow a separate
C/Sreserve for each DD as well as other miscellaneous C/S reserves, which the State Office
may need to establish.
Note: State Offices are not required to establish DD C/S reserve accounts.

Each C/S code will consist of up to 6 aphanumeric characters, the first 2 of which will be
“CS.” Useany or al of the last 4 characters as an identifying code for the reserve.

Example: CSDDO01, CSDDO02, CSMAIN, CSSP53, etc.
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Par. 632

632 Establishing Reserve Accounts (Continued)

C Example of Menu EEF450

The following is an example of Establish Reserve Accounts Menu EEF450.

COMVAND
Establ i sh Reserve Accounts Menu

Cmd3=Pr evi ous Menu

Enter option and press "Enter".

D Accessing Menu EEF450

20.
21.
22.
23.
24.

EEF450 EO

Establ i sh T/ A Reserve Accounts
Establish CS Reserve Accounts

Return To Application Prinmary Menu
Return To Application Selection Screen
Return To O fice Selection Screen
Return To Prinmary Sel ection Menu

Sign Of

On Menu EEF400, ENTER “5” and PRESS “Enter” to access Menu EEF450.
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633 Creating T/A and C/S Accounts

A Creating Accounts

10-27-03

Par. 633

Create T/A and C/S accounts in the system according to the following.

The following will be listed:

Note When T/A or C/S accounts are

Step Action Result

1 On Menu EEFOQO: Menu EEF400 will be displayed.
¢« ENTER“4”
* PRESS“Enter”.

2 On Menu EEF400: Menu EEF450 will be displayed.
¢« ENTER"“5Y”
* PRESS“Enter”.

3 On Menu EEF450, enter either of the Screen EEF40500 will be
following and PRESS “Enter”: displayed.
¢« “1” to establish T/A reserve accounts
e “2" to establish C/S reserve accounts.

4 On Screen EEF40500: Screen EEF45500 will be

enter the number of the ledger code to
be accessed

PRESS “Enter”.

ACP, ECP, LAP, and LLP for T/A
accounts

ACP, ECP, LAP, LLP, PRP, and SIP for
C/S accounts.

created for ECP, those same
accounts will be applicable for al
ECP regular programs, such as
ECPD, ECPF, ECPH, ECPT, and
ECPO, as well as ECP supplementa
programs.

displayed. See subparagraph B for
an example of Screen EEF45500.

1-CONSV (Rev. 2) Amend. 1

Page 9-134



633

Creating T/A and C/S Accounts (Continued)

A Creating Accounts (Continued)

10-27-03

Par. 633

Step Action Result
5 | All T/A or C/S accounts aready IF... THEN...
established, regardless of account 3} y
balance conditions, will be reflected. A gh”}‘:li o S‘?Irleg"; EEFI45:§5
message will be displayed if no accounts | . : stée b Isplay h C
have been established. Use the following | 'S PresSed s ai‘eggrm aglreag f
command keys to update T/A or C/S
ACCOUNS. Screen EEF45505.
* PRESS"Cmd16” or “Shift” + "F4” | “Cmd20” or Screen EEF45500
to add a T/A or C/S account. See “Shift” + “F8” | will be redisplayed.
step 6. is pressed
¢ PRESS“Cmd20” or “Shift” +“F8”
to change a T/A or C/S account. See | “Cmd24” or Screen EEF45500
step 7. “Shift” + “F12” | will be redisplayed.
IS pressed
e PRESS*“Cmd24” or “Shift” +
“F12"to deletea T/A or C/S
account. See step 8.
6 PRESS “Cmd16” or “Shift” + “F4” to Screen EEF45505 will be displayed.
add a T/A or C/S account.
Enter the T/A or C/S reserve account Screen EEF45500 will be displayed
name and PRESS “Enter”. notifying the user that the reserve
account has been added.
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633

Creating T/A and C/S Accounts (Continued)

A Creating Accounts (Continued)

10-27-03

Par. 633

Step Action Result
7 On Screen EEF45500, PRESS “Cmd20” or | Screen EEF45500 will be
“Shift” + “F8” to changea T/A or C/S redisplayed reflecting the current

reserve account.

T/A or C/S reserve account names.

On Screen EEF45500:

+ enter the T/A or C/S reserve account to
be changed

 PRESS"Enter”.

Screen EEF45510 will be displayed
reflecting the selected T/A or C/S
reserve account.

On Screen EEF45510:

* make changes
» PRESS"“Enter”.

Screen EEF45500 will be
redisplayed notifying the user that
the reserve account has been
changed.
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633 Creating T/A and C/S Accounts (Continued)

A Creating Accounts (Continued)

10-27-03

Par. 633

Step Action Result
8 | On Screen EEF45500, PRESS “Cmd24” or Screen EEF45500 will be
“Shift” + “F12” to deletea T/A or C/Sreserve redisplayed.
account.
On Screen EEF45500: Screen EEF45515 will be
displayed.
o enter the T/A or C/S reserve account name to
be deleted
» PRESS“Enter”.
On Screen EEF45515: IF... THEN...
« ENTER“Y” or “N” to the question, “Isthis | Y~ Was | Screen EEF45500
the reserve account you wish to delete entered | will be displayed
(Y or N)?’ notifying the user
that the reserve
 PRESS*“Enter”. account has been
deleted.
Note: A “Y” must be entered to delete the “N” was | Screen EEF45500
account. entered | will be displayed
for selecting new
T/A account to be
deleted.
9 | Whenal T/A or C/S accounts have been updated | Menu EEF450 will be
in steps 1 through 8, PRESS “Cmd7” or “F7". redisplayed.
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Par. 633

633 Creating T/A and C/S Accounts (Continued)

B Example of Screen EEF45500

10-27-03

The following is an example of Update Accounts Screen EEF45500 for T/A accounts. This
same screen is used for C/S accounts.

Conservati on 00- ANYSTATE Sel ection EEF45500
Updat e Accounts Screen Versi on: AB53 03-11-2002 16: 08 Term EO

Fi scal Year: 2002 Ledger Code: ECP

T/ A Reserve Accounts:

TANRCS
TA0001
TA0002
TA0003
TA0004

NO MORE T/ A ACCOUNT CODES
Crd4=Previ ous Screen Omd7=End Ondl16=Add OCnd20=Change
Cnd24=Del et e
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Par. 633

633 Creating T/A and C/S Accounts (Continued)

C

634-645

10-27-03

Example of Screen EEF45505

The following is an example of Update Accounts Screen EEF45505 for adding a T/A account.
This same screen with different screen numbers is used to change (Screen EEF45510) or
delete (Screen EEF45515) a T/A or C/S account.

Conservati on 00- ANYSTATE Sel ection EEF45505
Updat e Accounts Screen Versi on: AB53 03-11-2002 16: 08 Term EO

Fi scal Year: 2002 Ledger Code: ECP

Enter T/ A Reserve Account Name: .......

Ent er =Conti nue Cnd4=Previ ous Screen Cmd7=End

(Reserved)
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646

Par. 646

Section 6 Setting Default Values

Changing Default Values

A Order of Default Values

10-27-03

Reports and screens will be defaulted automatically to counties in aphabetical order within the

State.

If reports and screens are to be reflected by counties in aphabetical order by DD, change the
default value.

Method of Changing Default Values

Change default values for reports and screens in the system according to the following.

Step Action Result
1 On Menu EEFOQO: Menu EEF400 will be displayed.
« ENTER"4"
« PRESS"“Enter”.
2 On Menu EEF400: Screen EEF46000 will be displayed.
See subparagraph C for an example
« ENTER"6" of Screen EEF46000.
« PRESS"Enter”.
3 On Screen EEF46000, ENTER “Y™ next Screen EEF46005 will be displayed
to the appropriate response: with the message, “Default value
has been set.”
o Statelists Counties in alphabetical
order within the State
* DD lists Counties in alphabetical order
by DD.
PRESS “Enter”.
4 Screen EEF46005 is a confirmation screen.

¢ PRESS“Cmd4” or “F4” to returnto
step 3.

e PRESS“Cmd7” or “F7” to returnto
Menu EEF400.
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Par. 646

646 Changing Default Values (Continued)

C

647-658

10-27-03

Example of Screen EEF46000

The following is an example of State Ledgers Default Values Screen EEF46000.

Conser vati on 00- ANYSTATE Sel ection EEF46000
State Ledgers Default Val ues Screen Versi on: AB53 03-11-2002 16:20 Term EO

DEFAULT VALUES

Enter "Y' next to the appropriate response:
Li st county nanes on reports and screens al phabetically within
State
R

District Director

Ent er =Conti nue Cmd7=End

(Reserved)
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Par. 659
Section 7 Monthend Processing

659  Screensfor Monthend Processing

A When Process|sDone

Monthend processing is done the first time any option on Menu EEF400 or EEF440 is
accessed every month.

B Example of Screen EEF40300

The following is an example of Month-End Processing Screen EEF40300.

Conservati on 00- ANYSTATE Di spl ay EEF40300
Mont h- End Processi ng Screen Versi on: AB53 03-01-2002 08:17 Term EO

Mont h- End Processing i s bei ng perforned

PLEASE WAI T
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Par. 659

659 Screensfor Monthend Processing (Continued)

C

660-677

10-27-03

Example of Screen EEF40300 Confirmation

The following is an example of Screen EEF40300 reflecting the confirmation message.

Conservati on 00- ANYSTATE Di spl ay EEF40300
Mont h- End Processi ng Screen Versi on: AB53 03-01-2002 08:17 Term EO

Mont h- End Processing i s being perforned

Ent er =Cont i nue
IM Mnth-End processing is conplete.

(Reserved)
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Par. 678
Section 8 FY-End Rollover

678 Completing FY Activity and Rollover Deadline
A Ensure Data Are Recorded

Ensure that all current FY activity for all conservation programs is recorded by COB the last
workday of September.

B Actions Between September 30 and October 20, Before Rollover

Between COB September 30 and October 20, State Offices that have not rolled over will still
be able to:

* accessthe State ledgersto post alocations, reserve amounts, and T/A payments issued

Important: Do not record any entries that should be posted to the current FY until after
rollover.

Be aware that any changes made to the State ledgers after September 30 and
before FY -end rollover will be posted as prior FY entries. These changes will

not be reflected on the September 30 progress report, but will be part of the
FY -end reconciliation used to compute the prior FY carryover.

e print and queue ACP-305 for the month of September.

After October 20, State Offices shall complete rollover before access to State ledger options
will be allowed for all options except reports.
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Par. 678
678 Completing FY Activity and Rollover Deadline (Continued)

C Rollover Deadline

Rollover can be performed any time after ACP-305’s for al County Offices have been
transmitted to KCAO, but no later than October 20.

D Ledgers
Ledgers must be current for the FY. Ensure that the following are completed.

o All county allocations, T/A reserve amounts, T/A payments issued, and C/S reserve
amounts are recorded in the system.

* Any refunds received in the County Office in a closed ledger and returned to the State
Office (se¢ paragraphs 465 and[467) are 1 of the following:

+ recorded in the State C/S reserve
» allocated to another county
* returned to the nationa level.

* Print the Program Summary Ledger Report for the parent programs (ACP and ECP), as
well as applicable single ledger programs, and ensure that the “State alocation” in the
upper left-hand corner agrees with the State allocation on FSA-357.

* Print the Program Summary Ledger Report, the Technical Assistance Summary Ledger
Report, and any other ledger reports that the State wants to keep on file.

Note: The Sequentia Ledger Entry Report, for al entries, for all conservation programs will
automatically print during the rollover process and must be kept on file.
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Par. 679
679 Before Starting FY-End Rollover|Process

A Before Starting Process

Complete the following before the rollover processis started.

Step Action
1 | Transmit September 30 ACP-305'sfor all Countiesto KCAO.

Exceptions:  County Offices that are unable to:

» transmit by the required deadline because system is not
operating

* queue and transmit because of rejected data on ACP-305.

2 Print September 30 ACP-305 monthend reports. Print and queue September
ACP-305's according to Part 10, Section 2 before performing FY -end rollover.

3 Print and review September 30 differences report. After September 30 ACP-305
monthend reports are printed, print the Differences Between ACP-305 and State
Ledgers Report. Review and make any corrections necessary to the State Ledger
to ensure that the September 30 ACP-305 county allocations agree with the
September 30 county allocations recorded in the State ledger.

Notes: It is not necessary to change the State ledger for all county allocations.
However, al differences must be justified in the FY -end reconciliation
process and corrected through option 4 on Menu EEF400 after rollover.

Any corrections made to the State ledger after September 30, but before
State ledger rollover, will be considered prior FY transactions. The
corrections will not be reflected on the September 30 progress report, but
will be reflected in the State rollover figures (prior FY carryover).

4 Prepare 1 blank tape cartridge for file backup. It isnot necessary to back up files
before rollover. The following files will be automatically backed up during the
rollover process:

S.EH.245 - State AD-245 Data
S.EC.259 - State Ledger Data
S.EM.305 - State ACP-305 Data
T.EU.TBL - Conservation Table File.

Note: Dataon the progress report will be deleted during rollover to prepare for new FY
data.
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Par. 680
680  Deadlinesfor Performing FY-End Rollover

A Before October 20

Once all items in[paragraph 679 have been completed, the State ledger rollover process can be
performed any time before October 20.

State ledgers can be accessed and entries changed between rollover and October 20.

Note: Any changes made between October 1 and FY -end rollover will be recorded as prior
FY changes.

B On or After October 20

On or after October 20, but in no case later than the last workday of October, the rollover
process must be completed as follows:

»  September 30 ACP-305 data must be transmitted immediately to KCAO
»  September 30 ACP-305 monthend reports must be printed immediately

*  September 30 differences report can be printed, but there is no way to make corrections to
State ledgers at thistime

» dataon the progress report will be deleted to prepare for new FY data
* 1 blank tape cartridge must be prepared for file backup.

On or after October 20, and before rollover, no access will be allowed to State ledgers except
for ledger reports (see Menu EEF400, option 3) to allow reports to be printed before rollover.

Any differences between ACP-305 county allocations and county alocations, as recorded in
the State ledger, must be corrected through option 4 on Menu EEF400 after rollover.
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Par. 681
681 FY-End Rollover Screens

A Completing Rollover

FY -end rollover should be completed immediately after all county ACP-305’s are transmitted
to KCAO, but no later than October 20.

Important:  Before performing FY-end rollover, ensure that the instructionsin
[ paragraph 679]have been completed.

B Example of Screen EEF40200

The following is an example of Fiscal Y ear-End Rollover Screen EEF40200.

Conser vati on (00000000000000000000000 EEF40200
Fi scal Year-End Rol | over Screen

Fi scal Year-End Rol | over
Fi scal Year-End Rol |l over can be done at this tine, if you choose.
* k% N O T E * k%
Bef ore Processing Fiscal Year-End Rollover, the follow ng shoul d have been done:
1. 9/30 ACP-305' s transnitted to KCMD.
2. 9/30 ACP-305 Month-End report(s) printed.
3. 9/30 Differences Report printed and revi ewed.
4. (One blank tape cartridge prepared for file backup.

Be aware that any allocation/reserve changes nmade will be posted as PRIOR Fiscal Year entries until State
Ledgers have been rolled over.

Do you wish to process Fiscal Year-End Rollover (Y or N?
Ent er =Cont i nue Cnd7=End
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Par. 681

681 FY-End Rollover Screens (Continued)

C

10-27-03

Example of Screen EEF40205

The following is an example of Fiscal Y ear-End Rollover Screen EEF40205. This screen will

be displayed only if there are September ACP-305's on file that had not been transmitted to
KCAO. Rollover will be terminated and Menu EEF400 will be redisplayed.

Conser vati on (00000000000000000000000 EEF40205
Fi scal Year-End Rol | over Screen

Fi scal Year-End Rol | over

FI SCAL YEAR- END ROLLOVER CAN NOT BE PROCESSED NOW

Not all Septenber ACP-305's currently on file have been sent to KCAO This data nust be transnitted to
KCAO before State Ledgers can be rolled over. You will be able to perform State Ledger Rollover once all
Sept enber ACP-305’s have been transmtted to KCAO

Ent er =Cont i nue Omd7=End
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Par. 681

681 FY-End Rollover Screens (Continued)

D

10-27-03

Example of Screen EEF40210

The following is an example of Fiscal Y ear-End Rollover Screen EEF40210. This screen will
be displayed only if there are counties that have not transmitted September ACP-305's to the
State Office.

Conser vati on [es0000000000000) (00000000 EEF40210
Fi scal Year-End Rol | over Screen Version: (0000 (0OO0O0000O (OO0Q0O Term QO

Fi scal Year-End Rol | over

The foll owi ng counties have not transmtted 9/30 ACP-305's. |f you choose to do a Fiscal Year-End
Rol | over now, the ledgers for the counties listed will have to be corrected through Option 4 of Menu
EEF400.

County Ledger County Ledger

MORE LEDCGERS

Do you wish to continue (Y or N? X
Ent er=Conti nue  Cnd7=End Rol | =Page
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Par. 681

681 FY-End Rollover Screens (Continued)

E

10-27-03

Example of Screen EEF40215

The following is an example of Fiscal Y ear-End Rollover Screen EEF40215. This screen will
display either of thefirst 2 following messages, whichever is applicable, and the last message:

+ “All counties have transmitted their ACP-305'sto STO.”
+ “NOT ALL counties have transmitted their ACP-305'sto STO.”
o “All September ACP-305's currently on file have been transmitted to KCMO.”

Conser vati on (00000000000000000000000  COO0O0 EEF40215
Fi scal Year-End Rol | over Screen Version: 0000 (OOO0O0000O0 OO00CCO  Term QO

Fi scal Year-End Rol | over

PLEASE NOTE

NOT ALL counties have transmitted their ACP-305's to STO

Al'l Septenber ACP-305's currently on file have been transmtted to KCMOD

Do you wish to continue (Y or N? (0]
Ent er =Cont i nue Cnd7=End
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681 FY-End Rollover Screens (Continued)

F Example of Message That Displays After Screen EEF40215

10-27-03

Par. 681

The following is an example of the message that will be displayed on the terminal after “Y” is

entered to the question, “Do you wish to continue (Y or N)?’, on the bottom of

Screen EEF40215.

Notes: Thisisthe last chance to cancel rollover if there is something that must be done before

rollover.

ENTER “N” to the question, “Has an initialized Tape Cartridge been inserted?

(Y/N)”, and Menu EEF400 will be redisplayed.

nust be save to a tape cartridge.
PLEASE | NSERT AN | NI TI ALI ZED TAPE CARTRI DGE NOW

If a (Y) is entered for the question below, then a backup of the
following files will take place:

S.EM 245 -- State AD 245 Data
S.EC. 259 -- State Ledger Data
S.EM 305 -- State ACP-305 Data
T.EU.TBL -- Conservation Table File

If a (N is entered for the question below, then the FY Rollover
Process wi |l be term nated.

Has an initialized Tape Cartridge been inserted? (Y/N)

1-CONSV (Rev. 2) Amend. 1
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Par. 681
681 FY-End Rollover Screens (Continued)

G Example of Screen EEF40300

The following is an example of Fiscal Y ear-End Rollover Screen EEF40300. This screen
reflects each phase of rollover asit is being completed during the rollover process. The
following messages will be displayed, 1 at atime:

o “Prior FY Sequential Ledger Reports are being prepared for print.”
o “Stateledgersare being rolled over.”
o “ACP-305fileisbeing rolled over.”

Conser vati on [es0ec00c00c000000000000N0000000] EEF40300
Fi scal Year-End Rol | over Screen Version: 0000 (OOO0O0000O0 OOO0CCO  Term QO

Fi scal Year-End Rollover is being perfornmed

PLEASE WAI T

Prior FY Sequential Ledger Reports are being prepared for print.
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Par. 681

681 FY-End Rollover Screens (Continued)

H

10-27-03

Example of Screen EEF40305

The following is an example of Ledger Rollover Screen EEF40305 which is a confirmation
screen.

Conservati on (606000000000000606060606016060606000) EEF40305
Ledger Rollover Screen Versi on: 0000 (OOO0O000O OO00O  Term QGO

Renove Tape Cartridge and |abel it as follows:

Q000 Conservation FY Backup Tape

Ent er =Cont i nue
IM  Fiscal Year Rollover process is conplete.
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Par. 682

682  Performing FY-End Rollover
A October Deadline
Accessto the State ledgers will be allowed before rollover and until October 20. However,
any changes made from October 1 until rollover will be recorded as prior FY changes.
Warning: If for some unforeseen reason, rollover is not done until October 20 or after,
access to the State ledgers except for reports option will not be alowed until
rollover is completed. Rollover must be completed by October 20 or the first time
in the system after October 20, but no later than the last workday of October.
B Performing Rollover
Complete the following to perform FY -end rollover any time before October 20.
Step Action Result
1 On Menu EEFOQ0: Menu EEF400 will be displayed.
* ENTER"4”
« PRESS“Enter”.
2 On Menu EEF400: Screen EEF40200 will be displayed.
¢ enter any option
» PRESS“Enter”.
Note: Only 1 person can use the
conservation system software at
any given time. If morethan 1
person is signed on to the
conservation software, the
system will display the message,
“A terminal is using the
conservation system. If (Y)esis
entered for the question below,
that terminal must be out of the
conservation system software.
Do you want to try to run the
procedure again (Y/N)?".
Ensure that all other terminals
are signed off of the
conservation software. ENTER
“Y” and PRESS "“Enter”.
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682

Performing FY-End Rollover (Continued)

B Performing Rollover (Continued)

10-27-03

Par. 682

Step

Action

Result

3

Ensurethat al 4 of theitems
listed on the screen were
completed before starting
rollover.

On Screen EEF40200, ENTER

“Y” or “N” to the question, “Do
you wish to process Fiscal

Y ear-End Rollover (Y or N)?7".

IF...

THEN...

“Y” was entered and all
ACP-305's currently on
file have been sent to
KCAO, but not all
counties have transmitted
to the State

Screen EEF40210 will be
displayed. Goto step 4.

“Y” was entered and all
ACP-305's currently on
file have been sent to
KCAO and all counties
have transmitted to the
State

Screen EEF40215 will be
displayed. Gotostep 5.

“Y” was entered and all
ACP-305's currently on
file have not been sent to
KCAO

Screen EEF40205 will be
displayed. Rollover will be
terminated and Menu EEF400
will be redisplayed.

Note: On or after
Octaober 20, but no
later than the last
wor kday of
October, ACP-305's
must be transmitted
to KCAO before
completing rollover
or accessing State
ledgers.

“N” was entered

Rollover will be terminated
and Menu EEF400 will be
redisplayed.

Note: On or after
Octaober 20, but no
later than the last
wor kday of
October, ACP-305's
must be transmitted
to KCAO before
completing rollover
or accessing State
ledgers.
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Par. 682
682 Performing FY-End Rollover (Continued)

B Performing Rollover (Continued)

Step Action Result
4 Screen EEF40210 will be displayed IF... THEN...
if all counties have not transmitted «v* was | Screen EEF40215 will be

ACP-305'sto the State Office. .
ENTER “Y” or “N” to the question, |-cntered | displayed. Goto step S.

“Do you wish to continue “N” was | therollover process will be
(Y or N)?". entered | terminated and Menu EEF400
will be redisplayed.

Note: On or after October
20, but no later than
the last workday of
October, ACP-305's
must be transmitted to
KCAO before
completing rollover or
accessing State
ledgers.

5 Screen EEF40215 will be displayed IF... THEN...

reflecting the ACP-305 status. rm . .
ENTER “Y” or “N” to the question, | . Was | amessagewill be displayed to

“Do you wish to continue entered | insert aninitialized tape
(Y or N)?’ cartridge now. Go to step 6.

“N” was | therollover process will be
entered | terminated and Menu EEF400
will be displayed.

Note: On or after
October 20, but no
later than the last
workday of October,
rollover must be
completed before
accessing State
ledgers.
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Par. 682
682 Performing FY-End Rollover (Continued)

B Performing Rollover (Continued)

Step Action Result
6 On Input-Output Screen, IF... THEN...
ENTER “Y” or “N” to the
question, “Has an initialized “Y” was | abackup of the following files will
tape cartridge been inserted? entered | occur:
(YIN)".
o« SEH.245
+ S.EC.259
« SEM.305
« T.EU.TBL.
When backup has been completed,

Screen EEF40300 will be
displayed. Go to step 7.

“N” was | therollover process will be
entered | terminated and Menu EEF400 will
be redisplayed.

Note: On or after October 20,
but no later than thelast
workday of October, no
access to State ledgersis
allowed until rollover is
completed, except for
ledger reports.
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682 Performing FY-End Rollover (Continued)

B Performing Rollover (Continued)

10-27-03

Par. 682

Step

Action

Result

7

Screen EEF40300 reflects each phase of
rollover asit is being completed during the
rollover process. The following messages
will be displayed.

* “Prior FY Sequential Ledger Reports
are being prepared for print.”

o “Stateledgersare being rolled over.”
o “ACP-305fileisbeing rolled over.”

When completed, the following messages
will be displayed.

» “Fiscal year rollover processis
complete.”

* “Remove Tape Cartridge and label it as
follows: CCYY CRES Conservation
FY Backup Tape.”

Label tape cartridge as instructed.

FY -end process has been

completed. User will be returned
to the option selected before

rollover began.
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Par. 683

683  After Completing FY-End Rollover

A After Completing Rollover

10-27-03

After FY-end rollover has been completed, verify county allocations, and C/S and T/A
reserves.

During rollover, the system will:

* delete the ledger datafor the entire prior FY

* delete the progress report datato prepare the file for new FY progress report data
» caculate the ledger carry forward amounts for the current FY .

Carry Forward Amounts

The system will automatically rollover the ledger balances from the previous FY .

The “carry forward” amounts for the Sequential Ledger Entry Report, all entries, will be
calculated according to the following.

Column Calculation

State Allocation Prior FY State allocation minus prior FY county payments issued and
T/A payments issued

C/S Reserve Prior FY C/Sreserve

Note: Thereisno calculation change.

T/A Reserve Prior FY T/A reserve minus prior FY T/A payments issued

County Allocation | Prior FY county allocation minus prior FY county payments issued

Note: Sum of county alocations, plus C/S reserves, plus T/A reserves equals the State
alocation.
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Par. 683
683 After Completing FY-End Rollover (Continued)

C Veifying Ledgers

All differences that appeared on the September 30 Differences Between ACP-305 and State
Ledgers Report that were not corrected before rollover must be reconciled with KCAO during
the FY -end reconciliation process.

Note: Even if the differences on the September 30 Differences Between ACP-305 and State
Ledger Report are corrected, there will be no change to the September 30 ACP-305's
or the “Differences Report”. However, the recorded corrections will be reflected in
the prior FY carryover after State ledger rollover.

The county allocation and earnings as reflected on the county ledger as of September 30 must
be used for the FY -end reconciliation process according to Part 11. Follow thistable.

| F county allocation on... THEN...

ACP-305 was incorrect but agreeswith | have the county correct its allocation in the

the actual September 30 ledger current FY ledger.

ACP-305 was different from the State | ensure that the actual September 30 county

ledger because the county could not allocation agrees with the State ledger.

transmit a September 30 report

the State ledger was incorrect correct through option 4 on Menu EEF400,
according to Section 4.

Note: If county did not transmit a September 30 ACP-305 and the earnings were different
from those last reported, the State ledger must be corrected through option 4 on
Menu EEF400, according to Section 4.
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Par. 683
683 After Completing FY-End Rollover (Continued)

D Reduce County Allocations

The county FY rollover process reduced county allocations not only by earnings as of
September 30, but also by the amount in the balance available as of September 30.

These unobligated balances available printed on CCC Allocation Reduction
Report EEA460-R001, which was FAXed to the State Office, as notification that the funds
were being returned.

After State FY rollover, and before November 1, State Offices shall use the FAXed
Report EEA460-R001 from County Offices to complete the following.

» For each ACP and interim EQIP fund code listed, reduce the county allocation on the
State ledger according to Section 1, by the amount in the “ Allocation Reduction Amount”
column for the fund code being processed on Report EEA460-R001.

+ Post thetotal of all reductions for each fund code as an increase in the C/S reserve
account for the fund code.

Recommendation: It may be easier to post allocation reductions by fund code instead
of by county. That is, post al county alocation reductions for a
fund code, then all county allocation reductions for the next fund
code, rather than posting allocation reductions for all fund codes
in a county, then all allocation reductions for the next county.

» Keep the fundsin the C/S reserve account until further notice from the National Officeis
received.

Making the reductions ensures that county alocation reductions on the State ledger for the
new FY match county allocations on county ledgers, unless other differences exist.

If the allocation reductions are not posted before November 1, the Differences Between
ACP-305 and State Ledgers Report EEG435-R006 as of October 30, generated during the
November progress reports cycle, will list numerous differences, indicating that State ledgers
are out of balance with county ledgers.

684-700 (Reserved)
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Par. 701
Part 10 Progress Reports

701  Overview
A Combined Queuing Process
Although CRES and CCC conservation systems are separate, progress reports for both
systems are queued at the same time, from the same option. Instructions in this handbook or
2-CONSV for the actual queuing processes only may be used interchangeably. However, all
of the preparatory activities for queuing must be completed separately for each system.
B In ThisPart
This part provides instructions to print and queue progress reports.
» Section 1 provides instructions for County Office CRES progress reports, including
ACP-305 Monthly Progress/Transmission Report and Monthly C/S Requests Status
Report (CEP-50R).
* Section 2 provides instructions for State Office CRES progress reports, including
ACP-305 Monthly Progress Report, ACP-305 Monthly Progress/Transmission Report,
and Monthly C/S Requests Status Report (CEP-50R).

Note: See2-CONSV, Parts 11 and 15, for State and County Office CCC progress report
instructions, respectively.

C Checklist
See Exhibit:

» 20 for County Office monthly checklist
» 30 for State Office monthly checklist.

702 (Reserved)
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Par. 703
Section 1 County Progress Reports

703 Preliminary Preparation of Monthend Progress Reports
A Last Workday of the Month

Complete the preliminary preparation of the monthend progress reports on the last workday
of the month.

Verify that all AD-245 requests have been entered into the system.

Verify that ledger balances for all conservation programs are current and correct. Ensure that
the following have been completed.

* LTA contract approvals have been entered. Thisincludes increases and decreases to an
LTA contract amount.

» Allocation increases and decreases have been entered.

* Refunds have been entered.

Verify that ledger balances for all conservation programs are in balance. A ledger isin balance
when the balance available for commitment equals the allocation, minus C/S amount

approved, plus performance amount approved, minus performance amount earned. The
balance available for commitment must never be a negative amount.

Note: Monthly progress reports will not transmit for aledger that is out of balance.

B State Office Assistance

Contact the State Office before the end of the month, if assistance is needed to correct
ledgers.
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Par. 704
704 Print and Queue Progress Reports

A First Workday of Each Month

ACP-305 Monthly Progress/Transmission Report and Monthly C/S Requests Status Report
will automatically print and queue during SOD on the first workday of each month.

Note: Do not send a printed copy of any of these reports to the State Office unless requested
by the State Office or instructed to do so by a notice.

B Example of Screen EEA90200
ACP-305 Selection Screen EEA90200 has been retained to provide a method to prepare,
gueue, and print progress reports should the automatic process fail. Use this method to
process monthend progress reports or STC reports only upon request from the State Office.

The following is an example of ACP-305 Selection Screen EEA90200.

Conservati on 012-West Otter Tail Sel ection EEA90200
ACP- 305 Sel ection Screen Version: AA01 07-01-9X 09: 00 Term X2

COUNTY OFFI CE CONSERVATI ON REPORTS PROCESSI NG

Action
Code
1. Queue and Print Progress Reports for Transm ssion (Mnth-End)
2. Queue and Print State Committee Reports for Transm ssion (Md Month)

Enter Option And Press "Enter".
Ent er =Cont i nue Cnd4=Pr evi ous Cmd7=End
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704

Print and Queue Progress Reports (Continued)

C Accessing Screen EEA90200

10-27-03

Par. 704

Access Screen EEA 90200 according to the following when requested by the State Office to
manually queue and print either:

* areplacement monthend progress report
o the STC report.

Step Action Result
1 On Menu FAX250: Menu FAX09002 will
be displayed.
o ENTER“4"
o PRESS"“Enter”.
2 On Menu FAX09002: Menu FAX07001 will
be displayed.
« enter the option for the applicable County Office to be
accessed
o PRESS"“Enter”.
3 On Menu FAX07001: Menu FMA901 will be
displayed.
o ENTER"7”
o PRESS"“Enter”.
4 On Menu FMA901: Screen FMA904 will be
displayed.
o ENTER“4"
o PRESS"“Enter”.
5 On Screen FMA904: The message
FMAQEM1, “Do you
« ENTER*"3", “Monthly Progress Reports wish to queue for all
(EM1, EM2, EH8)” counties? Y/N”, will be
displayed.
o PRESS"“Enter”.
6 If the County Office administers: Screen EZZ50000 will
be displayed.
¢ morethan 1 county, ENTER “Y” and PRESS “Enter”
o only 1 county, ENTER “N” and PRESS “Enter”.
7 On Screen EZZ50000: Screen EEA90200 will
be displayed.
+ enter the printer ID and the number of copies to be printed
o PRESS"“Enter”.
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Par. 704

704  Print and Queue Progress Reports (Continued)

D Completing Screen EEA90200

10-27-03

Enter 1 of the following to print and queue either the monthend ACP-305 Monthly
Progress/Transmission Report, Monthly C/S Requests Status Report, and Conservation 305
Monthly Progress/Transmission Report or STC ACP-305 and STC Conservation 305.

o To print and queue M onthend ACP-305 M onthly Progress/Transmission Report,
Monthly C/S Requests Status Report, and Conservation 305 M onthly
Progress/Transmission Report, ENTER “1" and PRESS “Enter”. This action code
must be selected the first workday of each month. Selecting this option will print and
queue al 3 reports at the same time.

Note: The monthend ACP-305 and Conservation 305 report can be queued and transmitted
more than once each month. However, the option to queue and transmit the
monthend ACP-305 and Conservation 305 report shall only be selected if the
automatic transmission fails and the State Office requests that the monthend ACP-305
and Conservation 305 report be queued and transmitted a subsequent time.

¢ To print and queue STC ACP-305 and STC Conservation 305, ENTER “2” and PRESS
“Enter”. This action code shall only be entered if STC requests a midmonth report. This
action code can be accessed anytime during the month and reflects the status of ACP-305
and Conservation 305 report as of the date of the transmission.

Result:  Screen EEA90505 will be displayed.
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Par. 704

704  Print and Queue Progress Reports (Continued)

E Completing Screen EEA90505

Messages will be displayed on Screen EEA90505 indicating that progress reports are being
gueued for transmission. Progress reports are queued and printed in the following order:

¢ ACP-305 Monthly Progress/Transmission Report
* Monthly C/S Requests Status Report
» Conservation 305 Monthly Progress/Transmission Report.

Print and file the ACP-305 Monthly Progress/Transmission Report according to the following.

IF thereare...

THEN...

e AD-245's

* with COC willing
to approve date

e forLTA’sor SIP

* ledger entries

the following messages will be displayed:

o “ACP-305 Progress Reports’

* “Progress reports successfully queued for
transmission. The ACP-305 reports will be printed for
your verification”

PRESS “Enter”

the message, “File SSCCCEM 1 has been queued for
transmission”, will be displayed

ACP-305 Monthly Progress/Transmission Report
EEAS530-R001 will be printed

Note: If there are any exceptions to validations the
system performs during the queuing process,
ACP-305 Rejections/Exceptions
Report EEA530-R002 also will be printed.

the monthly C/S Requests Status Report will be processed

keep records on file according to 25-AS

seq subparagraphs 707 A and B for examples of the
reports

correct any exceptions listed on Report EEA530-R002
before the next month’'s ACP-305 is queued.
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Par. 704
704  Print and Queue Progress Reports (Continued)

E Completing Screen EEA90505 (Continued)

IF thereare... THEN...
¢ noAD-245's: » thefollowing messages will be displayed:
* with COC willing e “ACP-305 Progress Reports’
to approve date * “No dataison fileto be transmitted”

e forLTA’sorSIP | « PRESS"“Enter”

* no ledger entries * Report EEA530-R001 will be printed with the message,
“No AD-245, ledger or checkg/refunds dataon file. No
data is transmitted”

* the Monthly C/S Requests Status Report will be
processed.
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Par. 704
704  Print and Queue Progress Reports (Continued)

E Completing Screen EEA90505 (Continued)
Print and file Monthly C/S Requests Status Report EEA580-R001 according to the following.

After the ACP-305 Monthly Progress/Transmission Report has been queued,
Report EEA580-R001 will be queued.

On Screen EEA90505:
» thefollowing messages will be displayed:
* “Monthly Cost-Share Status Report”

o “Monthly cost-share data successfully queued for transmission. The Monthly Cost
Share Report will be printed next”

e PRESS“Enter”

» themessage, “File SSCCCEHS8 has been queued for transmission”, will be displayed
* Report EEA580-R001, Monthly C/S Requests Status Report, will print

» the Conservation 305 Monthly Progress/Transmission Report will be processed.
Provide a copy of SIP data on the report to the local SF.

Keep the report on file according to 25-AS.

Sed subparagraph 709 E for an example of Report EEA580-R001.
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Par. 704

704  Print and Queue Progress Reports (Continued)

F

10-27-03

Completing Screen EEB90505

Print and file the Conservation 305 Monthly Progress/Transmission Report EEB530-R002
according to the following.

plan development
or approval data
recorded

* ledger entries

IF thereare... THEN...
¢ activeCCC-1200's | = the following messages will be displayed:
with selected for

¢ “Conservation 305 Progress Reports”

*  “Progress reports successfully queued for transmission.
The Conservation 305 reports will be printed for your
verification.”

 PRESS“Enter”

* themessage, “File SSCCCEM?2 has been queued for
transmission”, will be displayed

* Report EEB530-R001 will be printed

Note: If there are any exception to validations the system
performs during the queuing process, Conservation
305 Rejections/Exceptions Report EEB530-R002,
also will be printed.

*  Menu FMA904 will be redisplayed. The queuing processis
complete.
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Par. 704
704  Print and Queue Progress Reports (Continued)

F Completing Screen EEB90505 (Continued)

IF thereare... THEN...

* no active » thefollowing messages will be displayed:
CCC-1200"s with
selected for plan ¢ “Conservation 305 Progress Reports’
development or * “No dataison fileto be transmitted”
approval data
recorded * PRESS “Enter”

* no ledger entries | « the message, “File SSCCCEM2 has been queued for
transmission”, will be displayed

Note: Three records containing data from the CCC county
eligibility table will be queued for tracking purposesin
KCAO. Thisiswhy the EM2 file is queued even
though there is no Report EEB530-R001 data to
transmit.

* Report EEB530-R001 will be printed with the message, “No
CCC-1245, ledger or checkgrefunds dataon file. No datais
transmitted.”

*  Menu FMA904 will be redisplayed. The queuing processis
complete.

« PRESS*“Cmd3” or “F3” twiceto return to Menu FAX250 if
no other conservation files need to be queued.

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 10-11



Par. 705
705  Report Dates on CRES Progress Reports

A Monthend ACP-305
On the monthend ACP-305 Monthly Progress/Transmission Report, the:

*  “Prepared” dateisthe last date of the prior month
+ “Asof” dateisthe date the report is queued for transmission.

B STC ACP-305

On STC ACP-305 report, both “Prepared” and “As of” dates are the date the report is queued
for transmission.

C Monthly C/S Requests Status Report
On the Monthly C/S Requests Status Report, the:

* “Prepared” dateisthe last date of the prior month
+ “Asof” dateisthe date the report is queued for transmission.
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Par. 706
706 Transmitting Progress Reports

A Second Workday of the Month

County Offices must transmit the monthend ACP-305 Monthly Progress/Transmission Report
and Monthly C/S Requests Status Report no later than the second workday of the month.
State Offices are required to transmit datato KCAO no later than the third workday of the
month.

If the County Office system is not operating on the first workday of the month, notify the
State Office of either of the following:

» the system will be operating by the second workday of the month, and the progress
reports will be transmitted to the State Office by the third of the month

» the County Office will be unable to transmit progress reports by the third workday of the

month. 1f the County Office cannot transmit the current month’s progress reports, the
State Office shall use the previous month’s progress reports data.
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Par. 707
707 ACP-305 Monthly Progress/Transmission Report

A Example of Report EEA530-R001

The following is an example of ACP-305 Monthly Progress/Transmission
Report EEA530-R001.

ANYSTATE U S. Departnment of Agriculture Prepared: 03-25-2002
ANYCOUNTY Farm Servi ce Agency As of : 02-28-2002
Report | D EEA530- ROO1 ACP- 305 MONTHLY PROGRESS/ TRANSM SSI ON REPORT Page: 1

Kok Kk kR KR KRk Kk Kk K K KRk Kk Kk K KKk Kk Kk K K Kk Kk Kk R kR Kk Kk Rk K K KRk Kk Rk K K Kk Kk Kk K K Kk Kk Rk R K Kk Kk Rk K K Kk Kk Rk R K Kk Kk Kk kK Kk

* * * Tot al * Tot al * Per f or mance * * Amount of *No. ANA Referrals* No. of *No. LTA s*
*Progranmt Fund* Al l ocation * Anmount * Anpunt * Anpunt * Bal ance * Pending * Total * Issued * Pending *Approved *

* Code *Code* Anmount * Approved * Approved * Earned * Available * Approval s*Qutstand* this FY* Approval s* this FY *

Kok ko kR kR KRk Kk Kk K K KKKk Kk K K KKKk Kk Kk kR Kk Kk Kk R K Kk Kk Kk R KKk Kk Kk K K kKR Kk Rk Rk K Kk Kk Kk K K Kk Kk Rk K K Kk Kk K K K Kk Kk Kk kK K K
ACP- ANA 00 416 900- 900- 4,900- 5,316 1

ACP- ANA 416 900- 900- 4,900- 5,316 1

ACP-LTA 00 8, 200 7,700 770 770 500

ACP-LTA 8, 200 7,700 770 770 500

ACP 8,616 6, 800 130- 4, 130- 5,816 1

ECPD 8,713 2,053 1, 740 1, 740 6, 660 9, 600 4 6 7

ECPF 58 58

ECPH 0 0

ECPT 0 500- 500- 500- 500

ECP 8,771 1, 553 1, 240 1, 240 7,218 9, 600 4 6 7

ECPCGF 1, 300 500 800 275 1
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Par. 707
707  ACP-305 Monthly Progress/Transmission Report (Continued)

B Description of Report EEA530-R001
The following is a description of Report EEA530-R001.

Note: Report EEAS530-R001 is printed and queued automatically during SOD the first
workday of each month according td_paragraph 704]

ltem Description

Prepared Date | The “Prepared” date is the date the report is queued for transmission.

Asof Date The“As of” date is either of the following:

» thelast day of the month for the monthend report
» the date the report was queued for transmission for the STC report.
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Par. 707

707  ACP-305 Monthly Progress/Transmission Report (Continued)

B Description of Report EEA530-R001 (Continued)

10-27-03

ltem Description
Program | Program datawill print in the following format.
Format
Program Format
ACP » Each fund code for ACP-ANA
o Total ACP-ANA (all fund codes)
» Eachfund code for ACP-LTA
o Total ACP-LTA (al fund codes)
o Total ACP (ACP-ANA and ACP-LTA)
ACPEQIP e Eachfund code for ACP-EAN
¢ Total ACP-EAN (all fund codes)
o Eachfund code for ACP-ELT
o Total ACP-ELT (al fund codes)
o Total ACPEQIP (ACP-EAN and ACP-ELT)
ECP « ECPD
« ECPF
« ECPH
« ECPO
« ECPT
« Total ECP (ECPD, ECPF, ECPH, ECPO, and ECPT)
ECPCGF, Orne line of data for each program.
ECPHS,
and
ECPMP
PRP » Each fund code for PRP
« Total PRP (al fund codes)
SIP One line of data for each program.
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Par. 707

707  ACP-305 Monthly Progress/Transmission Report (Continued)

B Description of Report EEA530-R001 (Continued)

10-27-03

Item

Description

Total Allocation Amount,
Total Amount Approved,
Performance Amount
Approved and Amount
Earned, and Balance
Available

These are the totals from each applicable program ledger.

Amount of Pending
Approvals

The dollar amount of pending approvals includes:

o dl AD-245sfor ACP-ANA, ACP-EAN, ECP, and
PRP with COC willing to approve date and no approva
or disapproval date

o al SIP AD-245 s without an approval or disapproval
date.

No. ANA Referrals - Tota
Outstanding

The total number of ANA referrals outstanding includes al
AD-862' sregardless of FY, for ACP-ANA, ACP-EAN,
ECP, or other annual C/S program €ligible in the CRES
system with COC willing to approve date and no approval
or disapproval date and no needs determination date. This
also includes SIP AD-862' s with no approval or
disapproval date and no needs determination date. This
item excludes all AD-862's with anonreferral to this
agency’s date.

No. ANA Referrals - Issued
ThiskFY

The number of ANA referrals issued this FY includes all
AD-862'sfor ACP-ANA, ACP-EAN, ECP, SIP, or other
annual C/S program dligible in the CRES system that were
referred to atechnical service provider during the current
FY only. Thisitem excludes all AD-862'swith a
nonreferral to this agency’s date.

No. of Pending Approvals

The number of pending approvals for the entry in the
amount of pending approvals column.

No. LTA’s Approved This
FY

The number of LTA’s approved thisFY includesal LTA’s
or contracts for ACP-LTA or ACP-ELT with acurrent FY
prefix on the contract number.
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Par. 708

708 ACP-305 Re ections/Exceptions Report
A Validating ACP-305
The system will validate ACP-305 data before transmission. Errors will be listed on ACP-305
Rejectiong/Exceptions Report EEA530-R002. The system will transmit valid and exception
records. Rejected records will not be transmitted.
B Example of Report EEA530-R002
The following is an example of Report EEA530-R002.
ANYSTATE U S. Departnment of Agriculture Prepared: 03-25-2002
ANYCOUNTY Farm Servi ce Agency As of : 02-28-2002
Report | D EEA530- R0O02 ACP- 305 REJECTI ONS/ EXCEPTI ONS REPORT Page: 1
Al'l ocation Amount ------ Perfornmed ------- Bal ance -- No. ANA Referrals -- No. LTA's
Program Fund Anmount Approved At Apprv Amt Earn Avai |l abl e Qut st andi ng | ssued Approved
ACP- ANA 00 10, 000 5,500 5,500 6, 000 2, 000-
(REJECTED. . . LEDGER OQUT OF BALANCE)
ECPD 3, 000 2,000 4,000 4,000 1, 000 1 2
( REJECTED. . . PERFORVANCE EARNED EXCEEDS ALLOCATI ON)
( REJECTED. . . PERFORVANCE APPROVED EXCEEDS AMOUNT APPROVED)
ECPT 500- 500- 500- 500

WARNI NG . . (AMOUNTS ARE NEGATI VE.)
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Par. 708
708 ACP-305 Re ections/Exceptions Report (Continued)

C Report Messages

The following is alist of the messages that can occur on Report EEA530-R002.

Excepted or
M essage Rejected
REJECTED...LEDGER OUT OF BALANCE. Rejected
» Balance available must be correct as follows:
Allocation amount

(minus) - Total amount approved

(plus) + Tota performance amount approved

(minus) - Total performance amount earned

(equal) = Balance available
» Balance available cannot be negative.
WARNING...AMOUNTS ARE NEGATIVE. Negative balances are Excepted

caused by refunds.

REJECTED...PERFORMANCE EARNED EXCEEDS ALLOCATION. | Rejected
Total performance amount earned must not exceed the allocation amount,
unless amounts are negative.

REJECTED...PERFORMANCE APPROVED EXCEEDS AMOUNT Rejected
APPROVED. Total performance amount approved must not exceed the
total amount approved, unless amounts are negative.

REJECTED...PERFORMANCE EARNED EXCEEDS Rejected
PERFORMANCE APPROVED. Total performance amount earned must
not exceed the total performance amount approved, unless amounts are
negative.

Note: If total performance amount earned exceeds the total performance amount approved
on the October or November report, there will be no rejection.
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Par. 709
709  Monthly C/S Requests Status Report

A When to Print
Monthly C/S Requests Status Report EEAS80-R001 will be printed when the progress reports

are queued for transmission according tq paragraph 704 When it prints during the queuing
process, it will print as of the last date of the prior month.

Report EEA580-R001 provides the status of AD-245's.

Maintain a copy of Report EEA580-R001 on file with the monthend ACP-305 according to
25-AS.

The data on Report EEA580-R001 will transmit when the monthend ACP-305 is transmitted
to the State Office according to this section. The datathat are transmitted will be as of the
last date of the prior month. Report EEA580-R001 can only be transmitted through the
monthend progress report queue option.

Report EEA580-R001 can also be printed any time during the month, if needed or requested.
However, the data can only be transmitted once a month with the monthend progress reports.
When Report EEA580-R001 is printed other than when queued for transmission, it can be
printed as of the:

» last date of the prior month
e current date.

B Provide Copy of SIP Data

Provide a copy of SIP data on Report EEA580-R001 to the local SF. Thisis the data printed
as of the last date of the prior month.

Provide additional current copies of SIP data on Report EEA580-R001, if requested by the
local SF.
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Par. 709

709 Monthly C/S Requests Status Report (Continued)

C Differences Between ACP-305 and Monthly C/S Requests Status Report

Report EEA580-R001 provides the status of AD-245's as of the current date or last date of
the prior month, depending on the printing option, and should not be compared to ACP-305
data. Some of the differences between the Monthly C/S Status Report and the ACP-305
Monthly Progress Report is as follows.

* Monthly C/S Status Report (CEP-50R).

Only includes data recorded to AD-245'sin the current FY. Does not include refunds
or manual adjustments.

Partial payments are not reflected on this report until the final payment is recorded on
AD-245. Once final performance is recorded, the total amount including any partial
payments as well as the final payment will be reflected.

Outstanding approvals only include AD-245 data. No LTA contract datais included.

* Monthly Progress Report (ACP-305).

10-27-03

Includes al datarecorded on AD-245's as well as refunds and manual adjustments
during the current FY.

Partial payments are reflected on this report when recorded on AD-245 during the
current FY. For example, if final performance was recorded in the current FY, but a
partial payment had been recorded in the prior FY, this report will only reflect the
portion of the payment that was made during this FY rather than the total payment.

Outstanding approvals include AD-245 data and contract approvals that were entered
on the contract approval screen.
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709

Monthly C/S Requests Status Report (Continued)

D Printing Report EEA580-R001

10-27-03

Par. 709

Print Report EEA580-R001 as follows if additional copies are needed or a more current
report is needed or requested.

Step Action Result
1 On Menu EEAO0QO: Menu EEA500 will
be displayed.
« ENTER"5"
« PRESS"“Enter”.
2 On Menu EEAS5Q0: Screen EZZ50000
will be displayed.
« ENTER"2"
« PRESS"“Enter”.
3 On Screen EEA30525: Screen EEA30525
will be displayed.
o enter printer ID and number of copiesto be printed
« PRESS"“Enter”.
4 On Screen EEA30525, to print the report as of the: Screen EEA30590
will be displayed.
* previous monthend, ENTER “1” and PRESS “Enter”
» current date, ENTER “2” and PRESS “Enter”.

5 On Screen EEA30590, PRESS “Enter”. The number of Menu EEA500 will
copies of Report EEA580-R001 entered on be displayed.
Screen EZZ50000 will print.
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Par. 709
709 Monthly C/S Requests Status Report (Continued)

E Example of Report EEA580-R001

The following is an example of the Report EEA580-R001.

ANYSTATE U S. Departnment of Agriculture Prepared: 03-25-2002
ANYCOUNTY Farm Servi ce Agency As O : 02-28-2002
Report | D: EEA580- ROO1 MONTHLY COST- SHARE REQUESTS STATUS REPORT Page: 4
CEP-50R
Program Practice Tot al Estimated O/ S Estimated ¢S T S Approved C/ S Ear ned Di sapproved Cancel ed
Code/ Code Requests (W thout COC (Wth coC (Wthout Final (Never After C/'S
Fund Code Wlling to Wlling to Per f or mance) Appr oved) Approved
Appr ove) Approve)
ECPD EC1 1 840
EC6 9 100 9, 600 1, 000
*** Total ECPD xRk 10 100 9, 600 1, 000 840
Total ECP EC1 1 840
EC6 9 100 9, 600 1, 000
**** Gand Total ECP xRk 10 100 9, 600 1, 000 840
- Footnote -- The data on this report may or may not match data on the ACP-305. There is no conparison between this report and
the ACP-305 since the reports are produced using data fromdifferent files.
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709

Par. 709
Monthly C/S Requests Status Report (Continued)

F Description of Report EEA580-R001

10-27-03

The following is a description of data on the Report EEA580-R001. This report will only
contain the current FY data.

Note: A separate page will be printed for each applicable program. Asthe footnote on the
report indicates, the data on this report may not match ACP-305. Do not try to
compare the 2 reports.

Willing to Approve)

Column Title Description
Program Code/Fund | Thisisthe applicable program code and fund code in the county.
Code
Practice Code Thisis the practices associated to the program and fund code for

which there are AD-245 s and AD-862's on the file.

Total Requests Thisis the number of AD-245's onfile.
Estimated C/S Thisis the estimated C/S amount for those AD-245's on file
(Without COC without COC willing to approve date or disapproved date. This

column is not applicable for LTA’sor SIP. These are AD-245's
that do not have AD-862 referred because COC has not made a
willing to approve determination. These AD-245's are not counted
as pending approvals on ACP-305.

Estimated C/S Thisis the estimated C/S amount for those AD-245’s on file with

(With COC Willing | COC willing to approve date but not an approved or disapproved

to Approve) date. LTA’sand SIP are assumed to be willing to approve when
AD-245 is created.

C/S Approved Thisisthe C/S approved amount for those AD-245's on file with

(Without Final an approved by COC or SF date but not a performance date or

Performance) canceled date.

C/S Earned Thisis the C/S earned amount for those AD-245's on file with a
current FY performance date.

Disapproved (Never | Thisisthe estimated C/S amount for those AD-245's on file with a

Approved) current FY disapproved date that were never approved.

Canceled After C/S | Thisisthe C/S approved amount for those AD-245's on file with a

Approval current FY canceled date that were previously approved.
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Par. 710

710  Printing Additional Copy of Last Transmitted ACP-305

A

10-27-03

Printed Copy of ACP-305

A copy of the last transmitted ACP-305 Monthly Progress/Transmission Report or State
Committee Report must have been printed according to paragraph 704 before the next
month’'s ACP-305 or another State Committee Report can be printed and queued.

Additional Copy of ACP-305

Print an additional copy of the last transmitted ACP-305 Monthly Progress/Transmission
Report or State Committee Report, if needed, as follows.

Note: ACP-305 will only print according to this subparagraph if the report was previously
queued for transmission according ta paragraph 704] ACP-305 can only be created or
queued through the communicationg/transmission application software, not from the
conservation application software.

Step Action Result

1 On Menu EEAO0QO: Menu EEA500 will be displayed.

« ENTER"Y
 PRESS"Enter”.

2 On Menu EEAS5Q0: Screen EZZ50000 will be displayed.

« ENTER"Y"
 PRESS"Enter”.

3 | On Screen EZZ50000: Screen EEA30520 will be displayed.

e enter printer ID and number of copies
to be printed

 PRESS"Enter”.
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Par. 710

710  Printing Additional Copy of Last Transmitted ACP-305 (Continued)

B Additional Copy of ACP-305 (Continued)

Step Action Result
4 | On Screen EEA30520, to print the: Screen EEA30590 will
be displayed.
* monthend report, ENTER “1” and PRESS “Enter”
+ State Committee Report, ENTER “2” and PRESS
“Enter”.
5 | On Screen EEA30590, PRESS “Enter”. The number Menu EEAS500 will be

of copies of the report entered on Screen EZZ50000
will print.

displayed.

711-721  (Reserved)

10-27-03
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Par. 722
Section 2 State Progress Reports

722  Overview
A In This Section
This section provides instructions for State Offices to:
¢ print and queue:
ACP-305 Monthly Progress Report
ACP-305 Monthly Progress/Transmission Report
Monthly Cost-Share Requests Status Report (CEP-50R)

Differences Between ACP-305 and State L edgers Report
Summary of Conservation Programs Progress Reports

» create and print midmonth ACP-305 State Committee Report.
B Notes
In this section:

o “Service Centers’ refer to offices from which FSA programs are administered
o “county” or “counties’ refer to geographic counties identified by State and county codes.

Aslevels of CRES and CCC program activity change, it is possible that there may not be

CRES and/or CCC progress report data to transmit for some counties. Procedure in this
section reflects this possibility.
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Par. 722
722  Overview (Continued)

C Transmission Deadlines

Service Centers are required to transmit monthend progress reports to the State Office no
later than the fourth workday of each month, according to Section 1.

Important:  State Offices shall transmit the monthend progress report to KCAO by the
third workday of each month, according to this section.

* However, State Offices shall transmit the monthend progress report before
the third workday if all expected county transmission files have been
received and merged, for both CRES and the CCC conservation systems.

» |f system problems occur preventing timely transmission to KCAO, State

Offices shall transmit monthend progress reports each month even if it is
after the third workday.
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723 Accessing State Progress Reports M enu

A Example of Menu EEF500

Par. 723

The following is an example of Conservation Progress Reports Menu EEFS00.

COVVAND EEF500
Conservation State Progress Reports Main Menu

1. Counties Not Yet Reported To STO (D spl ay)

2 (Reserved)

3. ACP-305 State Conmittee Report

4. ACP-305 Monthly Progress Reports

5 Mont hly Cost - Share Requests Status Report

6. Summary of Conservation Prograns Progress Reports

20. Return To Application Primary Menu
21. Return To Application Selection Menu
22. Return To Ofice Selection Screen
23. Return To Primary Sel ecti on Menu

24. Sign Of

Enter option and press "Enter".

B Accessing Menu EEF500

Access Menu EEF500 according to the following.

Cmd3=Pr evi ous Menu *=Cption Currently Not Avail able

« ENTER"#4’
 PRESS"Enter”.

Step Action Result
1 On Menu FAX250: Menu FAX 09002
will be displayed.

2 On Menu FAX09002:

Office to be accessed

 PRESS"Enter”.

* enter the option number that corresponds to the State

Menu FAFO7001
will be displayed.

3 On Menu FAFO7001:

« ENTER"Y
 PRESS"Enter”.

Menu EEF000 will
be displayed.

4 On Menu EEF500:

« ENTER"Y
 PRESS"Enter”.

Menu EEF500 will
be displayed.
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Par. 724
724 DD Codes

A Data Maintained by District

County progress report data are maintained by district at the State Office for use by the State
Officeand DD’s.

B Codes

The DD code for ACP-305 Monthly Progress Report is determined from the State name and
address file on the State Office system.

Ensure that DD codes are correct and maintained on the State name and address file.
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725 Displaying Counties Not Yet Transmitted to State Office

A CountiesNot Yet Transmitted

10-27-03

Par. 725

On Menu EEF500, access option 1, “Counties Not Y et Transmitted To STO (Display)”, on
the second and third workday of the month to ensure that monthend progress report data
for all applicable counties have been received.

Important:

Before processing this option, ensure that al county transmission files on the

system have been merged into the State progress report file. Any transmission
files on the system that have not been merged will cause counties to be

erroneously displayed.

Displaying Counties Not Yet Transmitted

Display the list of counties for which Service Centers have not transmitted monthend progress
reportsto the State Office according to the following.

to display the County Offices that have not
transmitted either the monthend or STC progress
report.

« ENTER “1" to display counties for which
Service Centers have not transmitted the
monthend progress report.

« ENTER *2" to display counties for which
Service Centers have not transmitted the STC
midmonth progress report, if amidmonth
report was requested.

Step Action Result
1 | On Menu EEFOQO: Menu EEF500 will be
displayed.
e ENTER"Y”
 PRESS“Enter”.
2 | On Menu EEF500: Screen EEF51000 will be
displayed.
e ENTER*"Y”
 PRESS“Enter”.
3 | On Screen EEF51000, enter either of the following | Screen EEF51005 will be

displayed, listing the:

« State and county codes

and names of all

for which Service Centers
have not yet transmitted

progress reports

 number of count

which Service Centers
have transmitted progress
reportsin the lower-right

corner.

counties

ies for
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Par. 725

725 Displaying Counties Not Yet Transmitted to State Office (Continued)

B Displaying Counties Not Yet Transmitted (Continued)

Step

Action

Result

4

Use the up and down arrow while holding shift down or
“PageUp” and “PageDown” to display additional screens
of counties for which data has not yet been transmitted, if
needed.

PRESS “Print” to obtain a printout of the data displayed
on the screen.

PRESS “Cmd7” or “F7” to exit screen.

Menu EEF500 will be
displayed.

C Factors That May Impact What Counties Are Displayed

The following are factors that may impact what counties are listed on Screen EEF51005.

+ State and county codes and names listed on Screen EEF51005 come from the State name
and addressfile. Any nonofficia county or office of any kind in the State name and
address file will also be listed on this screen. Disregard all nonofficial counties or offices
that are listed on Screen EEF51005.

10-27-03
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Par. 725
725 Displaying Counties Not Yet Transmitted to State Office (Continued)

C FactorsThat May Impact What Counties Are Displayed (Continued)

* Service Centers queue CRES and CCC monthend progress reports (EM1 and EM2 files,
respectively) at the same time through a combined process. These files are also
transmitted together. The following table indicates what counties will be listed on
Screen EEF51005 in 2 specia conditions.

|F progressreport
activity is... THEN EM 1 and EM 2 files...

not present for CRES or | will not be transmitted to the State Office.
CCC
Applicable counties will always be listed on Screen EEF51005
as not having transmitted an EM 1 file.

Thisis correct because the system can only determine whether
or not transmissions have been received; it cannot determine
whether or not these transmissions should be received. Inthis
case, transmissions should not be received.

o present for CRES will be transmitted to the State Office.

* not present for CCC

Note: See 2-CONSV, subparagraph 383 F for an explanation
of why the EM2 file is queued even though there is no
progress report activity to transmit.

If transmissions for monthend progress reports for these
counties have:

* not been received, the counties will be listed on
Screen EEF51005

* been received, the counties will not be listed on
Screen EEF51005.
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Par. 725
725 Displaying Counties Not Yet Transmitted to State Office (Continued)

C FactorsThat May Impact What Counties Are Displayed (Continued)

+ States, such as Florida, Hawaii, Nevada, 1daho, and South Dakota, receive progress report
transmissions for counties that are physically located outside of the State. These
“out-of-State” counties will be listed on Screen EEF51005 if transmissions have not been

received.

Notes: Counties are listed in ascending numeric order by State and county code on
Screen EEF51005.

Example: Nevada receives progress report transmissions for afew California counties
(State code 06) in addition to Nevada counties (State code 32). The
California counties will be listed before the Nevada counties on
Screen EEF51005.

The specia conditions described in the table in this subparagraph are
applicable to “out-of-State” counties.

Suggestion: It may be helpful for State Offices that routinely expect not to receive EM1
transmissions from 1 or more counties to make alist of those counties for
reference each month. Screen EEF51005 can be verified against the list. All
expected transmissions have been received when Screen EEF51005 displays
only those counties on the list. Report EEG530-R002 can be printed, then
reports can be queued for transmission.
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Par. 725

725 Displaying Counties Not Yet Transmitted to State Office (Continued)

D Contact Service Centers

When all applicable Service Centers have transmitted county progress report data,
Screen EEF51005 will be blank, except for nonofficial counties and offices that have no
CRES activity.

State Offices shall follow these procedures.

Contact Service Centers administering counties that are displayed on Screen EEF51005,
for which transmissions are expected.

* Ensurethat data are transmitted by the next day.

+ State Office must receive all county monthend progress report data before the third
workday of the month.

Do not transmit county ACP-305 datato KCAO until all applicable Service Centers have
transmitted county data to the State Office.

Exceptions: The system is not operating and Service Centers are unable to transmit by
the required deadline.

Service Centers are unable to queue and transmit because of rejected data
on ACP-305.

Transmissions for only 1 or 2 counties have not been received. Thisis not
applicable for the September 30 ACP-305 received in October.

Use the last ACP-305 data transmitted for counties that are unable to transmit current
month’s data for the preceding reasons. The system will automatically provide this data.

Do not print ACP-305 Monthly Progress Report until al Service Centers have transmitted
data to the State Office, except for the preceding exceptions. The September ACP-305
that is received in October shall not be printed and queued until all Service Centers data
are received.

Important:  State Offices are required to transmit progress report data every month. If the

10-27-03

system is inoperable on the third workday of the month, State Offices shall
transmit the data as soon as the system is operable.
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Par. 726
726 Printing ACP-305 Monthly Progress Report

A Third Workday

By the third workday of the month, State Offices shall print the ACP-305 Monthly Progress
Report EEF530-R002.

Important:  State Offices shall transmit progress report data every month. If the systemis
inoperable on the third workday of the month, State Offices shall transmit the
data as soon as the system is operable.

Report EEF530-R002 must be printed befor e the data are queued for
transmission to KCAO, because after the data are queued, the system cannot
calculate the activity since last report columns on Report EEF530-R002.
B Printer
Report EEF530-R002 is very lengthy and will take several hoursto print.

* Ensurethat aprinter is available for several hours.

* Thisprint job is evoked and can be placed on hold and released later for overnight
printing, if necessary.
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726

C Printing Report EEF530-R002

10-27-03

Par. 726

Printing ACP-305 M onthly Progress Report (Continued)

Print Report EEF530-R002 according to the following.

Step

Action

Result

1

On Menu EEFO000:

« ENTER"Y
 PRESS"Enter”.

Menu EEF500 will be displayed.

On Menu EEF500:

« ENTER"#4’
 PRESS"Enter”.

Screen EZZ50000 will be displayed.

On Screen EZZ50000, enter the

following to print Report EEF530-R002:

e printer ID
« number of copies to be printed.

PRESS “Enter”.

Screen EEF20520 will be displayed.

On Screen EEF20520, select al eligible
program codes to be printed. Leavethe
“Enter Program Code #” field blank and
PRESS “Enter”.

Screen EEF20590 will be displayed.

On Screen EEF20590, PRESS “Enter”.

Menu EEF500 will be displayed.

Report EEF530-R002 will be printed.

*  Sed subparagraph 727 D for an
example of Report EEF530-R002.
Maintain a copy of
Report EEF530-R002 according
to 25-AS.

o State Offices shall provide a copy
of Report EEF530-R002 for
SIP (CEP-46R) to the State
Forester.

See subparagraph D.
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Par. 726
726  Printing ACP-305 Monthly Progress Report (Continued)

D Printing Report by Individual Program

Report EEF530-R002 can be printed by individual program aswell asin its entirety. The
entire report must be printed according to subparagraph C before transmitting to KCAO;
however, copies of any eligible program can be printed individually, such as ACP-305
Monthly Progress Report for SIP (CEP-46R) to provide to the State Forester.

To print copies of Report EEF530-R002 for an individual program, follow the stepsin

subparagraph C, except in step 4 enter the number of the program code to be printed in the
“Enter Program Code #” field instead of leaving it blank to print all programs.
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Par. 727
727  Example of ACP-305 M onthly Progress Report

A Report EEF530-R002

Print Report EEF530-R002 according td paragraph 726]

B Breakdown of Data on Report

The data on Report EEF530-R002 will be broken down as follows:

* separated by DD and county
o asummary page for each program.
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Par. 727

727  Example of ACP-305 Monthly Progress Report (Continued)

C Breakdown of Programs

10-27-03

The following indicates the breakdown of conservation programs on separate reports.

Report Program

CEP-16R |« Tota ACP (accumulation of ACP-ANA and ACP-LTA)
o Total ACP-ANA (accumulation of ACP-ANA for all fund codes)
o Total ACP-LTA (accumulation of ACP-LTA for all fund codes)
¢ ACP-ANA (each fund code separate)
o ACP-LTA (each fund code separate)

CEP-18R | e Tota ECP (accumulation of ECPD, ECPF, ECPH, ECPT, and ECPO)
+ ECPD, ECPF, ECPH, ECPT, and ECPO separate

CEP-46R | SIP

CEP-63R | ECPMP

CEP-65R | PRP

CEP-67R | ECPCGF
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Par. 727
727  Example of ACP-305 Monthly Progress Report (Continued)

D Example of Report EEF530-R002

The following is an example of Report EEF530-R002. Report EEF530-R002 shall be printed
by the third workday of each month.

LOUI SI ANA U.S. Departnent of Agriculture Prepared: 08-01-94
Farm Servi ce Agency As of: 07-31-94
Report | D: EEF530- RO02 ACP- 305 MONTHLY PROGRESS REPORT Page: 2
CEP- 16R
DI STRICT DI RECTOR 01 DI STRI CT DI RECTOR TOTALS FOR PROGRAM ACP FUND CODE:  ALL
Kok Kk kKR KRk Kk Kk Kk K KKKk Rk Rk K KKKk Rk K K KRk Rk Rk K K Kk Rk Rk R K Kk Rk Rk R K Kk Rk Rk R kK Kk Rk Rk R R Kk Rk Rk Rk K kK Rk Rk Rk R kK Kk Rk R K K Kk K
* CURRENT FI SCAL YEAR ACTI VI TY *
Kok Rk kKR KRk Kk Kk Kk K KKKk Rk Rk K KKKk Rk R K Kk Rk Kk R Kk Rk Rk Kk R R Kk Rk Rk R kR Kk Rk Kk R kK kK Rk Kk Rk kR Kk Rk Rk Rk K kK Rk Kk Rk K Kk Kk Kk R K K Kk K
* * COUNTY — * * * TOTAL  * PERFORMANCE REPCRTED — * * * *
* COUNTY *  ALLOCATION * * * AMDUNT ~ ****xxxxxxxxxxxxxxxxxxxxxxx%  BAIANCE  *OUTSTANDI NG * PENDI NG *
* NAMVE * AMOUNT * * * APPROVED * APPROVED * EARNED * AVAI LABLE * APPROVALS * APPROVALS*
* * 1. * _o. * .3 * _4- R 5. * _6- * _7- * 8- * _9- *

R R R R R I I I I I I N I I I I I I I I I I I I I O T I I T T T T T T T T TNy

EAST FELI Cl AN 640, 724 79, 454 41, 865 41,123 562,012 37, 589 1,031, 637
NATCHI TOCHES 983, 731 220,017 94, 684 92, 285 766, 113 125, 333 35, 634
PO NTE COUPEE 172, 664 101, 819 46, 595 40, 466 76,974 55, 224 23,241

DD TOTAL 1,797,119 401, 290 183, 144 173,874 1, 405, 099 218, 146 1,090, 512

R R R R I I T I I I I I I I I I I I I I I O I I I O I I I T T T T T T T TTTTTTTETTTTT

* CURRENT FI SCAL YEAR ACTI VI TY *  ACTIVITY SINCE LAST REPORT *
. e
* *  TOTAL * AMOUNT  *PERCENT OF *PERCENT OF * PERCENT * TOTAL  * PERFORMANCE REPORTED *
*  COUNTY  *  AMDUNT  * OBLIGATED *CO. ALLOC. *CO. ALLOC. * SLIPPAGE * FOAMDUNT %0 0 0x 6ok s s x4 X
* NANE * OBLIGATED * THISFY *OBLIGATED * EARNED  * * * APPROVED * APPROVED * EARNED — *
* *-10- -1l *-12- * o -13- - -14- * o -15- ¢ -16-  *  -17-  *  -18- *
KRR AR ARk K KRR AR KAk K KRR KR KKk kKRR KRRk K K K&K KKK KK R 8K KKK KK K&K KA K kK K& & KKKk K KR &K KKk K K& &R KK K K KR &K KK kK K KA K
EAST FELI CI AN 78, 712 54, 580 12.28 6.42 1.77 79, 454 41, 865 41,123
NATCHI TOCHES 217,618 160, 749 22.12 9.38 2.53 220, 017 94, 684 92. 285
POl NTE COUPEE 95, 690 31,833 55. 42 23. 44 13.15 101, 819 46, 595 40, 466

DD TOTAL 392,020 247,162 21.81 9.68 5.06 401, 290 183, 144 173, 874
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Par. 727
727  Example of ACP-305 Monthly Progress Report (Continued)

E Description of Report EEF530-R002

The following is a description of the data on Report EEF530-R002.

Column
Name or
Number
on Report Description
County * Each county and district.
» Total for the summary page.
1 County allocation from County Sequential Ledger Entry Report, column 3.
2 Blank.
3 Blank.
4 Total amount approved from County Sequential Ledger Entry Report,
column 4.
5 Performance amount approved from County Sequential Ledger Entry
Report, column 5.
6 Performance amount earned from County Sequential Ledger Entry Report,
column 6.
7 Balance available from County Sequential Ledger Entry Report, column 7.
8 Outstanding approvals is column 4 minus column 5.
9 Pending approvals from county ACP-305.
10 Total amount obligated is column 4 minus column 5 plus column 6.
11 Amount obligated this FY is the October 1 carry forward figure in column 4
on County Sequential Ledger Entry Report subtracted from column 10.
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Par. 727

727  Example of ACP-305 Monthly Progress Report (Continued)

E Description of Report EEF530-R002 (Continued)

10-27-03

Column
Name or
Number
on Report Description
12 Percent of county allocation obligated is column 10 divided by column 1.
13 Percent of county allocation earned is column 6 divided by column 1.
14 Percent dlippage is column 5 minus column 6 divided by column 5.
15 Blank.
16 Total amount approved since the last report is column 4 minus the previous
month’'s column 4.
17 Total performance amount approved since the last report is column 5 minus
the previous month’s column 5.
18 Total performance amount earned since the last report is column 6 minus the

previous month’'s column 6.
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Par. 728
728  Printing and Queuing M onthend Progress Reports

A Third Workday of the Month

By the third workday of the month, State Offices shall queue the following reports for
transmission to KCAO:

monthend ACP-305 Monthly Progress/Transmission Report
Monthly Cost-Share Requests Status Report (CEP-50R)
Differences Between ACP-305 and State L edgers Report
Summary of Conservation Programs Progress Reports.

All of these reports are queued at the same time through option 7 on Menu FAFO7001. The
reports print automatically when they are queued, except Monthly Cost-Share Requests Status
Report (CEP-50R) EEF580-R001.

Note: To print this report, aragraph 730
B Before Queuing

Before printing and queuing the monthend progress reports, ensure that:

* instructions in|paragraph 725|have been followed
» Report EEF530-R002 has been printed according to|paragraph 726)

Note: After ACP-305 data has been queued, the system cannot calculate the activity
since last report columns on Report EEF530-R002.
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Par. 728
728  Printing and Queuing Monthend Progress Reports (Continued)

C Printer
The monthend progress reports include:

* 4 separate reports for CRES, 3 of which will be printed
o 3 separate reports for CCC, al of which will be printed.

These reports can be very lengthy, depending on the State.
* Ensurethat aprinter is available for several hours.

* Thisprint job is evoked and can be placed on hold and released later for overnight
printing, if necessary.
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Par. 728

728  Printing and Queuing M onthend Progress Reports (Continued)

D Queuing Progress Reports

10-27-03

As soon as the instructions in subparagraphs B and C have been completed, queue the
monthend progress reports to KCAO as follows.

Step Action Result
1 On Menu FAX250: Menu FAX 09002 will be
displayed.
¢« ENTER“4”
* PRESS“Enter”.
2 On Menu FAX09002: Menu FAFO7001 will be
displayed.
* enter the option number that corresponds
to the State Office to be accessed
* PRESS“Enter”.
3 On Menu FAFO7001: Menu FMF900 will be
displayed.
¢« ENTER“?7”
* PRESS“Enter”.
4 On Menu FMF900: Screen FMFO01 will be
displayed.
¢« ENTER“T1”
* PRESS“Enter”.
5 On Screen FMF901: Screen FMF905 will be
displayed.
¢« ENTER"“Y”
* PRESS“Enter”.
6 On Screen FMF905: File SSCCCEM3, SSCCCEMA4,

« ENTER*3", “Conservation Progress
Reports (EM3, EM4, EH8)”

o PRESS"Enter”.

and SSCCCEHS8 will be queued
for transmission to KCAO.
Transmit the data immediately.

1-CONSV (Rev. 2) Amend. 1

Page 10-80



Par. 729
729  Examplesof Progress Reports Printed During Queuing for Transmission

A In ThisParagraph
The following paragraph contains examples and descriptions of progress reports that are

printed during queuing for transmission to KCAO through option 7 on Menu FAF07001,
according ta paragraph 728|

B Example of Report EEF520-R001

The following is an example of Report EEF520-R001.

M NNESOTA U. S. Departnment of Agriculture Prepared: 08-01-94
Farm Servi ce Agency 2/ As of: 07-31-94
Report | D EEF520- ROO1 ACP- 305 MONTHLY PROGRESS/ TRANSM SSI ON' REPORT Page: 1

1 Program  ACP- ANA Fund Code: 00

R R E s ]

* * Tot al *  Total * Perfornmance * *  Anount * No. ANA Referrals* No. of * No. LTA *
* COUNTY * Allocation* Anpunt * Ampbunt * Anount * Balance * Pending * Total * Issued * Pending * Approved *
* NAME * Anount * Approved *Approved* Earned *Avail abl e* Approvals * Qutst. * this FY * Appr. * this FY *

R R R R R R L R R Y

3/ S m e e A - oo >

ANCKA 20,000 15,000 7,500 6, 540 5, 960 4,000 3 6 4
BECKER 20,000 15,000 0 0 5, 000 5, 000 5 7 5
BROW 65,000 35,000 22,500 20,540 31,960 19,500 11 24 16
LAKE 50,000 25,000 10,000 10, 000 25,000 10, 000 3 16 10
NORVAN 10,000 10,000 10,000 9, 000 1, 000 3

WEST OTTER TAIL 45,000 20,000 15,000 14,000 26,000 15,500 8 18 12
TOTAL 5/ 210,000 120,000 65,000 60,080 94, 920 54, 000 30 72 42
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Par. 729
729  Examplesof Progress Reports Printed During Queuing for Transmission (Continued)

C Description of Report EEF520-R001

The following is a description of Report EEF520-R001.

Item
Number Description

Yy Each program and fund code is printed on a separate sheet.

ACP-ANA fund codes 00, 07, 08, 09, 50, and 99

ACP-LTA fund codes 00, 07, 08, 09, 10, 11, 12, 13, 14, 50, and 99
ACP-EAN fund code 60

ACP-ELT fund codes 60 and 70

ECPD, ECPF, ECPH, ECPO, and ECPT

PRP

SIP

2/ “Asof” dateis either of the following:

» thelast day of the month for the monthend report
» theday thereport is printed for the midmonth STC report.

3/ County names are listed in alphabetical order. Thisreport is not broken down
by DD areas.

4/ Data are transmitted from the County Office.

5/ Total line isthe total for every column on the report for each program and
fund code.
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Par. 729
729  Examplesof Progress Reports Printed During Queuing for Transmission (Continued)

D Example of Report EEF435-R006

See subparagraph 603 B for an example of Differences Between ACP-305 and State Ledgers.
Report EEF435-R006.

E Example of Report EEF590-R001

The following is an example of Summary of Conservation Programs Progress
Report EEF590-R001.

M NNESOTA U. S. Departnment of Agriculture Prepared: 08-01-94
STATE OFFI CE Farm Servi ce Agency As of: 07-31-94
Report | D EEF590- ROO1 Summary of Conservation Prograns Progress Reports Page: 1
IR RS E R RS SRR SRS SRS SRR SRR SRS SRR RS R R SRR EEE SRR R R R RS SRS R RS R RS R RS RS EE SRR RS R RS R RS SRR R EEEREEEEEEEEEEEES
Program State County Reserve State Di fference Tot al Funds
And Al'l ocation Al'l ocati on For Tech as (1-2-3-4) Amount Avai |l abl e
Fund Code Servi ces Reserve bl i gat ed For C'S
(1) (2) (3) (4) (5) (6) (7)
IR SRR RS RS RS RS E RS E RS E RS SRS E RS R R SRR SRR E SRR RS SRR RS R RS R R RS R R SRR EEEE SRR R RS SRR R EEEEEEEEEEEEEEEES
ACP-ANA 00 5,123,110 4,959, 989 163, 700 32, 000 -32,579 4,957, 607 1,803
ACP- ANA 07 47, 280 45,770 1,510 0 0 45,728 42
ACP- ANA 08 80, 445 80, 445 0 0 0 73,759 6, 686
ACP- ANA 09 210, 708 201, 403 9, 305 0 0 189, 456 11, 947
ACP- ANA 50 410, 282 397, 182 13, 100 0 0 396, 905 277
Tot al ANA 5,871, 825 5, 684, 789 187, 615 32, 000 -32,579 5, 663, 455 20, 755
ACP-LTA 00 1,502, 322 1,272,992 59, 330 170, 000 0 1,272,960 170, 032
ACP-LTA 07 237,576 229, 976 7,600 0 0 226, 636 3, 340
ACP-LTA 08 211, 626 211, 626 0 0 0 203, 377 8, 249
ACP-LTA 10 155, 899 150, 919 4,980 0 0 150, 919 0
ACP-LTA 11 468, 200 448, 400 14, 800 5, 000 0 280, 968 172, 432
Tot al LTA 2,897, 246 2,621, 758 96, 870 178, 618 0 2,442,629 357, 747
ACP 00 6,625,432 6, 232, 981 223,030 202, 000 -32,579 6, 230, 567 171, 835
ACP 07 284, 856 275, 746 9, 110 0 0 272, 364 3,382
ACP 08 292,071 292,071 0 0 0 277,136 14,935
ACP 09 210, 708 201, 403 9, 305 0 0 189, 456 11, 947
ACP 10 155, 899 150, 919 4,980 0 0 150, 919 0
ACP 11 468, 200 448, 400 14, 800 5, 000 0 280, 968 172, 432
ACP 50 731, 905 705, 027 23, 260 3,618 0 704, 674 3,971
Total ACP 8,769, 071 8, 550, 943 284, 485 210, 618 -32,579 8, 106, 084 378, 502
ECPF 10, 000 10, 000 0 0 0 10, 000 0
ECPO 1,535 1,535 0 0 0 1,535 0
Total ECP 11, 535 11, 535 0 0 0 11, 535 0
SIP 356, 187 356, 187 0 0 0 318, 712 37, 475
1997 TAP 0 500, 000 0 0 - 500, 000 500, 000 0
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Par. 729

729  Examplesof Progress Reports Printed During Queuing for Transmission (Continued)

F Description of Report EEF590-R001

10-27-03

The following is a description of Report EEF590-R001.

Note: Report EEF590-R001 reflects data only as of the end of the prior month.

Column
Name
or Number
on Report Description
Program And | All eligible programs and fund codes in the State are listed. For ACP,
Fund Code | eachindividual ledger and fund code are listed, with totals for:

* ACP-ANA, dl fund codes
o« ACP-LTA, dl fund codes
¢ ACP by fund code
» total ACP.
For ACP EQIP, each individual ledger and fund code are listed, with
totals for:
¢ ACP-EAN, dl fund codes
o ACP-ELT, al fund codes
* ACPEQIP by fund code
« tota ACPEQIP.

1 State allocation is the State allocation from the State ledger.

2 County alocation is the county alocation from county transmitted
ACP-305.

3 Reserve for technical servicesisthe tota of technical servicesto other
agencies from State ledger.

4 State C/S reserve is the total of C/S reserves from State ledger.

5 Difference is column 1 minus column 2 minus column 3 minus column 4.

6 Tota amount obligated is column 4 minus column 5 plus column 6 on
transmitted ACP-305.

7 Funds available for C/S is column 1 minus column 3 minus column 6.
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Par. 729

729  Examplesof Progress Reports Printed During Queuing for Transmission (Continued)

G Additional Copy of Report

10-27-03

If needed, an additional copy of the last transmitted Report EEF590-R001 can be printed as

follows.

Note: Thisreport can only be queued for transmission to KCAO according to

[paragraph 728|

Step

Action

Result

1

On Menu EEFO000:

« ENTER"Y
 PRESS"Enter”.

Menu EEF500 will be displayed.

On Menu EEF500:

« ENTER"7"
« PRESS“Enter”.

Note: Selecting this option will only print or
display an additional copy of the last

transmitted report. Seé paragraph 728
to queue the report to KCAO.

Screen EZZ50000 will be
displayed.

On Screen EZZ50000, to print the report,
enter the following:

e printer ID
« number of copies to be printed.

PRESS “Enter”.

Screen EEF20590 will be
displayed.

On Screen EEF20590, PRESS “Enter”.

Menu EEF500 will be displayed.

The Summary of Conservation
Program Progress

Report EEF590-R001 will be
printed.
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730 Printing Monthly Cost-Share Requests Status Report

A

10-27-03

Printing Report EEF580-R001

Par. 730

Monthly Cost-Share Requests Status Report (CEP-50R) Report EEF580-R001 will not print
automatically when it is queued for transmission to KCAO according to[paragraph 728.] A

copy of Report EEF580-R001 can be printed as follows.

Important:  States Offices are required to provide a copy of SIP data on the report to the

State Forester each month.

Step Action

Result

1 On Menu EEFO000:

« ENTER"Y
 PRESS"Enter”.

Menu EEF500 will be
displayed.

2 On Menu EEF500:

« ENTER"Y
« PRESS“Enter”.

KCAO.

Note: Selecting this option will only print the report.
See paragraph 728 to queue the report to

Screen EZZ50000 will
be displayed.

following:

e printer ID
« number of copies to be printed.

PRESS “Enter”.

3 | On Screen EZZ50000, to print the report, enter the

Screen EEF20590 will
be displayed.

4 | On Screen EEF20590, PRESS “Enter”.

available for several hours.

Note: Thisreport islengthy. Ensure that the printer is

Menu EEF500 will be
displayed.

The Monthly Cost-
Share Requests Status
Report (CEP-50R) will
be printed.
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Par. 730
730  Printing Monthly Cost-Share Requests Status Report (Continued)

B Example of Report EEF580-R001

The following is an example of Report EEF580-R001.

M NNESOTA U S. Departnment of Agriculture Prepared: 08-01-94
Farm Servi ce Agency As of: 07-31-94
Report 1D EEF580- RO01 MONTHLY CCST- SHARE REQUESTS STATUS REPCRT Page: 1
CEP- 50R
County Program Practice Tot al Est’'d S Est'd S C/'S Approved as Di sapproved Cancel ed
Code/ Code Request s (Wthout COC (Wth COC (Wt hout Ear ned (Never After TS
Fund Code WIlling to WIlling to Fi nal Appr oved) Appr oved
Appr ove) Appr ove) Per f or mance)
Al TKIN ACP-ANA 00 SL1 4 200 400 1, 500 1, 500
SL2 4 7,000
SL6 9 1, 500 2,500 2,500 9, 500 7,000
W4 1 3,500
** Total ACP-ANA 00 ** 18 1, 700 2,900 14, 500 11, 500 7,000
**x*% Total ACP-ANA **** 18 1, 700 2,900 14, 500 11, 500 7,500
ACP- LTA 00 SL6 1 3,500
WC2 2 7,000
** Total ACP-LTA 00 ** 3 7,000 3,500
ACP- LTA 07 WC 4 2 3,200
**x*% Total ACP-LTA **** 5 10, 200 6, 500
Total ACP SL1 4 200 400 1, 500 2,000
SL2 4 7,000
SL6 10 1, 500 2,500 2,500 13, 000 7,000
WC1 2 7,000
WC4 2 3,200 3, 000
W4 1 3,400
***% County Total ACP **** 23 1, 700 2,900 24,700 18, 000 7,000
- Footnote -- The data on this report may or may not match data on the ACP-305. There is no conparison between this report and
the ACP-305 since the reports are produced using data fromdifferent files

Note: The footnote will actually be printed after State totals for each program, not after
county totals.
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730

Par. 730
Printing M onthly Cost-Share Requests Status Report (Continued)

C Description of Report EEF580-R001

10-27-03

The following is a description of data on Report EEF580-R001.

Note: Report EEF580-R001 will print by program. As the footnote on the report indicates,
the data on this report may not match ACP-305. Do not try to compare the 2

reports.
Column Title Description

County Thisis the county name, in alphabetical order, for each program.

Program Thisis the applicable program code and fund code in the county.

Code/Fund Code

Practice Code Thisis the practice associated with the program and fund code for
which there are AD-245's and/or AD-862’s on the file for the
county.

Total Requests Thisis the number of AD-245's on file for which there is no prior
year performance.

Estimated C/S Thisisthe estimated C/S amount for those AD-245s on file

(Without COC without a COC willing to approve date or disapproved date. This

Willing to Approve)

column is not applicable for LTA’sor SIP. These are AD-245's
that do not have AD-862 referred because COC has not made a
willing to approve determination. These AD-245's are not counted
as pending approvals on ACP-305.

Estimated C/S
(With COC Willing
to Approve)

Thisis the estimated C/S amount for those AD-245's on file with a
COC willing to approve date but not an approved or disapproved
date. LTA’sand SIP are assumed to be willing to approve when
AD-245 is created.
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Par. 730
730  Printing Monthly Cost-Share Requests Status Report (Continued)

C Description of Report EEF580-R001 (Continued)

Column Title Description

C/S Approved | Thisisthe C/S approved amount for those AD-245's on file with an
(Without Final | approved by COC or SF date but not a performance date or canceled
Performance) date.

Note: Thiswill not compare to outstanding approvals on ACP-305,
because this report captures AD-245 data and ACP-305 reflects
contract approvals entered on the contract approval screen.

C/S Earned Thisisthe C/S earned amount for those AD-245's on file with a
performance date.

Note: Thiswill not compare to earnings on ACP-305, because this
report does not reflect partial payments until final performance
has been recorded and ACP-305 does reflect partial payments at
the time they are recorded.

Disapproved Thisisthe estimated C/S amount for those AD-245's on file with a
(Never disapproved date that were never approved.
Approved)

Canceled After | Thisisthe C/S approved amount for those AD-245's on file with a
C/S Approved | canceled date during the current FY that were previously approved.
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Par. 731

731  Printing Midmonth ACP-305 State Committee Report

A

10-27-03

ACP-305 State Committee Report

ACP-305 State Committee Report EEF510-R001 is a midmonth ACP-305. If the State
Office desires current ACP-305 data during the month, the State Office can require County
Offices to prepare and transmit a midmonth Report EEF510-R001. Report EEF510-R001
can be prepared and transmitted to the State Office more that once during the month, but only
once per day.

Note: Report EEF510-R001 does not transmit to KCAO.

Important:  County Offices cannot transmit a midmonth report for the Monthly
Cost-Share Requests Status Report (CEP-50R).

Printer
Report EEF510-R001 may be very lengthy, depending on the State.
* Ensurethat aprinter is available for severa hours.

» Ensurethat the paper is aligned in the printer so that the print will start at the very left
edge of the paper.

* Thisprint job is evoked and can be placed on hold and released later for overnight
printing, if necessary.

1-CONSV (Rev. 2) Amend. 1 Page 10-90



731

C Printing Report EEF510-R001

10-27-03

Par. 731
Printing Midmonth ACP-305 State Committee Report (Continued)

Ensure that all County Offices have transmitted the report according to paragraph 725.| Do
not print the report until al County Offices’ data have been received.

Print Report EEF510-R001 according to the following.

Step

Action

Result

1

On Menu EEFO000:

« ENTER"Y
 PRESS"Enter”.

Menu EEF500 will be displayed.

On Menu EEF500:

e ENTER"3
 PRESS"Enter”.

Screen EZZ50000 will be displayed.

On Screen EZZ50000, to print the report,
enter the following:

e printer ID
« number of copies to be printed.

PRESS “Enter”.

Screen EEF20520 will be displayed.

On Screen EEF20520, to print the report
for:

« all eligible program codes, leave the
“Enter Program Code #” field blank
and PRESS “Enter”

Screen EEF20590 will be displayed.

Note: If theindividual program
selected has multiple fund
codes, Screen EEF20525 will
be displayed. Select the fund

code to be printed and
e anindividua program code, enter the Screen EEF20590 will be
number of the desired program code displayed.
and PRESS “Enter”.
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Par. 731

731  Printing Midmonth ACP-305 State Committee Report (Continued)

C Printing Report EEF510-R001 (Continued)

10-27-03

Step

Action

Result

5

On Screen EEF20590, PRESS “Enter”.

Report EEF510-R001 will be
printed.

e The same report format is used
for the midmonth and the
monthend ACP-305.

< ) for an
example of the monthend
Report EEF510-R001. A copy
of Report EEF510-R001 does
not need to be maintained on
file, unless required by
temporary directives.

Note: Report EEF510-R001 will
not transmit to KCAO.
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Par. 732
732 Correcting Progress Reports

A Corrections Are Not Allowed

No corrections can be made to the current monthend ACP-305 Monthly Progress Report or
Monthly Cost-Share Requests Status Report (CEP-50R).

B WhereCorrections Are Allowed
Datathat arein error must be corrected on the ledger or somewhere else in the conservation

system before the next month’s progress reports are prepared. ACP-305’s shall reflect the
automated ledger balances at the end of the month.
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Par. 733
733 STC Review of Progress Reports

A ACP-305

STC shall promptly review entries on the State ACP-305 Monthly Progress Report and the
State ACP-305 Monthly Progress/Transmission Report to ensure accuracy. See
paragraphs 727 and

Each month, STC shall send a copy of the State ACP-305 Monthly Progress Report and the
State ACP-305 Monthly Progress/Transmission Report to DD.

B Monthly Cost-Share Requests Status Report
STC shall review the Monthly Cost-Share Requests Status Report (CEP-50R) to:

* ensure that conservation program funds are spent on practices that meet the conservation
and environmental objectives of the county and State

* verify the status of conservation program funds in the State
* determine whether County Offices have:

¢ aneed for increase in funds
* excess funds not needed.
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Par. 734
734 DD Review of Monthly Progress Report

A Review for Accuracy

Each DD shall review the State ACP-305 Monthly Progress/ Transmission Report for
accuracy. See paragraph 729

Ensure that:
* entries balance

+ C/Samount approved minus performance amount approved equals outstanding AD-245's
onfile

* paymentsissued for conservation program payments during FY equal the amount earned
» corrections are made before the next month’s ACP-305 is printed and queued.

735-748 (Reserved)

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 10-95






Par. 749
Part 11 Reconciliations

749  Oveview
A Checklist
See Exhibit:

* 20 for County Office monthly checklist
» 30 for State Office monthly checklist.
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Par. 750
Section 1 KCFO Check Listings

750 KCFO Check Listings Reports
A Check Listings
KCFO provides 2 copies each of the Monthly Payment/Refund Activity Report and the
Cumulative Reconciliation Report to State Offices for reconciliation purposes. State Offices
shall provide copies of these 2 reports to the County Office.

B Report Use

The 2 reports should be used monthly to reconcile payments issued to the earnings as posted
in the conservation ledgers.

C Retention of Reports

The Monthly Payment/Refund Activity Report and the Cumulative Reconciliation Report shall
be kept on file for 2 years.
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Par. 751
751  Monthly Payment/Refund Activity Report

A Report Explanation

Monthly Payment/Refund Activity Report MLDO010-R001 reflects detail data for all account
activity for all conservation programs in the county for the indicated month.

B Example of Report

The following is an example of Report MLD010-R001.

ALABANVA U. S. DEPARTMENT OF AGRI CULTURE PREPARED:  05-12- 95
FARM SERVI CE AGENCY
REPCRT I D:  M.D010- ROO1 PACE: 18
MONTHLY PAYMENT/ REFUND ACTI VI TY REPORT AS OF 04/ 30/ 95

ok o ok o o ok o ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ko ko ok ok ko ko ko kK K K K K K K K K K

* * *  CHECK DATE * CHECK NO. * PRODUCER ID  * REFERENCE * TRANSACTION  * *
* COUNTY * PROGRAI *  SCHED DATE * SCHED NO. * NUMBER * NUMBER * AMOUNT * TYPE RECORD *
* * 1 * _o- * 3 * _4- * 5 * _6- * _7- *

ok o o ok o ok ok ok o ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ko ok ok ko kK K K K K K K K K K K

COVI NGTON ACP- ANA 95-04- 18 84301595 63 0888284 CN 940289 2,478.00 PAYMENT
95-04- 18 84301596 420 03 4189 CN 940308 3,418.00 PAYMENT
95-04-18 84301598 423 34 8645 CN 940038 2,374.00 PAYMENT
TOTAL 8, 270. 00
ECPF 95-04- 18 84301594 422 92 4200 CN 940399 40.00 PAYMENT
95-04- 18 84301600 423 76 1428 CN 940223 397. 00- PAYMENT - REV
95-04- 18 84301600 423 76 1428 CN 940223 397.00 PAYMENT
95-04-18 84301601 63 0659343 CN 940247 51. 00 PAYMENT

TOTAL 91. 00
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751 Monthly Payment/Refund Activity Report (Continued)

C Description of Report

The following is a description of data on Report MLD010-R001.

Par. 751

Column
Number

Description

1

Applicable program code for which the transaction occurred.

2

The date of CCC-184 or the date on the schedule of deposit. The date of the

original CCC-184 or refund if its for a correction or areversal.

The CCC-184 number or 4 digit schedule of deposit number.

Producer |D number.

Control number from applicable AD-245/AD-862 will display.

The amount of CCC-184, expired CCC-184, or refund.

i K2 2 42 B (¥ SN V)

The following CCC-184 transmittal messages will display:

PAYMENT Payment

PAYMENT REV Payment Reversal

EXPIRED Expired Check Writeoff
EXPIRED REV Expired Check Writeoff - Reversal
REFUND Collection

REFUND REV Collection Reversd

RECEIVE COLL Receivables Collection
RECEIVE REV Receivables Collection - Reversal
CLAIM COLL Claim Collection

CLAIM REV Claim Collection - Reversd

10-27-03
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Par. 752
752 Cumulative Reconciliation Report

A Report Explanation
Cumulative Reconciliation Report MLDO016-R001 reflects the cumulative amounts for all
account activity for all conservation programs in the county from the first day of FY through
the indicated month.

B Example of Report

The following is an example of the Report MLD016-R001.

ALABANVA U. S. DEPARTMENT OF AGRI CULTURE PREPARED:  04- 14- 95
FARM SERVI CE AGENCY
REPCRT I D: M.DO016- ROO1 PACE: 3
CUMULATI VE RECONCI LI ATI ON REPCRT
BY COUNTY FOR PERI OD ENDI NG 03/ 31/ 95
ek ko ko ko ko ko ok ko Kok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ko ko Kk kR Kk
* * * * KCMO RECORDS * *  PERFORMANCE * CTY PERF EARN *
* COUNTY *PROGRAM  * ko ke ko ok ko ok ko ok Kk ok kK kR K * EARNED * LESS *
* *  CODE * * PAYMENTS * REFUNDS * *( PROGRESS RPTS) * KCMO RECORDS *
* J1- * 2. * _3- * - 4- * _5- * _6- * _7- * _8- *
ek ke ko ok ko ko ok ko Kok ko ok ok ok ko ok ko ok ko ok ko ok ko ok ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ok ko ko ko Kk ko Kk
CHOCTAW ACP- ANA 13, 299. 00 16, 797. 00 3, 498. 00
FI P- ANA 6, 390. 00 6, 390. 00
TOTAL 19, 689. 00 23,187.00 3, 498. 00

COFFEE ACP- ANA 36, 308. 00 36, 308. 00

ACP-LTA 6, 268. 00 6, 268. 00

ECPF 181, 683. 00 288. 00- 181, 395. 00

ECPMAF2 10, 314. 00 10, 314. 00

SIP 6, 954. 00 6, 954. 00

TOTAL 241, 527. 00 288. 00- 241, 239. 00
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Par. 752

752  Cumulative Reconciliation Report (Continued)

C Description of Report ML D016-R001

10-27-03

The following is a description of data on Report MLD016-R001.

Column Explanation
Number

1 County name.

2 Applicable program code for which the transaction occurred.

3 Blank.

4 The cumulative amount of payments (CCC-184's) issued for FY as recorded in
KCAO.

5 The cumulative amount of refunds recorded in KCAO from CCC-257's.

6 Blank.

7 The cumulative amount of earnings as reflected on the County Office
Sequential Ledger Entry Report and reported on the ACP-305 Monthly
Progress/Transmission Report. |If refunds were recorded on the County Office
Sequential Ledger Entry Report, they would be included in this amount.

8 The difference between the performance earned in the County Office less

KCAO payments issued and refunds (column 7 minus column 4 minus
column 5). See subparagraph D.
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752  Cumulative Reconciliation Report (Continued)

D Explanation of Differences

10-27-03

Par. 752

Differences in column 8 of Report MLDO016-R001 will result from the following situations.

IF...

AND...

THEN...

acorrectionto

AD-245 reaultsina
decrease in earnings
(receivable created)

areceivable collection
isrecorded in the same
FY for the receivable
amount

there will be no difference in column 8
because of transactions for that control
number.

areceivable collection
IS not yet recorded in
the same FY

column 8 will include a difference (-)
because of transactions for that control
number in the amount of the outstanding
receivable.

Note: Receivable collections not
recorded by the end of the
current FY will be aFY-end
reconciliation item.

areceivable collection
isrecorded in a
subsequent FY

column 8 will include a difference (+)
because of transactions for that control
number in the amount of the receivable
collection.

Note: Receivable collections recorded
in subsequent FY of the FY the
earnings were reduced on
AD-245 will be aFY-end
reconciliation item.
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Par. 752
752  Cumulative Reconciliation Report (Continued)

E Allowable Differences

After installing accounting interface software in County Release No. 492, the only allowable
differences in column 8 should be for the following situations.

» Correction to performance is recorded that reduce earnings (column 7) and the resulting
receivable has not yet been satisfied and recorded as a receivable collection CCC-257.

* A receivable resulting from a correction to performance recorded in a prior FY is paid and
the receivable collection is recorded on CCC-257 in the current FY'.

Note: Notify the State Office for assistance if differences are determined to be from other
Calses.

753-763 (Reserved)
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Par. 764
Section 2 County Reconciliations

764 Monthly Review of KCAO Check Listings
A Review and Correct
County Offices shall review the Monthly Payment/Refund Activity Report and the Cumulative

Reconciliation Report in Section 1 monthly. Ensure that all differences between the earnings
posted to the ledgers and payments issued are reconciled and/or corrected monthly.
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Par. 765

765 Monthly or Quarterly Reconciliations

A

10-27-03

Complete ACP-259A

County Offices may complete ACP-259A or asimilar State-developed form for all
conservation programs in the county. ACP-259A should be completed as follows unless
otherwise specified by the State Office:

o Quarterly
« monthly for July through September.

Note: State Offices may require County Offices to complete ACP-259A monthly to aleviate
many FY -end problems. Thisreport is no longer mandatory, but may be used at State
Office discretion.

Outstanding Approvals

When completing ACP-259A or asimilar State-developed form, County Offices shall ensure

that the outstanding AD-245' s equal the outstanding approvals in column 4 minus column 5
on the Sequential Ledger Entry Report.
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765

Monthly or Quarterly Reconciliations (Continued)

C Example of ACP-259A

The following is an example of ACP-259A, which includes instructions for completing and

mailing.

Par. 765

This forin is available electronically.

ACP-259A USDAFSA 1. REPORTING SCHEDULE
(08:22:95)
) Oct.~Dec July
COUNTY OFFICE AUTOMATED LEDGER
RECONCILIATION CHECKLIST Jaifi. - NIt Auigut
¥ Apr:--June Séptember

2. Courity Name
ANV EoUnty

3. State
Anystate

4. Dateof this-report
Junie 50, 2002

INSTRUCTIONS:: A

Complete a'checklist; for each:applicable.consetvation: program:in the County Office; asreflected.in the repoiting:schedule before
preparing ACP-305: Enter applicable program codes.on the item: Déscription line, Do net incllde CRP;

B. Ifthe:amourtin ltem S below does not:agree with-ltem 8,-then:check to.ensure that all-outstanding AD-245's were entered in-the system
cofrectly: ForLTA'S, ensure-that all the contract approvals were entéred inthe:system correctly:
€. 8end checklisttothe State Office: by the third workday. of the:month.
ITEM DESCRIPTION ACP-ANA ACP-LTA BECP
5. Total from outstanding. AD-245's, page
2,-Column F. ForLTA's-add to:this
amountthe subsequent year's. 05 AEH 169 056 i
obligations from:agreements. T o
6. Total from the Sequential Ledger Entry 1L G S0 GeE 55 5
Report, column 4 {Amount Approved). ! Hh 212
7. Total fromi the Sequential Ledger Entry
Report, column:& (Performed Amount 106,120 104, 600 23,292
Approved).
8. Total from the Sequential Ledger Entry
Report, column-4 minus:column5 {of 55 HER 155 556 §
ltern 6 above: mintis [tem 7). g o
THIS:AMOUNT MUSTAGREE WITH ITEM§

10-27-03
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Par. 766
766  Before FY-End Rollover

A Review Ledger Reports

For reconciliation purposes, to ensure as few errors as possible, carefully review the
Sequential Ledger Entry Report and the Sequential LTA Contracts/Agreements Report for all
conservation programs several times during the last 2 weeks of FY. Complete the following
steps before FY -end rollover.

Step Action

Ensure that all approvals and partia and final payments are recorded.

Ensure that all alocation increases and decreases are posted.

1
2
3 Ensure that all refunds are recorded correctly.
4

Ensure that the LTA Sequential Ledger Entry Report and the Sequential LTA
Contracts/Agreements Report are in agreement. Columns 4, 5, and 6 on both
ledgers should always be the same unless a refund has been posted. Column 4
minus column 5 on the LTA Sequential Ledger Entry Report must equal

column 7 on the Sequential LTA Contracts/Agreements Report unless a refund
has been posted. The difference between the columns will be the refund amount.

5 Ensure that all differences on the Cumulative Reconciliation Report are
reconciled and the ledgers are correctly posted before FY -end rollover.
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Par. 767
767  FY-End Reconciliations

A County Office Responsibility

County Offices shall complete the following steps for FY -end reconciliations.

Step Action

1 | Ensurethat outstanding AD-245's equal the outstanding approvalsin column 4
minus column 5 on the Sequential Ledger Entry Report.

2 | Ensurethat payments issued minus refunds on the Cumulative Reconciliation
Report equal the earnings on the Sequential Ledger Entry Report.

3 | Notify State Office, in writing, of al differences between payments issued and
earnings and the corrective action taken. If an error in earnings is found on the
previous year’s Sequential Ledger Entry Report after rollover, corrections should
be made according to Part 5, Section 10.

4 | Notify the State Office of any differences that cannot be corrected. It may be
necessary to process aledger adjustment authorized by the State Office requiring a
password available from CEPD.

5 | If aSeptember ACP-305 was not transmitted, send 1 copy of each of the following
to the State Office:

o Sequential Ledger Entry Report EEA425-R007 for the entire FY
* ACP-305 Rejections/Exceptions Report EEA530-R002.
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Par. 768
768  After Completion of FY-End Reconciliation

A Ledger Corrections

It is very important that all unrecorded prior FY earnings found during or after completion of
FY -end reconciliation are recorded in the current FY ledger. Ensure that all items reconciled
with the State Office and KCAO are correctly recorded in the current FY ledger. Contact the
State Office for assistance. The automated interface between Conservation and Accounting
should have nearly eliminated unrecorded earnings.

If manual adjustments must be made, after authorization from the State Office and receipt of a
password from CEPD, ensure that a copy of the Sequential Ledger Entry Report is kept on
file along with the explanation of the adjustment.

769-779 (Reserved)
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Par. 780
Section 3 State Reconciliations

780  Monthly Review of KCAO Check Listings
A Review and Contact County Office
State Offices shall review the Cumulative Reconciliation Report in Section 1 monthly.
Contact County Offices that have differences in column 8 to ensure that the differences are

reconciled. If these differences are reconciled during FY, there are less problems with FY -end
reconciliation.
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Par. 781
781 Monthly or Quarterly Reconciliations of Paymentsto Earnings

A Request Reconciliation of Paymentsto Earnings

State Offices shall ensure that County Offices reconcile the differences in column 8 on the
Cumulative Reconciliation Report for al conservation programs. The memorandum examples
in[paragraphs 782land[783]can be used to request reconciliation of differences between
payments issued and earnings as recorded on the Sequentia Ledger Entry Report from the
County Office.

B Differences
Handle differences as follows.
» Ensurethat refunds are recorded correctly.

» Authorize corrective postings to the current FY Sequential Ledger Entry Report, noting
for the current FY reconciliation any column 6 adjustments.

* Maintain afile of all County Office differences that were the previous year’s posting errors

posted to the current FY’s Sequential Ledger Entry Report to be used for next year's
reconciliation.
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Par. 782
782  Memorandum Example When Payments Exceed Earnings

A Memorandum Example
The following is a memorandum example for State Offices to use to reconcile payments

issued, as recorded in KCAO, to earnings on the Sequential Ledger Entry Reports when
payments issued exceed the earnings.

To: County FSA Office (Date)

From: State Office

Subject: Reconciliation of Payments Issued to Earnings (insert CRES Program)

Based on the Cumulative Reconciliation Report from KCAO, reflecting cumulative data
through (insert date) for your county, it appears that you are not showing as much
earned as KCAO has recorded for you. This may be caused by one or more “Corrections
after Performance”’ that and posted a reduction in earnings and created a receivable which
has not yet been satisfied by the producer. During the current FY, until the receivable is
paid by the producer and the collection is received in KCAO on CCC-257, this difference
will exist.

The difference in column 8 of the subject report is as follows:

KCAO Payments - Refunds
Minus ACP-305 earned
Difference

Please provide this office with written reconciliation of this difference no later than
(insert date). It may be helpful to review the receivable records to determine unsatisfied
receivables for this program.

If you cannot reconcile, please contact this office.
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Par. 783
783 Memorandum Example When Earnings Exceed CCC-184's

A Memorandum Example
The following is a memorandum example for State Offices to use to reconcile payments

issued, as recorded in KCAO, to earnings on the Sequential Ledger Entry Reports when
earnings exceed payments issued.

To: County FSA Office (Date)

From: State Office

Subject: Reconciliation of Payments Issued to Earnings (insert CRES Program)

Based on the Cumulative Reconciliation Report from KCAO, reflecting cumulative data
through (insert date) for your county, it appears that you are showing more earned than
KCAO has recorded earned minus refunds for the current FY for this program.

This may be caused by a collection this FY that satisfied a receivable that was established
during a " Corrections after Performance” recorded during a prior FY.

The difference in column 8 of the subject report is as follows:

ACP-305 earned $
Minus KCAO Payments - Refunds
Difference

Please provide this office with written reconciliation of this difference no later than
(insert date). It may be helpful to review schedules of deposit to determine if prior FY
receivables for this program have been satisfied resulting in differences.

If you cannot reconcile, please contact this office.
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Par. 784

784  ACP-259A

A Require Submission of ACP-259A’s

10-27-03

State Offices may require County Offices to complete ACP-259A or asimilar State-developed
form according td paragraph 765. State Officesthat continually have problems with FY -end
reconciliations should require County Offices to complete ACP-259A or asimilar
State-developed form monthly.

Review ACP-259A’s
Review ACP-259A’ s to ensure that outstanding AD-245's equal the outstanding approvalsin

column 4 minus column 5 on the Sequential Ledger Entry Report. Assist County Offices, if
necessary.
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Par. 785
785 Before FY-End Rollover

A Instruct County Officesto Review Ledger Reports

To ensure as few errors as possible during reconciliation, instruct County Offices to carefully
review the Sequential Ledger Entry Report and the Sequential LTA Contracts/Agreements
Reports for all conservation programs several times during the last 2 weeks of FY. Complete
the following steps before FY -end rollover.

Step Action

Ensure that all approvals and performance are recorded.

Ensure that all alocation increases and decreases are posted.

1
2
3 Ensure that all refunds are recorded correctly.
4

Ensure that the LTA Sequential Ledger Entry Report and the Sequential LTA
Contracts/Agreements Report are in agreement. Columns 4, 5, and 6 on both
ledgers should always be the same unless a refund has been posted. Column 4
minus column 5 on the LTA Sequential Ledger Entry Report must equal column 7
on the Sequential LTA Contracts/Agreements Report unless arefund has been
posted. The difference between the columns will be the refund amount.

5 Ensure that all differences shown on the Cumulative Reconciliation Report are
reconciled and the ledgers are correctly posted before FY -end rollover.

Note: Assist County Officesin reconciling ledger problems before FY -end if possible.
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Par. 785
785 Before FY-End Rollover (Continued)

B Review State Ledger Reports

Review the Program Summary Ledger Report and the Technical Assistance Summary Ledger
Report for all conservation programs and fund codes according to the following.

Step Action

1 Print the Program Summary Ledger Report for each conservation program and
fund code.

2 Ensure that the “Total State Allocation” amount agrees with the FSA-357 amount
on line 10.

3 Ensure that the “Total T/A Reserve’, “Tota C/S Reserve’, and “Tota County
Allocations’ are correct.

4 Print the Technical Assistance Summary Ledger Report for al applicable
conservation programs by leaving the ledger code blank on Screen EEF40500.

5 Ensure that all T/A checks issued have been recorded in the ledger.
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Par. 786
786  FY-End Reconciliations

A State Office Responsibility

State Offices shall complete the following steps for FY -end reconciliations.

Step Action

1 Ensure that County Offices reconcile earnings as reported on the September
progress report (or the Sequential Ledger Entry Report as of September 30 for
those County Offices that did not transmit September 30) to payments issued as
recorded in KCAO.

2 Ensure that the State FY -end reconciliation on ACP-259B using the September
ACP-305 (or the Sequential Ledger Entry Report as of September 30 for those
County Offices that did not transmit September 30) and the Cumulative
Reconciliation Report from KCAO is completed.

3 | Notify KCAO of any miscoded T/A checks that were found during FY -end
reconciliation. Ensure check code corrections are done immediately. Treat
miscoded checks as a reconcilable item. Do not record miscoded checks in the
wrong ledger for reconciliation purposes.

B CountiesThat Did Not Transmit September ACP-305
For County Offices that did not transmit September’s ACP-305:

* request, from the County Office, a copy of the Sequential Ledger Entry Report and
ACP-305 Rejections/Exceptions Report

» seeParts 8 and 10 for examples of these reports, and use these reports to complete
FY -end reconciliation

* include on the September 30 progress report the September 30 entries from the Sequential
Ledger Entry Report.

Note: All County Offices must transmit September 30 ACP-305's, unless thereis an
out-of-balance condition on the ledger.
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Par. 787
787  ACP-259B

A Use

ACP-259B is used to complete FY -end reconciliation with KCAO for all conservation
programs.

B Example of ACP-259B

The following is an example of ACP-259B.

REPRODUCE LOCALLY. Include form number and date on reproductions.
ACP-2598B U.8. DEPARTMENT OF AGRICULTURE 1. STATE
(08-22-95) Farm Service Agency
Minnesota
STATE OFFICE SUMMARIZATION SHEET 2. DATE
Prepare for ail applicable conservation programs in the State, except for CRP.} November 25,199X
acP OTHER PROGRAMS
ECP
PART A - COMP 0 ATIONS AS FOLLO
1. State Allocation
{From CFSA-357) + 6,548,453 + 2,026,044 + + + +
ANA -
2. State Cost-Share Reserve 102,148
LTA - 16,284 - 76,583| -~ - - -
3. State T/A Reserve ANA & LTA
- 165,900/ - o] - - - ~
4. County Allocation ANA - 4,634,884
{From /30 Progress Report) LTA - 1,629,237| - 1,949,461 - - - -
5. MUST EQUAL ZERO - 0 - 0 - 0 - [+] - 0 - 0
PA B OMP 0 A A OLLO o p— o Q p ”
1. State Allocation
{From CFSA-357) + 6,548,453 + 2,026,044| + + + +
2. Total Amount Approved ANA - 5,044,858
{From 9/30 Progress Report) LTA - 1,489,143 - 1,571,8945| - - b -
3. Performance Reported Approved ANA + 3,831,741
{Fram 9/30 Progress Report) LTA + 596,036 + 1,130,066| + + + +
4. Parformance Reported Earned ANA - 3,084,594
(From 9/30 Progress Report} LTA - 516,854 - 1,007,777 - - - -
B. State NRCS/OTS/CME Checks issuad
N ANA & LTA
During FY - 155,600/ - o| - - - -
6. Unused Funds for Program in State 1/ 685,141| = 576,388| = = = =
PART C - COMPLETE COMPUTATIONS AS m 1 PLUS ltem 2 PLUS Item 3 EQUALS ltem 4. (ITEMG 4 MUST AGREE YWITH PART B ITEM 6.
ANA
1. State Cost-Share Reserve + 102,148
LTA + 16,284 + 76,583| + + + +
2. State T/A Reserve Balance
{NRCS/OTS/CME Reserve MINUS
NRCS/OTS/CME From 9/30 Progress
Report MINUS NRCS/OTS/CME ANA & LTA
Checks lssued)
+ 10,300; + gl + + + +
3. County Balance Available ANA + 337,133
{From 9/30 Progress Report) LTA + 219,276| + 499,805| + + + +
4. Unused Funds for Program
in State 1/ = 685,141 = 576,388| = = = =
1! Dollar items must agree.
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Par. 788
788  Completion of ACP-259B and Additional Documentation

A Complete ACP-259B

After all County Offices are reconciled at FY -end, State Offices shall complete ACP-259B
(paragraph 787) for each applicable conservation program, using the entries from County
Office Sequential Ledger Entry Reports as of September 30, and the State Office Program
Summary Ledger Report and the Technical Assistance Summary Ledger Report as of
September 30.

B Documentation Required
The following documentation must be sent to KCAO for FY-end reconciliation.
* For those County Offices that transmitted the September 30 ACP-305, do not annotate
any changes on the September Progress Report. Send the following to KCAO no later
than COB December 31:

ACP-259B

* copies of September 30 Monthly Progress Reports
* copy of September 30 Differences Between ACP-305 and State L edgers Report

Note: In all cases, the alocation as recorded in the County Office Sequential Ledger
Entry Report as of September 30 must be used for the FY -end reconciliation.

» other datareflecting the earnings and corrections made to the current FY Sequential
Ledger Entry Report for prior FY corrections.
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Par. 788
788  Completion of ACP-259B and Additional Documentation (Continued)

B Documentation Required (Continued)

* For those County Officesthat did not transmit the September 30 ACP-305, include on the
September 30 Progress Report the entries from the Sequential Ledger Entry Report as of
September 30. Send the following to KCAO no later than COB December 31.:
 ACP-259B
» copies of annotated September 30 Monthly Progress Reports

» copies, from the County Office, of the Sequential Ledger Entry Report for the entire
FY and ACP-305 Rejections/Exceptions Report

* copy of September 30 Differences Between ACP-305 and State L edgers Report

Note: In all cases, the alocation as recorded in the County Office Sequential Ledger
Entry Report as of September 30 must be used for the FY -end reconciliation.

other data reflecting the earnings and corrections made to the current FY Sequentia
Ledger Entry Report.

Maintain copies of al data submitted to KCAO.
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Par. 789
789  After Completion of Reconciliation With KCAO

A Ledger Corrections

After the reconciliation is completed with KCAO, the State Office must ensure that all
unrecorded prior FY earnings found during or after completion of the FY -end reconciliation
are correctly recorded in the current FY ledger. Assist County Offices that require ledger
adjustments by requesting a password from CEPD to access the ledger adjustment process.

If manual adjustments must be made, ensure that County Offices print a copy of the
Sequential Ledger Entry Report and annotate the reason for the adjustment. The Sequentia
Ledger Entry Report and the explanation should be kept on file in the County Office.

790-800 (Reserved)
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801

10-27-03

Par. 801
Section 4 K CAO Reconciliation Responsibilities

Compiling State Reconciliations

A Recelving State Reconciliations

Ensure that reconciliations, including ACP-259B’ s and explanations of differences, are
received from every State Office. Notify CEPD, by January 15, of State Offices that have not
submitted reconciliations.

Compile and Review Data

Compile data from State Offices.

Ensure that the only differences between payments issued minus refunds and earnings at the
end of the current FY are previous year’s corrections that were made to the current FY
ledger.

Use September 30 Data

The State Office must use the September 30 ACP-305 Monthly Progress Reports to complete
the FY -end reconciliation. For those County Offices that did not transmit a September 30
ACP-305, a copy of the Sequential Ledger Entry Report as of September 30 must accompany
the annotated progress reports.

The only allowable changes to the September 30 ACP-305 Monthly Progress Reports are for
those County Offices that did not transmit a September 30 ACP-305.

Note: Inall cases, the alocation as recorded in the County Office Sequential Ledger Entry
Report as of September 30 must be used for the FY -end reconciliation.

Maintain Copies

Maintain a copy of all previous year’s adjustments to be made to the current FY Sequential
Ledger Entry Report.

When completing the current FY reconciliation, ensure that the corrections that were to be
made during the last FY’s reconciliation have been completed.
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Par. 802
802 Provide Earnings and Obligationsto CEPD

A Provideto CEPD

KCAO snall:

* review the State reconciliations and ensure that al prior year corrections from the last
FY’sreconciliation and this FY’s reconciliation have been completed

» compile and send alist of earnings and obligations by Statesto CEPD.

803-813 (Reserved)
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Par. 814
Section 5 CEPD Reconciliation Responsibilities

814  FSA-357 Earnings Before Completing FY -End Reconciliation
A Earningson FSA-357
Before completing FY -end reconciliation, CEPD will prepare FSA-357’ s reflecting the

earnings as recorded on the September 30 Monthly Progress Report and the technical
assistance payments from the Cumulative Reconciliation Report MLD016-R001.
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Par. 815
815 Reconciled Earnings on FSA-357

A After Completing Reconciliation

After CEPD receives the reconciled earnings and obligations from KCAO, revised FSA-357's
will be issued unless reconciled amounts are the same as reflected on the original FSA-357.

816-827 (Reserved)
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Par. 828
Part 12 FY Rollover

Section 1 Completing Current FY Activity
828 Last Workday of September
A CloseOut Current FY

Ensure that this paragraph is followed on the last workday of September to conclude all
current FY conservation activity for all conservation programs.

Note: Seé¢ Exhibit 20/for County Office monthly checklist.

Important:  Current FY activity must be completed by COB the last workday of
September.

B Between September 30 and FY Rollover
Between COB September 30 and the completion of FY rollover, County Offices:

* will not be able to access AD-245's, AD-862's, or post any transactions to the ledger until
FY rollover has been completed

« canonly print the ledger reports according to this paragraph.
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Par. 828

828 Last Workday of September (Continued)

C AD-245'sand AD-862's

Automated AD-245's and AD-862's must be current by COB the last workday of September.

All of the following must be entered into the system.

Current FY AD-245 requests.
AD-245 approvals.

Partial and final performance recorded (payments issued) for all practices with
performance certified.

Canceled AD-245's and AD-862's must be canceled in the system.

Verify that data are recorded on the Sequential Ledger Entry Report for approvals, partia
and final payments, and cancellations.

D Ledgers

Ledgers must be current for FY. This subparagraph does not apply to CRP. By COB the last
workday of September, ensure that the following are completed.

10-27-03

All “performance” and “corrections after performance” have been recorded on AD-245.
Ledgers must be in balance.
All of the following must be entered into the system:

o refunds
* ledger adjustments approved by the State Office.

Compare the Sequential Ledger Entry Report and the Sequential LTA
Contracts/Agreements Report according to paragraph 520}
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Par. 828

828 Last Workday of September (Continued)

D Ledgers(Continued)

829-838

10-27-03

* Print out ledger reportsto keep onfile, asrequired. These reports must contain all current
FY activity. The current FY ledger data will be deleted at rollover. Print the following
ledger reports according to Part 8, Section 9. Maintain these reports according to 25-AS.

* The entire Sequential Ledger Entry Report for all conservation programs and fund
codes applicable to the County Office.

o The Sequential LTA Contracts/Agreements Report for all LTA programs and fund
codes applicable to the County Office.

* Any other ledger reports that County Offices want to keep on file.
ACP-301

By COB the last workday of September, print the automated ACP-301 according to Part 7,
Section 1 to keep onfile.

o ACP-301 must contain all current FY activity for al technical agencies.
« Maintain thisreport according to 25-AS.

Conservation Status Screen

By COB the last workday of September, screen print the Conservation Status Screen
according to Part 4 to keep on file. Maintain this screen print according to 25-AS.

(Reserved)
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Par. 839
Section 2 Performing FY Rollover

839 Overview,
A In This Section
This section provides instructions to perform FY rollover.
Note: Seé Exhibit 20/for County Office monthly checklist.
Important:  FY rollover must be completed on the first workday of October. Asof

October 1 and after, conservation automation activities cannot be performed
until FY rollover has been completed for the prior FY.
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Par. 840
840  Completing September’s ACP-305 Before FY Rollover

A September ACP-305
The September ACP-305 will be automatically queued during SOD on the first workday of
October. The system will not allow FY rollover to be performed until the queuing is

complete.

Important:  Once the September ACP-305 has been automatically queued, do not delete
the ACP-305 queue file for any reason.
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Par. 841

841 Backup of T.EU.TBL File Before FY Rollover

A

10-27-03

Backup T.EU.TBL File

All CRES conservation files for the prior FY will be automatically backed up to tape cartridge
during the FY rollover process, except the T.EU.TBL file.

Onthefirst workday of October, save the T.EU.TBL file to tape before performing FY
rollover for any counties that are processed on the system.

Notes: Thereisonly one T.EU.TBL file for each system, regardless of the number of counties
processed on the system, using file group designations of A., B., C., etc.

During FY rollover, the system updates data to the T.EU.TBL file for each file group that is
processed on the system. Preparing a manual backup of the T.EU.TBL before any counties
on the system perform FY rollover isthe only way to ensure that thisfile is backed up as of
theold FY.

Important:  Maintain the backup of the T.EU.TBL file for at least 90 calendar days.
Initializing Tape Cartridges

Onthefirst workday of October, or earlier, initialize 1 tape cartridge for each county
processed on the system.

Example: A county system processes 3 counties, A., B., and C. files. Three tape cartridges
will need to be initialized.
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Par. 842
842  Performing FY Rollover

A County Office Action

Onthefirst workday of October, Service Centers shall follow the instructionsin this
paragraph to complete FY rollover for each county file group processed on the system.

Important:  Ensure that all activities ih paragraphs 840 and[841 have been completed
before performing FY rollover according to this paragraph.

B OnePerson PerformsFY Rollover

Important:  Ensurethat only 1 person is using the conservation system software when FY
rollover isinitiated.

If more than 1 person is accessing either the CRES or CCC conservation system software
when FY rollover isinitiated according to this paragraph, the following message will be
displayed on an Input-Output screen:

“The rollover procedure needs to be run before you can continue using the conservation
system.

However, the rollover process cannot be run because atermina is currently using the
conservation system.

If a(Y) isentered for the question below, then that terminal(s) must be signed off the
conservation system.

Do you want to try to run the procedure again? (Y/N)”

Have all other users exit the conservation software, whether it is CRES or CCC, then ENTER
“Y” and PRESS “Enter” to continue.
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Par. 842
842  Performing FY Rollover (Continued)

C Accessing Screen EEA10300

On the first workday of October, select 1 option from any of the following and PRESS
“Enter”:

County Eligibility Table Update Menu EEA205, options 1 through 6
* Conservation AD245/AD-862 Menu EEA100, options 1 through 10
» Conservation Ledger Menu EEA400, options 1 through 7
* Conservation SIP Disbursement Menu EUAOOO, options 1 and 2.
Screen EEA10300 will be displayed.

D Example of Screen EEA10300

The following is an example of Screen EEA10300.

Conservati on 054- BARBOUR Di spl ay EEA10300
CRES Fi scal Year Rollover Screen Version: A001 10- 01- 1999 15:18 Term E3

CRES Fi scal Year Rollover

REM NDER: Bef ore processing Fiscal Year Rollover, the follow ng should have
been conpl et ed:

1. Septenber Progress Reports queued for transm ssion.
2. One blank tape cartridge initialized for file backup.

Are you ready to roll over to the new Fiscal Year (Y or N)?
Ent er =Cont i nue Cnd7=End
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Par. 842

842  Performing FY Rollover (Continued)

E Perform Rollover

10-27-03

Perform FY rollover from Screen EEA10300 according to the following.

Step

Action

1

IF both itemson
Screen EEA 10300
have...

THEN in responseto the question, “ Areyou ready to
roll over tothenext Fiscal Year (Y or N)?"...

been completed

ENTER “Y” and PRESS “Enter”.

The system will perform a check to verify whether the
September progress reports actually have been queued or
not. If the results of the check indicate that they have:

* been queued:

«  Screen EZZ50000 will be displayed
» gotostep?2

* not been queued:

» Screen EEA00310 will be displayed with a message
indicating that FY rollover cannot be processed until
September progress reports have been queued

 PRESS*“Enter”, “Cmd7”, or “F7”

* the menu from which the rollover process was
initiated will be redisplayed

o verify that SOD was completed and if necessary,
gueue September progress reports according to
Part 10, Section 1, then begin the rollover process
again according to this paragraph.

not been completed

PRESS “Cmd7”, “F7”, or ENTER “N” and PRESS
“Enter”.

The menu from which the rollover process was initiated will
be redisplayed.

Complete the unfinished items, then begin the rollover
process again according to this paragraph.
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Par. 842
842  Performing FY Rollover (Continued)

E Perform Rollover (Continued)

Step Action

2 Enter the printer ID and the number of copies of each report to be printed during
FY rollover, and PRESS “Enter”.

Input-Output screen will be displayed with:
* instructionsto insert aninitialized tape cartridge

* thelist of filesthat will be saved to tape cartridge
* thequestion, “Has an initialized tape cartridge been inserted? (Y/N)”.

3 Enter an initialized tape cartridge, ENTER “Y”, and PRESS “Enter”.

Note: “N” can be entered if the process needs to be exited for any reason.
However, thisisthe last opportunity to exit the FY rollover process. If
the process is exited, begin the FY rollover process again with this

paragraph.
The system will perform the following processes:

» Filesbackup. The following files will be saved to the tape cartridge. A
message will be displayed on the Input-Output screen identifying each file asiit

is saved:

o 2.EC.259, ledger data « ?.EH.305, 305 month-end data
* ?2.EH.CSS, monthly C/S data  ?2EM.ERR, 305 error data

¢ ?EH.LOS, USLE data » ?.EM.305, 305 data

« ?EH.RUL, RUSLE data o ?2EU.HST, SIP history data

o 7?2EH.245, AD-245 data « ?2EU.SIP, SIP data.

Note: A catalog of the tape cartridge will be printed.

e Print prior FY reports. The following reports for the prior FY will be
printed. A message will be displayed on Screen EEA00305 indicating that
prior FY reports are being printed.

* Sequential Ledger Report EEA425-R007 for all programs and applicable
fund codes for the entire FY .
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Par. 842

842  Performing FY Rollover (Continued)

E Perform Rollover (Continued)

10-27-03

Step Action
3 o Sequential LTA Contracts/Agreements Report EEA425-R008 for all
(Cntd) LTA programs and applicable fund codes.

¢ ACP-301 Record of AD-862's Report EEA360-R001 for all technical
agencies.

* Perform FY rollover. The system will complete the following during FY
rollover. A message will be displayed on Screen EEA10305 indicating that
FY rollover is being performed.

» Perform calculations to roll over the prior FY ledger balances to the new
FY carry forward ledger balances.

» Delete ledger, ACP-305, and ACP-305 error datafor the prior FY.

Note: ACP-305 error data consists of all exceptions and/or rejections, if
any, that have printed on ACP-305 Exceptions/Rejections Report
EEA530-R002, at any time during the year.

* Reset the prefix in the control number to the new FY .

Screen EEA10305 will be redisplayed with the following messages:

* “Remove tape cartridge and labdl it asfollows. CCYY CRES Conservation
FY Files Backup for <County name>"

Note: The following will be displayed in the message:

o prior FY instead of CCYY
¢ actua county name.

* “Fiscal year-end rollover processis complete’.
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Par. 842

842  Performing FY Rollover (Continued)

E Perform Rollover (Continued)

10-27-03

Step

Action

4

Remove the tape cartridge and label it asindicated in step 3.
After the tape is properly labeled, PRESS “Enter”.
The system will perform the following functions.

e Print new FY reports. The following reports for the new FY will be printed.
A message will be displayed on Screen EEA00305 indicating that the new FY
reports are being printed.

* Sequential Ledger Report EEA425-R007 for all programs and applicable
fund codes.

o Sequential LTA Contracts/Agreements Report EEA425-R008 for all
programs and applicable fund codes.

* Print allocation reduction report. Two copies of ACP and Interim EQIP
Allocation Reduction Report EEA460-R001 will be printed.

The first screen of the selected menu option will be displayed. PRESS “Cmd7” or
“F7” to exit the option, or continue processing.
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Par. 843
843 ACP and Interim EQIP Allocation Reduction Report EEA460-R001

A About the Report
Report EEA460-R001:
e isprinted:

* only during the FY rollover process, and cannot be printed afterward
» withthe date FY rollover is performed as the “Prepared” and “As of” dates

e ligts

« all ACP and Interim EQIP program codes, fund codes, and descriptions that have
ledger activity at the time FY rollover is performed

+ theallocation reduction amount for each fund code listed, which is the September 30
balance available in column 7 on Report EEA425-R007

» will be used by the State Office to reduce each county’s September 30 alocation or
allocations on the State ledger by the allocation reduction amount.

Important:  Thisreport is applicable for ACP and Interim EQIP only. It is not applicable
for ECP or SIP.
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Par. 843
843 ACP and Interim EQIP Allocation Reduction Report EEA460-R001 (Continued)

B Example of Report

The following is an example of Report EEA460-R001.

ANY STATE U S. Departnment of Agriculture Prepared: 10-01-2001
ANY COUNTY Farm Servi ce Agency As of: 10-01-2001
Report 1D EEA460- RO01 ACP and InterimEQ P Allocation Reduction Report Page: 1
ALLOCATI ON
REDUCTI ON
PROGRAM FUND CODE AMOUNT
ACP- ANA 00 0
ACP- ANA 08 0
ACP- LTA 14 14, 500
ACP- EAN 70 0
ACP- ELT 60 25, 000
Foot not e: The all ocation reduction anount is the Septenber 30 bal ance avail abl e
for each program and fund code |isted.

844-853 (Reserved)
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Par. 854
Section 3 Reviewing L edgers After FY Rollover

854 FY Rollover
A FY Rollover Completion

FY rollover must be completed on the first workday of October according to Section 2.

Verify that rollover has been completed according to_paragraph 855|

Note: Seé¢ Exhibit 20Ifor County Office monthly checklist.
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Par. 855

855  Verifying Ledgers After FY Rollover Has Been Completed

A Carry Forward

The system will automatically rollover the ledger balances from the previous FY .

Sequential Ledger Entry Report. “Carry forward” amounts will be calculated by the system
from the September 30 Sequential Ledger Entry Report balances as follows.

Column 3 minus column 6 minus column 7 for al ACP and interim EQIP ledgers. The
result isthe “carry forward” amount in column 3.

Column 3 minus column 6 for al other programs. The result is the “carry forward”
amount in column 3.

Column 4 minus column 5. The result is the “carry forward” amount in column 4.
Column 5 isreduced to zero. The “carry forward” amount in column 5 is zero.
Column 6 isreduced to zero. The “carry forward” amount in column 6 is zero.

Column 7 isreduced to zero for all ACP and interim EQIP ledgers. The “carry forward”
amount is zero.

Column 7 is not affected for al other programs. The “carry forward” amount in column 7
is the September 30 column 7 amount.

Sequential LTA ContractsAgreements Report. The current balance for October 1 for
each contract on the Sequential LTA Contracts/Agreements Report will be calculated by the
system as follows.

10-27-03

Columns 4 and 7 will be the September 30 contract balance in column 7. This represents
the unearned amount for each contract.

Columns 5 and 6 will be reduced to zero.
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Par. 855

855 Verifying Ledgers After FY Rollover Has Been Completed (Continued)

B Verify Ledgers

Print the following ledgers according to Part 8, Section 9 and verify the data as follows.

* Sequential Ledger Entry Report for all conservation programs and fund codes
applicable to the county. Verify the carry forward amounts according to subparagraph A.

* Sequential LTA ContractsAgreements Report for al long-term conservation programs
and fund codes applicable to the county. Verify the carry forward amounts according to
subparagraph A.

Compare the amounts in column 4 on the Sequential Ledger Entry Report for long-term
programs and fund codes to the amounts in column 4 on the Sequential LTA
Contracts/Agreements Report.

¢ The amountsin column 4 on both reports must be the same. These amounts represent the
unearned amounts for the contract or agreement.

* |f the amountsin column 4 on both reports are not the same, complete the following steps.

Step

Action

1

Ensure that the amounts in column 4 on both reports agree with the total from
outstanding long-term program AD-245's, column F, plus the following year's
obligations for contracts.

If any adjustments are needed to the carry forward amounts on either report,
contact the State Office for authorization. See Part 8, Section 6 for ledger and
contract adjustments.

C Veify Report EEA460-R001

Verify that the allocation reduction amount for each program and fund code on
Report EEA460-R001 matches the September 30 balance available in column 7 on
Report EEA425-R007 for the applicable program and fund code.

10-27-03
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Par. 856
856  Other Activities After FY Rollover

A Retain Prior FY Reports

Retain all prior FY reports printed automatically during FY rollover, according to 25-AS.
B Retain File Backups

Retain the following backups for at least 90 calendar days:

* tape containing the T.EU.TBL file
 tape cartridge of each county’s files generated according td paragraph 842|

C Report EEA460-R001

Maintain 1 copy of Report EEA460-R001 on file in the County Office, according to 25-AS.
FAX the other copy to the State Office no later than the 4th workday of the month.

If Report EEA460-R001 fails to print during FY rollover, FAX a copy of the last page of
Report EEA425-R007 for each ACP and Interim EQIP program and fund code for the prior
FY to the State Office instead.

857  New FY Activity

A Proceed With New FY Activity

After all the instructions in paragraph 855 are followed, proceed with new FY activity.

* The control number will automatically be set to “XXXX 0000” (“XXXX" represents the
new FY).

* The control number cannot, for any reason, be set back to a previous FY .

858-866 (Reserved)
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Par. 867
Part 13 Transmitting AD-245 and AD-862 Data

867  Overview,
A County Transmissons
AD-245 and AD-862 data will be automatically transmitted weekly.
B Practices Performed
Data transmitted will include all records with final performance data recorded.

Important:  Transmitted data will be used for statistics. It isimportant that data are
correct.
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Par. 868
868 Cutoff Datesfor Current FY Statistical Data

A County Office Cutoff Date

Current FY data with a performance date within the current FY must be transmitted by
November 7 of the subsequent FY to be included in the current FY statistics.

* On November 7, review the ACP-301 report to verify that al datawith a prior FY
performance date have been transmitted. If not, contact the State Office for assistance.

B State Office Cutoff Date

State Offices must transmit data, with a current FY performance date, by November 15 of the
subsequent FY to be included for statistics.

Note: If November 15 falls on a weekend, the cutoff date would be the closest preceding
workday.

869 (Reserved)
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Par. 870
Section 1 County Processing

870 AD-245 and AD-862 Statistical Data
A Statistical Data
Statistics for performance data will be collected after completing each conservation practice.

AD-245 and AD-862 are used to collect actual datafor each practice. Data are transmitted
automatically to the State Office and KCAO.
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Par. 871
871 Completed AD-245's Transmitted to State Report

A Report EEA900-R001
Completed AD-245's Transmitted to State Report EEA900-R001 will print when AD-245

and AD-862 statistical data are transmitted according to| paragraph 870/) This report will
indicate:

» the control numbers that have been transmitted
* manual ledger adjustment records that have been transmitted.

B Example of Report EEA900-R001

The following is an example of Report EEA900-R0O01.

Ut ah U. S. Departnment of Agriculture Prepared: 06/12/92
U nt ah Farm Servi ce Agency As of: 06/12/92
Report 1D EEA900- ROO1 Conpl eted AD-245's Transnitted to State Page: 1

CONTROL NO.  POOL- AGREE ~ CONTRACT NO. FARM NO. PROGRAM PRACTI CE PURPOSE

92 0042 200 SIP SI P1 G

92 0046 1 ACP- ANA SL1 C

92 0049 90 0015 434 ACP- LTA SL6 C

3 AD 245/ AD- 862 Record(s) And 0 Manual Adjustnent Ledger Record(s) Queued For Transmi ssion.

872-882 (Reserved)
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Par. 883
Section 2 State Processing

883 Oveview

A In This Section

This section provides instructions to queue AD-245 and AD-862 statistical data for
transmission to KCAO.

Important: Datamust be transmitted to KCAO once a month on the fifteenth of each
month, or the Monday after the 15th if the 15th falls on a weekend.
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Par. 884
884  Recording Conservation Statistics

A FY Statistical Reports
KCAO will compile and record the performance data throughout FY .

o Fromthisdata, KCAO shall provide STC's FY Statistical Reports (CEP-11R and
CEP-15R). CEP-11R and CEP-15R will include:

* an aphabetical summary by counties
* asummary of each practice
¢ aState summary.

¢ The summaries will be made on an FY bass.

Note: Reportsto Soil Conservation District’s governing body, members of Congress, and so
forth may be made, if requested, using FY Statistical Reports that KCAO provides.

885 (Reserved)
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Par. 886
886  Merging AD-245 and AD-862 Data Transmitted From County Office

A SOD Process

During SOD processing of County Office transmission files, file SScccEH2 will be merged
into file S.EH.245.

B Example of Report EEF110-R001

The following is an example of AD-245 Transmission Report Report EEF110-R001. This
report:

»  will print when County Office data are merged into file S.EH.245 according to
subparagraph A

* indicates the County Offices for which data were merged into file S.EH.245.

Note: After data are verified, the report can be disposed of.

UTAH U. S. Departnment of Agriculture Prepared: 06/ 15/92
Farm Servi ce Agency Page: 1

Report 1D EEF110- ROO1 AD- 245 Transmi ssi on Report

ST-CTY TRANS DATE MESSAGE

49 001 06/ 11/ 92 Good Transni ssi on

49 047 06/ 12/ 92 Good Transni ssi on
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Par. 887
887  Queuing County AD-245 and AD-862 Statistical Data for Transmission

A When to Transmit

State Offices shall queue County Office AD-245 and AD-862 statistical data for transmission
to KCAO on the:

» 15th of the month, or the Monday after the 15th if the 15th falls on a weekend
* last workday of the month.

B Queuing Data
Complete the following to queue County Office statistical data for transmission to KCAO.

Important:  To queue statistical data, all terminals must be signed off of the conservation
system.

Step Action Result
1 On Menu FMF900: Screen FMFO01 will be displayed.

« ENTER"Y"
o PRESS"Enter”.

2 On Screen FMF901: Menu FMF905 will be displayed.

« ENTER"Y
 PRESS"Enter”.
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887

B Queuing Data (Continued)

Par. 887

Queuing County AD-245 and AD-862 Statistical Data for Transmission (Continued)

Step

Action

Result

3

ENTER “1”, “Completed County AD-862'SAD-245's
(EH1)”, and PRESS “Enter”.

IF... THEN...

no County
Office datais
found to be
gueued

the message, “No AD-245/AD-862
file present. Transmission request
ignored”, will be displayed (Screen
EEF90000 will not be displayed).

County Office .
datawas
previously
queued but not
transmitted

the message, “Prior transmission
cycle has not been completed,
cannot queue additional AD-245
data until it is transmitted”, will
be displayed (Screen EEF90000
will not be displayed)

* transmit the data previously
queued.

County Office
data needs to be
queued

continue with the stepsin this table.

Screen EEF90000 will
be displayed.

On Screen EEF90000, the message, “Placing of State
AD-245/AD-862 Completed Data On Queue In
Progress - Please Wait”, will be displayed.

*  When data has been queued, the message,
“AD-245/AD-862 data placed on queue’, will be
displayed at the bottom of the screen.

« PRESS"Enter”.

File S.EH.245 will be
reorganized.

After the
reorganization,

Menu FMF905 will be
displayed.

10-27-03
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Par. 888

888  Automatic Quarterly Transmissionsfor NRCS

A

10-27-03

Transmission Process

Beginning in October 1995, the entire AD-245/AD-862 file will be transmitted from each
County Office directly to KCAO every January, April, July, and October. The
AD-245/AD-862 file will be transmitted to KCAO as the SSCCCEH4 file using the bundle
control system.

Important:  No County Office action is necessary to transmit the EH4 file.
Transmission Purpose

When County Offices transmit AD-245/AD-862 datato State Offices each week and State
Offices transmit the data to KCAO twice per month according to this handbook, the only data
that is transmitted are those AD-245's and AD-862' s which have been canceled or had final
performance recorded in the system.

NRCS has been using this data for several years. One of NRCS' usesisto track technical
assistance provided to this Agency by NRCS. However, only a partial tracking is possible at
any time, because technical assistance may have been provided for AD-862's that have not
been canceled or had final performance recorded at the time of transmission.

The purpose of the EH4 file transmission is to provide NRCS the entire AD-245/AD-862 file

on a quarterly basis, from which NRCS can more accurately track their technical assistance to
this Agency.
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Reports, Forms, Abbreviations, and Redelegations of Authority

Reports

Thistable lists all required reports of this handbook.

Exhibit 1

Reports
Contral Reporting Submission Negative
Number Title Period Date Reports Reference
CEP-11R Fiscal Y ear Annually Counties, Not 884
(AD-862) Statistical Report November 7; | Required
(for SIP) States,
November 30
CEP-15R Fiscal Year Annually Counties, Not 884
(AD-862) Statistical Report November 7; | Required
(for ACP and ECP) States,
November 30
CEP-16R ACP-305 Monthly Monthly Counties, Required 727
(ACP-305) Progress Report 1st workday;
(for ACP) States,
5th workday
CEP-18R ACP-305 Monthly Monthly Counties, Required 727
(ACP-305) Progress Report 1st workday;
(for ECP) States,
5th workday
CEP-46R ACP-305 Monthly Monthly Counties, Required 726, 727,
(ACP-305) Progress Report 1st workday; 734
(for SIP) States,
5th workday
CEP-50R Monthly Cost-Share | Monthly Counties, Required Part 10
Requests Status 1st workday;
Report States,
5th workday
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Reports, Forms, Abbreviations, and Redelegations of Authority (Continued)

Forms

Thistable lists all forms referenced in this handbook.

Exhibit 1

Display
Number Title Reference Reference

ACP-153A Pooling Agreement \Worksheet 194

ACP-246 Payment Summary Sheet (ACP) 194

ACP-259A County Office Automated Ledger 765 784, Ex. 20| 30
Reconciliation Checklist

ACP-259B State Office Summarization Sheet 787 786, 788, 801,

ACP-301 ACP-301, Record of AD-862's (For 83, 125, 243, 331,
Automated Processing) 427, 439, 828, 868,

Ex. 20
ACP-305 Monthly Progress Report Text[Ex. 20, 30
AD-245 Request for Cost-Shares 22, 195, Text[Ex. 4, 5, 20,
15 |30

AD-245 51, 52, 164, 165,

Continuation 180, 182[Ex. 4, 5

AD-862 Conservation Reporting and Evaluation Text and Exhibits
System
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Exhibit 1
Reports, Forms, Abbreviations, and Redelegations of Authority (Continued)

Forms (Continued)

Display
Number Title Reference Reference
CCC-184 CCC Check Text and Exhibits
CCC-257 Schedule of Deposit 464, 752,[Ex. 2
CCC-1200 Conservation Program Contract 704
CCC-1245 Practice Approval and Payment Application 704
FSA-357 State Program Allocation Text
FSA-604 Debt Register 194,Ex. 15
AbbreviationsNot Listed in 1-CM
The following abbreviations are not listed in 1-CM.
Approved
Abbreviation Term Reference
ANA annual agreement Text[Ex. 4, 10, 20
CIS cost share Text, Exhibits
CPO Conservation Plan of Operations 82, 83, 520,[Ex. 5] 10
DM Departmental Manual 1, 18, 105, 138, 141,
197, 201
ECPD ECP drought 105, 597, 598, 631,
633, 707, 727, 729
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Reports, Forms, Abbreviations, and Redelegations of Authority (Continued)

AbbreviationsNot Listed in 1-CM (Continued)

Exhibit 1

Approved
Abbreviation Term Reference
ECPF ECP flood 105, 597, 598, 631,
633, 707, 727, 729,
751, 752
ECPH ECP hurricane 105, 598, 631, 633,
707, 727, 729
ECPO ECP other 105, 598, 631, 633,
707, 727, 729
ECPT ECP tornado 105, 598, 631, 633,
707, 727, 729
LFS Landowner Forest Stewardship Plan 107
LTA long-term agreement Text/Ex. 5, 10, 20
P-A pooling agreement Text,[Ex. 10
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Exhibit 1
Reports, Forms, Abbreviations, and Redelegations of Authority (Continued)

AbbreviationsNot Listed in 1-CM (Continued)

Approved
Abbreviation Term Reference
SF Service Forester 162, 163, 216, 243,
290, 331, 704, 709,
731
SFA State Forestry Agency 18, 21, 23, 107
SOD start of day 704, 707, 840, 842,
886
T/IA technical assistance Part 9, 785, 786
VC/SL variable C/S level 17, 23, 124, 157,
294, 332, 355
Redelegations of Authority
Thistable lists redelegations of authority in this handbook.
Redelegation Reference
Willing to approve determination 123
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Exhibit 2

Definitions of Terms Used in This Handbook

Applicant

An applicant is an eligible person who requests cost-sharing to perform an eligible conservation
measure.

Participant

A participant is a person who contributes toward the cost of performing an approved practice or a
conservation measure including the practice.

Person

A person is an individual, partnership, corporation, or other entity that can be identified as eligible
for C/S program.

Producer

A producer is an owner, landlord, tenant, or sharecropper who has a vested interest in the
operation of afarm or ranch.

Refund

A refund is a producer payment or setoff for a debt that has been recorded as a refund on
CCC-257.

Note: An original CCC-184 returned by the producer is not a refund.
Soil Conservation District
Soil Conservation District isadistrict organized under State law or a comparable district; such as

asoil and water conservation district, a natural resource district, or other entity essentialy serving
the same function.

Technician

A technician is an employee of this agency or another agency who has the responsibility for the
technical phases of performing a practice on AD-862.
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M enu and Screen Index

The following menus and screens are displayed in this handbook.

Exhibit 3

Menu or
Screen Title Reference
EEA000 Conservation Main Menu 5
EEA100 Conservation AD-245/AD-862 Menu 16, 100
EEA10100 County Session Date Error Screen 7
EEA10300 CRES Fiscal Year Rollover Screen 842
EEA11000 AD-245 Initial Data Screen 105
EEA11005 AD-245 Initial Data Screen 105
EEA11010 AD-245 Initial Data Screen 105
EEA11500 Multi-Participants Screen 106, 202, 268
EEA11515 AD-245 Initial Data Screen 268
EEA12000 AD-245 Practice/Component Screen 107
EEA13000 AD-862 Erosion Control Screen 139
EEA13005 AD-862 Water Conservation Screen 140
EEA13010 AD-862 Wood Production and Other Screen 141
EEA13500 AD-245 Site Charac/Tech Practice Screen 138, 197, 268
EEA14000 AD-245 Ledger Data Screen 162
EEA14000 AD-245 Earnings Entry/Adjustment Screen 179, 198, 268
EEA14001 AD-245 Earnings Entry/Adjustment Screen 180, 199, 268
EEA14010 AD-245 Ledger Data Screen 181, 200, 268
EEA14500 AD-245 Final Performance Data Screen 201, 268
EEA16000 AD-245 Application Status Screen 108
EEA16005 AD-245 Application Status Screen 142
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Menu and Screen Index (Continued)

Exhibit 3

Menu or
Screen Title Reference

EEA16010 AD-245 Application Status Screen 163

EEA17000 AD-245 Process Status Screen 109, 143, 164, 181,
204, 281

EEA17610 AD-245 Transaction Payment/Receivable Screen 203, 268

EEA20005 Conservation Status Screen 82

EEA205 County Eligibility Table Update Menu 16

EEA21000 Update Program Eligibility Screen 17

EEA21010 Update Practice Eligibility Screen 18

EEA21015 Update Practice Eligibility Screen 18

EEA21020 Update Fund Code Eligibility Screen 19

EEA21030 Update Component Screen 20,21

EEA21035 Update Component Screen 20

EEA21050 Update Component Screen 21

EEA21065 AD-245 Control Number Selection Screen 23

EEA28000 Letters Update/Print Screen 288

EEA300 Conservation Primary Purpose Table Reports Menu | 351

EEA350 Conservation AD-245/AD-862 Reports/Forms Menu | 327

EEA400 Conservation Ledger Menu 398

EEA40501 County Allocation Control Ledger Screen 479, 480

EEA41000 Ledger Allocations/Authorizations Screen 400

EEA41505 Ledger Refund Screen 464

EEA42000 Ledger Reports Screen 521
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Menu and Screen Index (Continued)

Exhibit 3

Menu or
Screen Title Reference

EEA90200 ACP-305 Selection Screen 704
EEFO000 Conservation State Main Menu 6

EEF200 Conservation State AD-245/AD-862 Reports Menu | 374
EEF400 Conservation State Ledger Menu 563
EEF40200 Fiscal Y ear-End Rollover Screen 681
EEF40205 Fiscal Y ear-End Rollover Screen 681
EEF40210 Fiscal Y ear-End Rollover Screen 681
EEF40215 Fiscal Y ear-End Rollover Screen 681
EEF40300 Fiscal Y ear-End Rollover Screen 681
EEF40300 Month-End Processing Screen 659
EEF40305 Ledger Rollover Screen 681
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Menu and Screen Index (Continued)

Exhibit 3

Menu or
Screen Title Reference
EEF41000 Ledger Program Summary Screen 565
EEF41005 Ledger Allocations/Reserves Entry Screen 565
EEF41010 Enter County Allocations Screen 565
EEF42000 Update Payments Screen 583
EEF42005 Update Payments Screen 583
EEF42010 Update Payments Screen 583
EEF43000 Ledger Reports Selection Screen 597
EEF43005 Ledger Reports Selection Screen 597
EEF440 Update Prior FY Data Menu 616
EEF44500 Prior FY Manual Adjustment Screen 617
EEF44502 Prior FY Manual Adjustment Screen 617
EEF44505 Prior FY Manual Adjustment Screen 617
EEF44510 Select Prior FY Account Screen 618, 619
EEF44515 Prior FY Manual Adjustment Screen 618, 619
EEF44520 Prior FY Manual Adjustment Screen 618, 619
EEFA450 Establish Reserve Accounts Menu 632
EEF45500 Update Accounts Screen 633
EEF45505 Update Accounts Screen 633
EEF46000 State L edgers Default Vaues Screen 646
EEF500 Conservation Progress Reports Menu 723
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Exhibit 4
(Par. 100)
AD-245 and AD-862 Process Step Chart for ANA’s

The following step chart indicates the process of ANA AD-245 and AD-862. Do not use this step
chart for SIP AD-245's. See 1-SIP to process AD-245's for SIP.

Note: Steps 1 and 2 can be completed at the same time if COC makes a willing to approve
determination when the producer makes the request.

Initial Process

Step Action

1 Producer requests application for C/S.

* Requested data are entered into the system.
o AD-245, page 1 is printed.
» Producer signs AD-245, page 1. This becomes the original AD-245, page 1.

COC Willing to Approve Process

Step Action

2 COC makes willing to approve determination on original AD-245, page 1.

Willing to approve determination is entered into the system.
AD-862 is printed. This becomes the original AD-862.
AD-862 is referred to applicable technical service provider.
Referral letter is sent to producer.

Needs Deter mination Process

Step Action

3 Applicable technical service provider completes needs determination data on original
AD-862 and returns AD-862 to this agency.

This agency enters needs determination data into the system.

For program ACP-ANA, the COC Report on Applications Pending Approval is printed.
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Exhibit 4
(Par. 100)

AD-245 and AD-862 Process Step Chart for ANA’s (Continued)

Approval and Disapproval Process

Step

Action

COC reviews the COC Report on Applications Pending Approval and prioritizes AD-245's,
page 1 and AD-862's.

If funds are available, high priority practices are approved.

COC manually completes original AD-245, page 1, items D, E, and F, and signs
AD-245, page 1.

Approval data are entered into the system.

AD-245, page 2 and Continuation for AD-245, pages 1 and 2 are printed. This becomes
the original AD-245, page 2.

Original AD-245, page 2 and Continuation for AD-245, pages 1 and 2 are sent to the
producer.

Approval letter is printed and sent to the producer with AD-245, page 2 and
Continuation for AD-245.

Original AD-862 is returned to the applicable technical service provider.

If funds are not available or practice is not high priority, the practice is disapproved.

COC manually documents the disapproval on the original AD-245, page 1.
Disapproval data are entered into the system.
Disapproval letter is printed and sent to the producer.

10-27-03
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Exhibit 4
(Par. 100)
AD-245 and AD-862 Process Step Chart for ANA’s (Continued)

Partial and Final Performance

Step Action

7 If producer requests partial payment when the practice is partially completed, the following
is done.

* Producer completes certification on original AD-245, page 2 and returns AD-245, page
2 to this agency with applicable bills and statements.

¢ COC manually completes the original AD-245, page 2, items G and H for the
components that have been completed and approves an amount of C/S for payment.

» Partial performance data are entered into the system.

» Accounting records are automatically transferred to the Accounting application and
payments are issued or receivables established, as applicable.

* A second AD-245, page 2 and Continuation for AD-245, pages 1 and 2 are printed.
This second AD-245, page 2 will indicate what has been paid and what is remaining to
be paid.

* The second AD-245, page 2 and Continuation for AD-245, pages 1 and 2 are sent to the
producer.

* A producer is notified if payment isby ACH or CCC-184 is sent to producer if issued, as
applicable.
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Exhibit 4
(Par. 100)
AD-245 and AD-862 Process Step Chart for ANA’s (Continued)

Partial and Final Performance (Continued)

Step Action

8 If producer requests final payment, the following is done.

* Producer completes certification on original or second AD-245, page 2 and returns
AD-245, page 2 to this agency with applicable bills and statements.

» Applicable technical service provider completes performance certification on AD-862
and returns AD-862 to this agency.

¢ COC manually completes the original or second AD-245, page 2, items G and H, and
approves an amount of C/S for payment.

* Final performance data are entered into the system.

* Accounting records are automatically passed to the Accounting application where
payments are issued or receivables are established, as applicable.

* A producer is notified if payment is by ACH or CCC-184 is sent to producer if issued, as

applicable.
Transmission of AD-245 and AD-862 Data
Step Action
9 AD-245 and AD-862 data are transmitted to State Offices and KCAO automatically, each
week.
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Exhibit 5
(Par. 100)
AD-245 and AD-862 Process Step Chart for LTA’s, Including CRP Contracts

The following step chart indicates the process of AD-245's and AD-862's for al long-term agreement
and contract programs, including CRP.

Note: Step 1isonly applicable for programs that use ledgers and shall only be completed once,
unless an increase or decrease needs to be made to the contract approval amount. AD-245's
and AD-862's snall be processed through the entire cycle, from creation through final
performance, for each practice listed on CPO to be performed in the current FY, including
CRP practices CP10 and CP11, and all other non-C/S CP practices.

LTA Contract Approval

Step Action

1 When the LTA contract is approved by COC, record the LTA contract approval amount on
the ledger, according to Part 8, Section 3.

Initial Process

Step Action

2 Initial datais entered into the system from CPO.

AD-862 is printed and referred to the applicable technical service provider. This becomes
the origina AD-862.

AD-245, page 1 may be printed and maintained on file. If printed, this does not need the
producer’s signature. This becomes the original AD-245, page 1. AD-245, page 1 can be
disposed of when AD-245, page 2 is printed according to step 4.

Needs Deter mination Process

Step Action

3 Applicable technical service provider completes needs determination data on original
AD-862 and returns AD-862 to this agency.

This agency enters needs determination data into the system.
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Exhibit 5
(Par. 100)
AD-245 and AD-862 Process Step Chart for LTA’s, Including CRP Contracts (Continued)

Approval Process

Step Action

4 Approval datais entered into the system from AD-245, page 1 or CPO.

AD-245, page 2 and Continuation for AD-245, pages 1 and 2 are printed. This becomesthe
original AD-245, page 2.

Original AD-245, page 2 and Continuation for AD-245, pages 1 and 2 are sent to the
producer.

Approval letter is printed and sent to the producer with AD-245, page 2.

Original AD-862 is returned to the applicable technical service provider.

Partial and Final Performance

Step Action

5 If producer requests partial payment when the practice is partially completed, the following
is done.

* Producer completes certification on original AD-245, page 2 and returns AD-245,
page 2 to this agency with applicable bills and statements.

¢ COC manually completes the original AD-245, page 2, items G and H for the
components that have been completed and approves an amount of C/S for payment.

» Partial performance data are entered into the system.

* Accounting records are automatically passed to the Accounting application where
payments are issued or receivables established, as applicable.

* A second AD-245, page 2 and Continuation for AD-245, pages 1 and 2 are printed.
This second AD-245, page 2 will indicate what has been paid and what is remaining to
be paid.

* The second AD-245, page 2 and Continuation for AD-245, pages 1 and 2 are sent to the
producer.

* Asapplicable, producer is notified if payment isby ACH or payment is sent to the
producer, assignee, or bank, as applicable, if CCC-184 is issued.
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Exhibit 5
(Par. 100)

AD-245 and AD-862 Process Step Chart for LTA’s, Including CRP Contracts (Continued)

Partial and Final Performance (Continued)

Step

Action

If producer requests final payment, the following is done.

* Producer completes certification on original or second AD-245, page 2 and returns
AD-245, page 2 to this agency with applicable bills and statements.

* Applicable technical service provider completes performance certification on AD-862
and returns AD-862 to this agency.

o COC manually completes the original or second AD-245, page 2, items G and H, and
approves an amount of C/S for payment.

* Final performance data are entered into the system.

* Accounting records are automatically passed to the Accounting application where
payments are issued or receivables are established, as applicable.

* Asapplicable, producer is notified if payment isby ACH or payment is sent to the
producer, assignee, or bank, as applicable, if CCC-184 is issued.

Transmission of AD-245 and AD-862 Data

Step

Action

AD-245 and AD-862 data are transmitted to State Offices and KCAO automatically each
week.

10-27-03
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Exhibit 10
(Par. 123, 156)
Example of AD-245, Page 1
A Description

The following is a description of data on AD-245, page 1.

Note: See subparagraph B for an example of AD-245, page 1.

Item Description

ST.& CO. & C/D The State, county, and check digit code are selected and printed
by the system based on the County Office selected.

Control No. The control number is assigned and printed by the system when
AD-245 is created. The control number contains FY asthe first
2 digits and a sequential number as the next 4 digits.

Farm No., Tract No., The farm number must be on the farm maintenance file and the
Name and Address, and tract must be associated with the farm. Name, address, and
Telephone No. telephone number are obtained and printed by the system from

the name and addressfile.

Note: |If AD-245 isfor P-A, the P-A number will bein the
“Farm No.” field and the “Tract No.” field will be blank.

Farmland and Cropland The farmland and cropland acres are obtained and printed by the
system from the farm maintenance file.

Program Code Program must be eligible on the County Eligibility Table. See
Part 2. The program code is printed based on the code entered
for AD-245.

Fund Code Fund code must be eligible on the County Eligibility Table. See

Part 2. The fund code is printed based on the code entered for
AD-245. Fund code is only applicable for ACP.
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Exhibit 10
(Par. 123, 156)
Example of AD-245, Page 1 (Continued)

A Description (Continued)

Item Description

Contract/LTA & ItemNo. | If the program codeis ACP-LTA, ACP-ELT, or CRP, a
contract or agreement number must be entered. The number is
printed based on the contract or agreement number entered for
AD-245. Contract approval must have been recorded according
to Part 8, Section 3, except for CRP. An item number is not
printed by the system. County Offices can manually enter the

item number from CPO.

Primary Purpose Primary purpose for the practice is printed based on the code
entered for AD-245.

Other Farms “Y” is checked if producer has other farms in this county or
other counties. If thisisthe producers only farm, “N” is
checked.

Description of Practice The descriptive narrative of the practice objective is printed

Objective based on the entry made for AD-245. Description can be no
more than 100 characters.

Practice Location The descriptive narrative of the practice location is printed based
on the entry made for AD-245. Description can be no more than
50 characters.

Column A This agency’ s practice code is printed on the first line and up to

6 component codes are printed on the second through seventh
lines. Thisagency’s practice and component codes must be
eligible on the County Eligibility Table. See Part 2. If the
technician adds a component at needs determination on AD-862,
manually add the component to the original AD-245, page 1,
and enter in the system according to Part 5, Section 2.
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Exhibit 10
(Par. 123, 156)
Example of AD-245, Page 1 (Continued)

A Description (Continued)

Item Description

Column B | Thisagency’s practice title is printed on the first line and up to 6 component
titles are printed on the second through seventh lines. Titles must match codes
entered in column A as applicable on the County Eligibility Table. If the
technician adds a component at needs determination on AD-862, manually add
the component to the origina AD-245, page 1, and enter in the system according
to Part 5, Section 2.

Column C | The extent requested is an estimate provided by the producer and printed by
practice and component based on extent entered for AD-245. Ensure the extents
are in the units displayed for the practice and components.

Column D | COC shal manually enter the extent to be approved for the practice and each
component. This column isto be completed with COC issued final approval.
This amount is entered in the system according to Part 5, Section 4.

Column E | Therate or C/S level for each component is printed by the system based on what
was entered for the component on the County Eligibility Table. See Part 2. If a
rate and C/S level are entered on the County Eligibility Table for a component,
the rate is printed in this column.

Column F | COC shal manually enter the C/S amount approved for the practice and each
component. On the first line, enter the total amount approved for the practice.
On the second through seventh lines, enter the amount approved for each
component. The tota for the components must equal the practice line amount.
Amounts must be in whole dollars. This column is completed when COC issues
final approval. Thisamount is entered in the system according to Part 5,
Section 4.
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Exhibit 10
(Par. 123, 156)
Example of AD-245, Page 1 (Continued)

A Description (Continued)

Item Description
| Planto Start the The date the practice will be started is provided by the producer and
Practice (Practiceto | isprinted based on the date entered for AD-245. The date must bein
Begin Date) MMDDCCYY format.
| Plan to Complete The date the practice will be completed is provided by the producer

the Practice (Practice
Completion Date)

and is printed based on the date entered for AD-245. The date must
bein MMDDCCY'Y format.

Conservation Plan

“Y” or “N” is checked if the producer indicates that the farm has a
plan developed. “Y” or “N” will be checked in 1 or more of the plans
(“For Farm by NRCS’, “Forest Management Plan by FS’, or
“Other”) and printed based on entry for AD-245. One plan must be
checked “Y” if programisLTA.

Partnership or Joint
Venture

“Y” shall be checked if a partnership or joint venture will receive C/S
payments for AD-245. “Y” or “N” is checked based on entry for
AD-245. See applicable person determination handbook.

Applicants Request
and Signature

When dl initial data are entered in the system, print AD-245, page 1
and obtain the producer’ s signature and date for the request. If
request was informally accepted in person or by telephone, the person
who accepted the request shall enter the date the informal request was
accepted and initial the entry. For informal requests, the producer’s
signature must be obtained as soon as possible. Ensure that the
producer reviews the applicants request statement before signing.

10-27-03
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Exhibit 10
(Par. 123, 156)
Example of AD-245, Page 1 (Continued)

A Description (Continued)

Item Description
Estimated C/S | The estimated C/S value is printed based on the requested amount in
Value column C and the rate or C/S level in column E. Thisis the amount

entered for AD-245. This amount must be present before COC makes a
willing to approve determination for the practice. 1f acomponent is
added in columns A and B by the technician, manually mark through the
original estimated C/S amount and enter a new estimated C/S amount.
The estimated C/S amount will be used to compute figures on the Report
to COC on Applications Pending Approval for ACP-ANA.

C/SWillingto | COC shal manually enter the amount they are willing to approve and
Approve initial and date. Thisinformation is required to refer apracticeto a
technical service provider for needs determination data. AD-862 for
ANA'’s cannot be created unless COC is willing to refer a practice for
needs determination data to a technical service provider. See 1-ACP for
criteriafor COC willing to approve determination.

Final Approval | A member of COC must sign and date to issue final approval. Thisis

for COC approva for the amounts that COC manually entered in columns D
and F.
Practice COC shall manually enter a date that the practice must be completed and
Expiration reported. This date must be after COC approval date.
Date
Remarks COC shall manually enter the referral expires date and any other pertinent

information for the request in the remarks section.
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Exhibit 10
(Par. 123, 156)
Example of AD-245, Page 1 (Continued)
B Example

The following is an example of AD-245, page 1.

Note: See subparagraph A for a description of the data on AD-245, page 1.

FORN APPROVED

Fage 1 OME NO. 0560-0082
A-243 1.5, DEPARTMENT OF AGRICULTURE PST, 4 GO, & C/0 ¢ CONTROL NOLCF/Y & HO.Y !
(09-11-95} REQUEST FOR COST-SHARES ! 22 067 0 ! 95 0002 i

(AD-245 veplaces ACP-245 and SIP-Z43)

FARM NO.  WAME AND ADDRESS | FARMLAND ! RBmM POFUND Y CONTRACT/LTA ! PRIMARY 'OTHER
2519 JOHNNY SMITH ! 187.0 | CODE | COOE © & ITEW MO, ! PURFOSE 'FARHS
R 2 BOX 353 ! ! i ! ! I
TRACT No. SALINE, LA 71070-945% i CROPLAWD ! ! ! !
931 ! 9.2 1 ! ! ! !
! i ACP-ANA T 00 ! EROSION !
Telephone No. ! : ! ! ! !
GESCRIPTION OF PRACTICE CORJECTIVE
EROSION PROBLEM CAUSED BY UNEVEN DISTRIBUTION OF GRAZING
FRACTICE LOCATION N-3
FOR USE BY THE APPROVING OFFICIAL
i ! Exteat ! Extent ! i £/8 1T plas to
Humber ! Practice Title ! Requested ! Approved ! FRate i dpproved | stari the
-~ f=-! i Voo [ e | B —-*'---—‘,Es_—*«i ice
SL4 ! Grazing land protection (AS/No) i 80.0 ! go.0 L4 -2 B T T
EW ¢ EARTH WORK CY i 1500.0 ' igsp.0 ¢ L0 (450 |
PLS ! PIPELINE 4" AND FIXTURES FT i 126.0 ! 130.0 ! 6.500! 45 !
FN4 ¢ FENCING 4 STRAND WIRE ROD ! 10.0 ! .o | 12,500 1as !
SM3 [ Seed mixture 23 (Nature) ALKE | .5l s P "3e [lslante
! ! i ! ! I cowplete the
i i ! ! : ! practice
i i i i i i 10-1595
CONSERVATION PLAN:  Farm Plan By NRCS Ferest Flan By FS Gther Plan ! PARTNERSHIP / fYes f/t
MXYes 7 /e / fles /X/Mo 7/ Nes /e tdaint Venture /7 /Yes /X/Mo

APFLICANTS REQUEST

I request cost-share assistance under the program to meet the nbjective described abeve, This praciice weuld net he performed
vithout Federal cost-sharing, If cost-sharing is approved fer the practice requested, I aaree te vefund all or part of the funds
paid to me as determined by the Approving Official, if, befere expiration of the specified practice lifespan I, (a) destroy the
approved practice, or (b} voluntarily relinquish control or title to the land on which the seproved praciice has been established
and the new awner andfar eperator of the land does nst agres in writing te preperly meintain the praciice fer the remainder of
its lifespan, I have net vei started this practice, and except for ECP requests, I upderstand that if 1 begin the practice before
receiving written appraval I may be denied funding, I autherize a representative of US04 to have access fo the practice site area.
1 understand that form "CONTINUATION FOR AD-245° is by reference incovporated herein.

SIGNATURE : ) {OATE U Estimated $ WHSO 1 C/5 Uilling ¢ J44E
M ! C/5 Value St it ﬁpprw-
CQuodnny l 4//3/95‘ i o [i15/95"

4
APPROVAL AETI&%& {f“? Apprn\{ring Official approved the extent shown in BLUCK D above and the cost-shares shnw in BLOCK E abkeve for
his practice.

FOR THE A?FPUUle ! DATE: ! Practice Expiration

BFFICIAL @MMJ 5//5/95‘ late 9//8/95
REHARKS &;fj leshal é‘/poua) 5/15/95

i :

For 5IF and FIP Onlyt I certify thet I / /ds / /do mot own more 1000 acres of eligible !Acras if more ifate Waiver l
Forestiand in the United Stztes ov any territery ov pessessisn of the U5, tihan 1,000 fappraved !
SIGNATURE: OATE: ! ! |
1
i

FARTICIPATION [N USHA PROGRAMS 1S GPEN 7O ALL ELIGIBLE APPLICANTS WITHOUT REGARD TO RACE, COLUR, RELIGION, NATIONAL ORIGIH. AGE,
SEX, MARITAL 5TATUS, OR BISABILITY.
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Exhibit 15
(Par. 165, 193)

Example of AD-245, Page 2

1 Example of Recording a Partial Payment on AD-245, Page 2

A Description

The following is a description of data when recording a partial payment on AD-245, page 2.

Note: See subparagraph B for an example of AD-245, page 2 with a partial payment
recorded.

Item

Description

Most of the entriesin regular type are printed by the system based on data
previously recorded for AD-245, page 1.

Expiration | Thisdate is printed based on the date entered from AD-245, page 1. Thisis
Notice the date by which the practice must be completed and performance reported.
ID The producer’s ID number is printed based on the first producer entered for
AD-245, page 1. The ID number is obtained from the name and addressfile.
Column G | This column is completed when the practice or component is completed.
Manually enter the extent performed. The producer enters the following:
» performance amount
¢ “Yes', if the extent performed shall be obtained from the technical service
provider.
ColumnH | Thiscolumn is completed when payment isissued for partia or fina

performance. COC shall manually enter C/S earned amount for the practice
and each component.

* Onthefirst line, enter the total amount earned for partial payment for the
practice, which is the total of the amount earned for each component that
is being cost-shared on.

* Onthe second through seventh lines, enter the amount earned for each
component that is completed for partial payment.

» Thetotal for the components must equal the practice line amount.

10-27-03
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Exhibit 15
(Par. 165, 193)
Example of AD-245, Page 2 (Continued)
1 Example of Recording a Partial Payment on AD-245, Page 2 (Continued)

A Description (Continued)

Item

Description

Component Code

These footnotes are printed based on the rate, C/S level, or both for

Footnotes the component entered on the County Eligibility Table.

Approval I1ssued COC' s representative shall sign and date when AD-245, page 2 is
by Approving sent to the producer to inform of final approval.

Official

Instructions to

When performance is reported, the participant shall read this section

Participant and answer items X and Y.

Certification by When performance is reported, the participant shall read this section

Participant and sign and date when making application for payment of part of the
practice.

Lifespan years The lifespan years for the practice is printed based on the lifespan

date entered on the County Eligibility Table for the practice except
CRP where:

* thelifespan is to the end of the contract or easement period
o the lifespan is manually entered in the space provided
 the producer shall initial and date the lifespan entry.

Tota Cost-Shares
Earned

Manually enter the total C/S earned from column H.

Payment Advance
(Partial Payment)

Manually enter the amount that was issued for partial payment from
column H on a previous AD-245, page 2 for the same control
number.

1-CONSV (Rev. 2) Amend. 1 Page 2



Exhibit 15
(Par. 165, 193)
Example of AD-245, Page 2 (Continued)
1 Example of Recording a Partial Payment on AD-245, Page 2 (Continued)

A Description (Continued)

Item Description

Is Partic. on FSA For use with NRCS administered programs only. 1f NRCS

Debt Reg.?Y // N // | provides AD-245, page 2 for a participant in 1 of NRCS' C/S
programs, and requests certification as to whether that participant
islisted on this agency’s debt record, check FSA-604 or other
debt record used.

If the participant is:

* onthisagency’s debt record, check the “Y” block
* not on thisagency’s debt record, check the “N” block.

Initial and date the certification and return AD-245 to NRCS.

Setoff Manually enter the amount of setoff.

Debt Assignment Manually enter the amount of the assignment and the name of the
person receiving the assigned payment.

Net Payment Manually enter the amount that the producer will be issued for
payment. Thisisthe previous partia payment amount, setoff
amount, and debt assignment amount, subtracted from the total
C/S earned amount.

Payment Approved COC, or representative, must review AD-245, page 2 and any
applicable invoices to ensure that payment calculations are correct
and review payment in formation to ensure that producer data,
program data, and C/S earned amount are correct. After all
applicable documents are verified, COC, or representative, shall
initial and date. This must be completed before payment is mailed
to the producer.

Check Number Enter payment or ACH number for all producers. If additional
room is needed, attach a separate sheet of paper to AD-245,

page 2.
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Exhibit 15
(Par. 165, 193)
Example of AD-245, Page 2 (Continued)
1 Example of Recording a Partial Payment on AD-245, Page 2 (Continued)
B Example

The following is an example of AD-245, page 2 for a partial payment.

Note: See subparagraph A for a description of the data on AD-245, page 2 for a partia

payment.
FORN APFROVED
Page 2 OHB MO, 05480-0082
AB-245 U.5. DEPARTMENT OF AGRICULTURE U ST, & 06, & ©/0 ! CONTROL NO.(F/Y & ND.)
£09-11-9%) PRACTICE APFROVAL AND PAYHENT APFLICATION i 20890 B 95 0002
{AD-245 replaces ACPF-245 and SIF-245)
FARM NO,  NAME AND ADORESS U FARMUAND ! PROGRAM ! FUND ' CONTRACT/LTA ! FRIMARY ! EXPIRATION MOTICE
2519 JOHMNY SMITH ! 187.0 ¢ COOE ¢ COOF ' & ITEW MO, | PURPDSE | Practice mest be
RR 2 BOX 353 ! ! ] ! ¢ U completed and vepovied
TRACT Hao. SALINE, LA 71070-945% ! CROFLAND ! ! ! ! Y by 09-18-93
931 i 6.2 ! H ! ! i
: : a0 : ! EROSION  '--————-mmmmmmmmeee—eeo

i ACP-ANA !

Telephane Na. If 433588776 §

Your request for progran cost-sharing te perform the practice shown belew is appreved fer the farm ideniified sbove. I vou decide
not to perform this practice, or if you cannet cemplete it by the espiratinn date, plesse notify the dppraving Ufficizl's office in
uriting at once.

DESCRIPTION OF PRACTICE OBJECTIVE
EROSIGN PROBLEM CAUSED BY UNEUEN DISTRIBUTION OF GRAZING

FOR APPROVING OFFICIAL USE

! P Extent ! Extent ! ' Cost-Shares | Extent ! Cost-Ghares
Numger E Practice Title ! Requested ; Approved E Rate ; Approved ; Ferrcrmnu ! Earned
o § e s [} o mse et e m i i i m e e min L onnin [ | s ] e e £ el oo ] e G ot omn H e
gLé ! Grazing 1and protection (AS/No) ! 80.0 ! 80.0 ! ! 2450% ¢ P RS0
EW ! EARTH WORK cY i 1500.0 ' 1450.0 ! 1,000! 150 ! 1h50.0! T 4cp
PL& ! PIPELINE 6" AND FIXTURES FT H 125.0 ! 130.0 ! 6.500! 845 1 130.0! 700
FN4 ! FENCING 4 STRAND WIRE ROD i 10.0 1 10.0 ¢ 12,500! 125 ! i
SH3 ; SEED MIXTURE #3 (NATURE) ACRE ! . ; St 60%; 0 ! ;
i i i i i i i
* - Totsl Cost-Ghares Approved For Practice, Component Figures Shown Are Included In This Amount
EW - 40K of cost net to exceed vate in column E. PLé - 60X of cost not to exceed rate in column E.
Fi4 - Flat rate, 8H3 - 40% of cost net to exceed amount in column F.

INGTRUCTIONS TO PARTICIPANT Teo receive payment er credit for any cost-shares! APFROVAL ISSUED BY APPROVING OFFICIAL ! QATE
earned on this practice, repord performance in col. 6 and complete ITEWS X ! (FOR 5IF) APPROVAL WAILED BY CED

and Y below; date and sign the certification below; and file with the 1ssu1ng‘ !
sffice by the date noted in EXPIRATION ADTICE. CED 15715195
X. Did you bear g1l the expense {except for program cosi{-charing) for per~ ! '
forming this practice? (If N2, report name(s) and address(es) of sther ' _Tota] Cost-Shares Farned i Ris0
persanis! or agency who bare any part of the expenses. Alse show kind, | !
extent and value of their contribution.) | Payment Advance (Partial Paveent)
l !
' Is Partic, on F5A febt Rea 2 Y / AN/ /0
I !
| Setoff i
ves X w0/ i~ i
- ~m - ! febt Assignment ;
7. Quring the furrent fiscal year Oct. { - Zep. 30, have vou received or ! ) {
will you receive a cost-share paymeni under the same program on this or ! Net Payment ! Q50
any other farm sther than throuah this AD-2437
{If yes, report State, Cownty, and amount by farml. ! Payment Approved C(initials) ! Check Number
N :2({ ; {For 5IF) L/5 Farned Approved By/late '(Far SIP) Calc, Verif. By/Dte
ARl L.CED _1]a]9s | 55551212,
CERTIFICATION BY PARTICIRANT 1 certify that the above infermation is true and correct. I further certify that the entry in Column

G shous that the practice was perfermed in accerdance with the praciice specifications and sther progrem requiremenis, [ hereby
apply for payment to the extent that the Approviag Official has determined that the practice has beer performed and further certify
that this payment is net a2 duplicate of any other earned by me, I agree te maintais this practice fer at least 1§ years followina
the vear the practice is completed. I agres to refund 211 or part of the Cosi-share assistance paid to me, as deiermined by the
ﬁpproving Gfficial, if before expiration of the practice lifespan specified above, I (a) destroy the practice installed, op

B) veluntarily relinquish centrel or title ta the land en which the installed practice has been established and the new cwner
and/or operater of the land does not agree in writing te preperly maintain the practice for the remainder of ifs specifisd lifespan.
T uynderstand that form "CONTINUATION FOR AB-245" is by reference incerperated hersin and with this page constitetes the entire
agreement betusen the parties

SIChATURE: Opfnny It ] jlelEi7/.;’/9'.:e

FARTICIPATION IN USDA ‘ﬁRosmc 15 OPEN 10 ALL ELIGTBLE APPLLCANTS WITHOUT REGARD TO RACE, COLOR, RELIGION, NATIONAL DRIGIN, AGE,
SEX, HARITAL STATUS, OR HANDICA
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Exhibit 15
(Par. 165, 193)

Example of AD-245, Page 2 (Continued)

2 Exampleof Recording a Final Payment on AD-245, Page 2

A Description

The following is a description of data when recording afinal payment on AD-245, page 2.

Note: See subparagraph B for an example of AD-245, page 2 with afinal payment recorded.

Item

Description

Most of the entriesin regular type are printed by the system based on data
previously recorded for AD-245, page 1 and AD-245, page 2, if a partial
payment was previously recorded.

Expiration
Notice

This date is printed based on the date entered from AD-245, page 1. Thisis
the date by which the practice must be completed and performance reported.

ID

The producer’s ID number is printed based on the first producer entered for
AD-245, page 1. The ID number is obtained from the name and addressfile.

Column G

This column is completed when the practice or component is completed.
Manually enter the extent performed. The producer enters the following:

» performance amount

* “Yes', if the extent performed shall be obtained from the technical service
provider.

Column H

This column is completed when payment isissued for final performance.
COC shall manually enter C/S earned amount for the practice and each
component.

* Onthefirst line, enter the total amount earned for the entire practice,
which is the total of the amount earned for each component that is cost-
shared on, including previous amounts paid for partial payments.

* Onthe second through seventh lines, enter the amount earned for each
component.

» Thetotal for the components must equal the practice line amount.

10-27-03

1-CONSV (Rev. 2) Amend. 1 Page 5



Exhibit 15
(Par. 165, 193)
Example of AD-245, Page 2 (Continued)
2 Example of Recording a Final Payment on AD-245, Page 2 (Continued)

A Description (Continued)

Item Description

Component Code These footnotes are printed based on the rate, C/S level, or both

Footnotes for the component entered on the County Eligibility Table.

Approval Issued by COC' srepresentative shal sign and date when AD-245, page 2 is

Approving Officia sent to the producer to inform of final approval or inform of
additional components to be completed after a partial payment has
been issued.

Instructions to When performance is reported, the participant shall read this

Participant section and answer items X and Y.

Certification by When performance is reported, the participant shall read this

Participant section and sign and date when making application for payment of
the practice.

Lifespan years The lifespan years are printed based on the lifespan date entered
on the County Eligibility Table for the practice, except CRP
practices.

For CRP practices:

* thelifespan is to the end of the contract or easement period
« manualy enter the lifespan years.

Total Cost-Shares Manually enter the total C/S earned from column H. Thisisthe

Earned total C/S earned amount for the entire practice including previous
partia payment amounts.

Payment Advance Manually enter the amount that was issued for partial payment

(Partial Payment) from column H on a previous AD-245, page 2 for the same

control number.
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Exhibit 15
(Par. 165, 193)
Example of AD-245, Page 2 (Continued)
2 Example of Recording a Final Payment on AD-245, Page 2 (Continued)

A Description (Continued)

Item Description

Is Partic. on FSA For use with NRCS administered programs only. 1f NRCS

Debt Reg.?Y // N // | provides AD-245, page 2 for a participant in 1 of NRCS' C/S
programs, and requests certification as to whether that participant
islisted on this agency’s debt record, check FSA-604 or other debt
record used.

If the participant is:

* onthisagency’s debt record, check the “Y” block
* not on this agency’s debt record, check the “N” block.

Initial and date the certification and return AD-245 to NRCS.

Setoff Manually enter the amount of setoff.

Debt Assignment Manually enter the amount of the assignment and the name of the
person receiving the assigned payment.

Net Payment Manually enter the amount that the producer will be issued for
payment. Thisisthe partial payment amount, setoff amount, and
debt assignment amount, subtracted from the total C/S’ earned
amount.

Payment Approved COC, or representative, must review AD-245, page 2 and any
applicable invoices to ensure that payment calculations are correct
and review payment information to ensure that producer data,
program data, and C/S earned amount are correct. After all
applicable documents are verified, COC, or representative, shall
initial and date. This must be completed before payment is mailed
to the producer.

Check Number Enter payment number for all producers. If additional roomis
needed, attach a separate sheet of paper to AD-245, page 2.
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Exhibit 15
(Par. 165, 193)
Example of AD-245, Page 2 (Continued)
2 Example of Recording a Final Payment on AD-245, Page 2 (Continued)
B Example

The following is an example of AD-245, page 2 for afinal payment.

Note: See subparagraph A for a description of data on AD-245, page 2 for afina payment.

R¥_APPRO
Fage 2 1] ggx 0%60-0 59
A0-243 U,5, BEPARTHENT OF AGRICULTURE 18T, & O & £/ CuNIRDL DL (E/Y & DD
(09-11-25) PRACTICE APPROVAL AND PAYHENT APFLICATION i 22 049 5 0002

(AB-245 replaces ACF-243 and S1P-243)

FARM NO.  NAME AND ADDRESS ! FARMLAND © PROGRAN ' FUND ! CONTRACT/LTA ! PRIMARY ! EXPIRATION NOTICE
2519 JOHNNY SKITH t 187.0 1 CODE | COOE ! & ITEM NO, | FURFOSE | Fractice must be
RR 2 BOX 353 ! ! i i i i completed and reported
TRACT No. SALINE, LA 71070-9459 ! CROPLAND ! ! : ! ' by 09-18-95
931 ! 962! ! ! ! !
! ! T : i EROSION  i-———————m-—mmmmmoomooe
I 1 ]

[ ACP-ANA |

Telephone Ha. Y10 433 58 8776 §

Your request for program cost-sharing te perform the practice shoun belew is approved fer the farm identified above, If}yau decide
net te perform this practice, or if you cannet complets it by the expiration date, please notify the Approving Officisl's office in
uriting at pnce.

QESCRIPTION OF PRACTICE OBJECTIVE
EROSION PROBLEM CAUSED BY UNEVEN DISTRIBUTION OF GRAZING

FOR APFROVING OFFICIAL USE

! ! Extent ! Extent ! ! Cogt-Shares ! Extent ! Cost-Shares
Humber ! Practice Title E fequested ; ﬁppsavec : Rgte : App;nved : Ferformed i Eﬁrneu
- H - T STTT.TTTT L TTT,TT B TTT LTTTTT R T LT J _‘__. _______
§Lé ! Grazing land protection (AS/Ne} ¢ 80,0 ! 80 i B 2450%
EW ! EARTH HORK cyY ! 1500.0 | 1450.0 1 1.000: 1450 ! 1450.0 ! 1450
PLS ! PIPELINE 6" AND FIXTURES FT ' 12500 130.0 1 4,500 843 ! 130.0 ¢ 700
Fiv4 ! FENCING 4 STRAND UIRE ROB ! 10.0 ! 10.0 1 12,500} 125 ! 10.0! 1285
SH3 ! SEED MIXTURE #3 (NATURE) ACRE ¢ 9! R 60%; 30 : & : Jo
i t H i
i H i 1 l i 1
* - Tetal Cost-Ghares Approved For Practice, Component Flgures Shoun Are Included In This Amount
EW - 604 of cost not to exceed rate in column E. 60% of cost not te exceed rate in column E.
FN4 - Flat rate. ’ SH3 - 60K of cost not to exceed amount in column F.
3 T0 PARTICIPANT To receive payment ov credit for any cost-shares' APPROVAL ISSUER BY APFROVING OFFICIAL ! DATE
earned o0 this practh&, veport performance in cel. § and complete ITEMS X ) (FOR SIF) APPROVAL HAILED BY CEQ
and ¥ belew; date and sisn the certification below; and file with the 1=cu1rg‘ ! /
affice by the date noted in EXPIRATION NOTICE, i CED () 3’/95

¥, Did you bear 31l the expense (except for program cost-sharingd for per~
forming this praciice? (If No, repori name(s) and address(es) of other
person(s) o7 agency who bove any part of the expenses. 4&lse show kind,
extent and value of their contributisn.)

4
Tgtal Cost-Shares Earned : ~305"
Lavment Advance (Fariial Paymeni) -,._L_. A0
'JifiﬂthMtFea°Y//k//'

‘_hgtoff
ves X W/ i
i fieht Assianment
Y. furing the current fiscal year Oct. 1 - Sep, 30, have you received or ! i
will you receive a cest-share payment under the same progvam of this er ! Het Payment
apy other farm ather than through this AQ-2457 55~
{If yes, vepart State, County, and amount by farm), U Fayment Approved (initials} ¥ Check Number
F 80 ) » ! {For 5IP) /5 Earned Approved By/Date !iFor SIF) Calc, Verif. By/Date
Yebokotiodia, 1A ve5 (X1 w0 /_J ' CED 1]aifss ! 55552553

CERTIFICATION RY PARTICIFAN I certify that the above infermatisn is tree and corvect. I further certify that the entry in Column
G shous that the practice wes performed in sccevdance with the practice specifications and other program reguirements. [ hereby
apply for payment to the extent that the Approving Official has determined that the practice has been perfermed and further certify
that this pavment is not @ duplicate of any other earned by me. 1 agree to meintain this practice fer 2t least 10 years fellowing
the year the practice is completed. I agres to refund all er part of the coest-share assistance paid to me, as deternined by the
#eproving Official, if befere expiration of the practice lifesess specified abeve, [ {2) destroy the practlrv installed, or

(5} voluntarily relinquish contrel er title fo the land on which the installed practice has been established and the new suner
and/or operator of the land dees mot agree in ing to properly maintain the practice fer the remsinder of its specified lifeseaw,
T undersiand that form “CONTIMUATION FOR 40-243" is by referance incorperated herein and with this pags constitutes the entire
aareement bhetuween the parties,

SIGNATURE: tONATE:

" Qobnny St a0 a5

BRRTICIPATION KN usna ;éuGRAHb 15 OPEN TO ALL ELIGIBLE APFLICANTS WITHOUT REGARD T RACE, COLOR, RELIGION, HATI UkéL BRIGIN, AGE,
SEX, WARITAL STATUS, OB HANDICAP
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Exhibit 20
(Par. 326, 398, 701, 749, 828, 839, 854)
County Office M onthly Checklist

County Offices shall review this checklist every month to ensure that conservation automation
operations have been completed for the month.

When What

1st workday of * Print, queue, and transmit ACP-305 Monthly Progress/ Transmission
each month. Report, and Monthly C/S Requests Status Report.

* Print and review AD-245's Expiring Within 30 Days Report. Print
expiration letters, if needed.

* Print Needs Determination Not Y et Made Report for COC and
technical service provider review.

1st workday of Complete ACP-259A or similar State-developed form upon State Office
January. request.

1st workday of Complete ACP-259A or similar State-developed form upon State Office
April. reguest.

1st workday of Complete ACP-259A or similar State-developed form upon State Office
July, August, and | request.

September.
1st workday of o Perform FY rollover.
October.
o Complete ACP-259A or similar State-developed form upon State
Office request.
Biweekly. Print and review the List of Completed AD-862's Versus | ssued

CCC-184's Report.

Once aweek, ona | Transmit AD-245 and AD-862 data.
day determined by
the State Office.
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Exhibit 20
(Par. 326, 398, 701, 749, 828, 839, 854)

County Office Monthly Checklist (Continued)

10-27-03

When

What

Before COC
meeting, for COC
review.

* Print COC Report on Applications Pending Approval for

ACP-ANA requests that have needs determination data returned
from the technical service provider but have not been approved or

disapproved.
» Print AD-245's With Expiration Date Exceeded Report.

» Print AD-245's Neither Approved Nor Disapproved Report.

15th workday of Review Conservation Status Screen.

each month and the

last workday of

each month.

Last workday of the | « Print and review ACP-301 Record of AD-862's Report.
month.

* Print Sequential Ledger Entry Report and Sequential LTA
Contracts/Agreements Report and verify data. Correct data, if
needed.

e Print LTA Contracts/Agreements Report With No Active
AD-245's Report. Take necessary action.

Last workday of * Print ACP-301 Record of AD-862's Report and maintain on file.
September.

* Print Sequential Ledger Entry Report and Sequential LTA

Contracts/Agreements Report, verify data, and maintain on file.

Correct data, if needed.

o Complete FY activity.

1-CONSV (Rev. 2) Amend. 1
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Exhibit 30
(Par. 701, 749)
State Office Monthly Checklist

State Offices shall review this checklist every month to ensure that conservation automation
operations have been completed for the month.

When What

1st through 3rd workday Ensure that County Offices transmit ACP-305 Monthly

of each month. Progress/Transmission Report, and Monthly C/S Requests
Status Report.

3rd workday of each Print, queue, and transmit ACP-305 Monthly Progress/

month. Transmission Report, Monthly C/S Requests Status Report, and
WBAN Monthly Status of Agreements Report.

15th workday of each Queue and transmit AD-245 and AD-862 data.

month and the last
workday of each month.

1st workday of January. Ensure that County Offices complete ACP-259A or similar
State-developed form if report is used.

1st workday of April. Ensure that County Offices complete ACP-259A or similar
State-developed form if report is used.

1st workday of July, Ensure that County Offices complete ACP-259A or similar

August, and September. State-developed formif report is used.

Last workday of Ensure that County Offices complete FY activity and ledgers

September. balance.

1st workday of October. Ensure that County Offices perform FY rollover. Complete
ACP-259A, if report is used.

By December 31. Complete and submit ACP-259B and additional reconciliation
documentation to KCAO.

10-27-03 1-CONSV (Rev. 2) Amend. 1 Page 1
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