
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Print approved NRCS-CPA-1156 
• Auto-upload approved NRCS-CPA-1156 
• File approved NRCS-CPA-1156 in program folder 

 

• Area performs modification review, approves 
the modification, and notifies DC  

 

• Obtain signed NRCS-CPA-1156 from participant (if needed) 
• Enter NRCS-CPA-1156 sign date (if signed) 
• Scan & upload 1156 and other required documents 
• Send “Modification” email to proper Area staff member 
• File (signed) NRCS-CPA-1156 and supporting document  

in program folder 

Applicant signs NRCS-CPA-1156 form (if necessary) & submits it to field office 

• Print NRCS-CPA-1156 for the proper Modification 

• Start a modification with “Other” as 
the reason 

• Enter the date of practice 
commencement   

• Start a modification 
• Complete pertinent information 

for the modification 

• Make determination that a 
practice has been commenced 

Is the modification 
a Commencement 
Modification?  

YES

NO 

• Obtain a copy of current year Producer Farm Data Report 

• Make determination that a modification is needed 

START HERE 

• Print approved NRCS-CPA-1245 
• Print payment checklist 
• Auto-upload approved NRCS-CPA-1245 
• Upload payment checklist 
• File approved NRCS-CPA-1245 and payment checklist in 

program folder 

• Area performs payment review and 
notifies DC  

• DC approves payment 

• Obtain signed NRCS-CPA-1245 from participant 
• Enter NRCS-CPA-1245 sign date 
• Scan & upload 1245 and other required documents 
• Send “Payment” email to proper Area staff member 
• File signed NRCS-CPA-1245 and supporting document in 

program folder 

Applicant signs NRCS-CPA-1245 form and submits it to field office 

• Print NRCS-CPA-1245 for certified contract item(s) 

• Certify contract item payment  • Make technical determination 
of completed contract items 

• Certify contract item payment 

• Make technical determination 
of completed contract items 

Is the payment 
for a CMT 
supported 
(FY2014-2016) 
CSP contract?  

YES

NO 

Legend 
= Task performed by NRCS 

= Task performed by SWCD 

= Question needs answered by NRCS (or FSA) 

NO YES = Path to follow depending on the answer to question 

= Path to follow to get to next step 

= Question can be answered by SWCD 

= Task performed in ProTracts • Described task  
= Task performed in DMS • Described task  

Flowchart for Active Contracts – Payments & Modifications 

Contract Payment 

START HERE 

Contract Modification 

NOTES 
1. While the tasks don’t specify it as part of the task, you should be 

recording what you did on the NRCS-CPA-6 (Cons6) page in 
the folder each time you perform a task. 

2. You will notice some of the questions posed are in a white 
“circle”, while others are in a yellow “circle”.  Those in white 
require either NRCS or FSA to make the decision.  Those 
appearing in yellow can be answered by you or another SWCD 
staff, if you/they feel comfortable doing so.  If you/they do not 
feel comfortable, NRCS can assist. 

• Determine participant is still associated with land and both are still 
eligible to receive payment  

• Obtain a copy of current year Producer Farm Data Report 

Applicant submits bills or other documentation of completed practice(s) to field office 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• After 6 years and 3 months, all program documents can be destroyed.  
Any information that is deemed pertinent, such as engineering 
documents or Cons 6 notes, can be kept in Tract folders or other filing 
systems. 

• After the LAST payment of the contract has been fully processed and all papers have 
been filed in the program folder, record the “Date of Last Payment” on the folder label.  
Calculate the date the contract folder can be disposed of (6 years and 3 months after 
date of last payment) and record the “Date of Disposition” on the folder label. File the 
folder away for 6 years and 3 months. 

Contract Monitoring 

• Depending on directions from 
NRCS staff, navigate to the 
proper activity and follow the 
flowchart for that activity 

• DC or NRCS staff will determine if any 
further action needs to be taken on any 
of the contracts   

• Run the DC-specified reports in 
the appropriate category at the 
interval specified by the DC 

• Share reports with NRCS staff 

• DC determines which category of 
reports (ProTracts, FA Tracker, Fund 
Manager) to run, which specific reports 
(name of reports) to run, and the 
frequency to run the reports   

START HERE 

Flowchart for Active Contracts – Monitoring, Audits, Off-Schedule, Cancellation, Termination, Renewal, Completion 

Contract Audits 

• Depending on directions from 
NRCS staff, navigate to the 
proper activity and follow the 
flowchart for that activity 

• DC or NRCS determines if submitted 
documentation satisfies the request 

• DC or NRCS staff will determine if any 
further action needs to be taken on the 
audited contracts   

Participant responds to 
letter and submits 
requested documentation to 
field office 

• Generate & mail the appropriate 
audit notification letter with any 
required enclosures 

• Scan & upload (or auto-upload. 
if appropriate) letter to DMS 

• File a copy of the letter in 
program folder 

• State Office or Area Office notifies the 
Field Office which contracts need 
auditing as well as the specific type of 
audit that is being requested 

START HERE 

Off-Schedule Contracts 

• Navigate to the Contract Modification 
process and follow the flowchart 

START HERE 

• DC determines if/when a contract is not 
on schedule 

• Meet with participant 
• Generate an NRCS-CPA-153 document 
• Obtain participant signature 
• Conduct a contract review 
• Forward NRCS-CPA-153 and contract 

review to Area Staff for review 
• Area Staff concurs and forwards to State 

office for review 
• State Conservationist approves NRCS-

CPA-153 and notifies Field Office 
• Field Office prepares a contract 

modification 

Contract Completion 
START  
HERE 

CSP Contract Renewal 

• If the applicant desires to renew 
their CSP contract, accept a 
renewal application from them, 
navigate to the Application 
process, and follow the flowchart   

Applicant responds to letter and 
indicates to the field office if they 
wish to proceed with a renewal 
application 

• Generate & mail the CSP Renewal 
notification letter with any required 
enclosures 

• Scan & upload (or auto-upload. if 
appropriate) letter to DMS 

• File a copy of the letter in program 
folder 

• State Office or Area Office notifies the 
Field Office when expiring CSP contract 
holders need to be notified of their 
opportunity to renew their contract  

START HERE 

Contract Cancellation 

• Rather than navigate to the Contract 
Modification process, wait for further 
direction from the DC as ASTC, SCT, 
and ASTC-FAP will be handling the 
majority of this process.  It is likely the 
only step SWCDs will perform is to file 
documents in the program folder. 

• DC notifies ASTC 
• DC and ASTC work together to 

determine the course of action 
• DC and ASTC handle the 

completion of any forms, any 
documentation, and any 
correspondence with participant. 

•  ASTC will initiate a contract 
modification 

• SCT and ASTC-FAP will be 
notified and make decisions 

Participant requests (in writing) to 
cancel their contract. 

START HERE 

Contract Termination 

• Rather than navigate to the Contract 
Modification process, wait for further 
direction from the DC as ASTC, SCT, 
and ASTC-FAP will be handling the 
majority of this process.  It is likely the 
only step SWCDs will perform is to file 
documents in the program folder. 

• DC notifies ASTC of non-
compliance issues with contract. 

• DC and ASTC work together to 
determine the course of action 

• DC and ASTC handle the 
completion of any forms, any 
documentation, and any 
correspondence with participant. 

•  ASTC will initiate a contract 
modification 

• SCT and ASTC-FAP will be 
notified and make decisions 

START HERE 


