6/8/2012

                          FMMI Alabama Payment Process
The following process outlines the steps to be taken to certify, review, and approve program payments. This process also meets the requirements mandated by National Instructions 440_300 which includes separation of duties, minimum of a two person review, and completion of a payment review checklist that will be maintained on file for audit review purposes. 
The steps are as follows:
1. Conservation Program Practice is certified in the field by Field Office Staff with adequate checkout notes that state the practice meets NRCS standards and specifications and addresses other required information to support practice payment.  
2. Practice certification data is entered into Protracts by Field Office Staff.
3. Payment calculation is completed in Protracts by Field Office Staff.
4. NRCS-CPA-1245 is printed for participant(s) signature.  
5. Payment instructions are completed in Protracts by Field Office Staff.
6. Participant’s signature date is entered into Protracts. 
7. Field Office signs block 10 on the “Alabama Payment Review Checklist” and uploads all required documents on the “Alabama Payment Review Checklist” listed through block 8 to the Auburn S Drive under your county folders, S:/service center/NRCS/conservation contracts/county name/FY year/program/contract folder (744101xxxx).
8. DC emails the checklist with only block 10 signed and dated (typing in “Payment Request” in subject line of email), contract number, county name, and item number to be paid to the Certifying Officer in the Team Office (East and West Team members send to Michele Wood, North and Central Team members send to Wesley Halbrooks) for review.  (EX.  Payment Request – Limestone – 744101XXXXX    Item#3)
9. Certifying Officer reviews payment documentation, and if all documentation is correct, marks off all items on the checklist and signs the form in block 9, loads on S drive and emails the signed checklist back to the DC.  If the documentation is not complete or incorrect, Certifying Office contacts the DC to make the necessary corrections.
10. DC approves payment in Protracts and completes block 11 by signing the “Alabama Payment Review Checklist”.
11. DC files the signed checklist, NRCS-CPA-1245 signed by the participant and District Conservationist along with a final copy of the NRCS-CPA-1245 with an electronic signature of approval.  These documents should be stapled together and filed in the sixth part of the participant’s case file for audit reviews.  

NOTE – Checklist will be completed by either Michele Wood or Wesley Halbrooks and they will sign off on block 9.  The DC or a field staff person will sign-off and date block 10.  The DC’s electronic signature on the final 1245 will suffice for the DC’s signature on block 11 of the checklist.
