Instructions for Printing and Filling out the “Request For Cultural Resources Review” Form

Please be sure if and when you print out the CR Review Form that the entire form (except for the map, which can even be copied to the reverse) fits on one page.  Please do not alter the “comments” section as an attempt to make this document fit on one page.  Getting the entire form on a single page may require changing the margins in MS word.  To do this click on the “File” drop down menu in MS Word and select “Page Setup”, then open the margins (top, bottom, left, & right) as wide as possible.  The easiest way to do this is to enter “0” in each of the size selection squares.  The program will then open a pop-up screen stating that the margins you selected are too wide.  At this point, select the “Fix” option. Setup will then default the page to the widest possible setting and the document should fit on a single page.  
You can also adapt this form to be filled out and/or sent electronically.  If you do this please do not compromise the comment space or rearrange the question order.
Most of the form is self explanatory.  Below are instructions for certain categories on the form:

County:
Please list the name of the county that the practice takes place.  Make a special note if this county is different from the field office from which you would like the form mailed back to.
Program Type:

Please list programs such as EQIP, CRP, WHIP etc. etc. any state funded programs can simply be listed as CTA.

List Practices…:
Limit this list to actual undertakings. Please do not use practice numbers but practice names.  You can abbreviate these names (i.e. HUA, H2O Tnks& lines, Wst Strg Pnd).
Size of APE:
Provide a “ballpark” estimate of the acreage of Area of Potential Effect (APE).  Only include the acreage of land that will be actually disturbed.  Small practices are often much less than an acre (i.e. .01 acres).  Do not substitute the tract sizes for this number.  The larger the APE the more cultural resources consideration is required.
% of Ground Surface Visible:

List percentage of soil that can be seen in the APE.  This is basically opposite the percentage you would use for the measure of residue.
Noteworthy Characteristics:

Please put any information in here that would support or detract from the possibility that Cultural Resources may be located at this location.
It is important to remember that the location of your designated Area of Potential Effect (APE) be re-locatable on a standard USGS Topo map with reasonable ease. Please be sure that the USGS topographic quadrant name(s)  you give is/are correct and the APE is actually located on the quad map(s) that you have listed.  Follow instructions on the CR Review form regarding map type and scale.
It is of great importance that the attached map is of reasonable quality.  Make sure you have at least estimated the location (marked on the map) of any areas that will be disturbed.  It is OK to mark the entire tract, but please be sure to show which areas within the tract will be impacted.

Please contact the CR Specialist if you have any questions.  All contact information can be found on the CR Review form.
