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SECTION I PLANNING ASSISTANCE  

Case File Management  

A) Responsibility  

1)  Case files will be maintained at the appropriate NRCS office following appropriate PII (Personally 
Identifiable Information) procedures.  Landowners are able to choose which NRCS office to get 
assistance.  It is the responsibility of the NRCS field office where the land is carried to ensure that 
technical determinations are completed and technical assistance is provided.  All technical 
determinations will be made using the Field Office Technical Guide for the county where the land 
is located.  District Conservationists will coordinate assistance needed between field offices.  

Adjustments to this policy for field offices bordering adjacent states are authorized only to meet 
those states' procedures.  

B) Case File Organization (Customer Folder/Organizational ID) with and without contract 
information  

1)  The minimum size case file (Customer Folder) is all land associated with a single decision-maker.  

2) When part or all of an operating unit is covered by any type of USDA Farm Bill contract (i.e., CRP, 
CREP, CStP, EQIP, ACEP, RCPP, etc.) it is preferable to NOT include contract information, in the 
case file.  The fields involved in the contract are to be cross-referenced in both the case file and 
the contract file.  Instruction for Farm Bill program contract file content assembly is listed in 440 – 
Conservation Program Manual Part 512  
– Conservation Program Contracting paragraph 512.43 and 512.107.     

C) Two Part Case File Organization -- The following arrangement is recommended for continuity and 
uniformity.  Tract folders within a case file may be set up in the following order as well.  

1) First Cover  
- Conservation plan map  
- Soil map  
- Soil interpretive information  
- Other maps  
- HELC/WC determination documents and correspondence.  All documents will be kept together 

for a given determination request. These include AD-1026, NRCS-CPA-026E and 
determination map, NRCS-CPA-38, correspondence and any other documents used in 
making a determination.  

- NRCS-CPA-27  
- FSA-569  
- Status Review forms and related documentation  
- Miscellaneous forms and documentation  
- Archived information such as old plans and plan maps, expired contract documents, etc.  

 
  

http://efotg.sc.egov.usda.gov/treemenuFS.aspx
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2) Second Cover  
- Conservation assistance notes NRCS-CPA-6 or NE-CPA-28.  
- Environmental Effects for Conservation Plans and Areawide Conservation Plans, NE-CPA-52           

(NE-CPA-54, NE-CPA-55 and NE-CPA-56 as applicable) 
- Conservation plan(s)  
- Job Sheets and Conservation Planning Sheets  
- General correspondence (correspondence related to other documents such as HELC/WC 

determinations and status reviews will be kept with those documents)  
- Copies of staking and layout job data sheets, utility sheets/cards, cost share documents, other 

practice application job and data sheets, and other supporting data. All cost share 
documents regardless of the source of cost share will be maintained in the case file.  

 
D) Six Part Case File Organization -- The following arrangement is recommended for continuity and 

uniformity of non-contract six part folders.  For assembly of separate six part contract folders refer to 
120-GM Amend. 50. Part 404 Subpart E-Contracting 404.49 “Assembling of Contracts”.  

1) Part I  
- Conservation plan map  
- Soils map  
- Soil interpretive information  
- Other maps  

 
      2) Part II  

- Conservation plan(s) - Contract Support Documents (including revisions)  
- Job sheets and Conservation Planning Sheets 

 
      3) Part III 

- Conservation assistance notes NRCS-CPA-6 or NE-CPA-28.  
- Environmental Effects For Conservation Plans and Areawide Conservation Plans, NE-CPA-52 

(NE-CPA-54, NE-CPA-55 and NE-CPA-56 as applicable) 
- General correspondence (correspondence related to other documents such as HELC/WC 

determinations and status reviews will be kept with those documents.)  

      4) Part IV  
- HELC/WC determination documents and correspondence.  All documents will be kept together 

for a given determination request. These include AD-1026, NRCS-CPA026E and 
determination map, NRCS-CPA-38, correspondence and any other documents used in 
making a determination.  

- NRCS-CPA-027  
- FSA-569  
- Miscellaneous forms and documentation  

 
       5) Part V 

- Status Review forms and related documentation  
- Contract documents, including attachments, program applications (rankings), and other 

supporting documentation (when contract information is included in the case file)  
- Archived information such as old plans and plan maps, expired contract documents, etc.  

       6) Part VI 
- Copies of staking and layout job data sheets, utility sheets/cards, cost share documents, other 

practice application job and data sheets, and other supporting data. All cost share 
documents regardless of the source of cost share will be maintained in the case file. 

http://efotg.nrcs.usda.gov/references/public/NE/NE-CPA-28(assistance_notes).docx
http://efotg.sc.egov.usda.gov/references/public/NE/NE-CPA-52_Environmental_Evaluation_Worksheet.xlsx
http://efotg.sc.egov.usda.gov/references/public/NE/NE-CPA-54(Worksheet_NRCS_Federal_and_State_Species_Final_Programmatic).xlsx
http://efotg.sc.egov.usda.gov/references/public/NE/NE-CPA-55(Landowner_Consent_for_Consultation).pdf
http://efotg.sc.egov.usda.gov/references/public/NE/NE-CPA-56(Landowner_Conservation_Conditions).pdf
http://directives.sc.egov.usda.gov/viewerFS.aspx?id=594
http://directives.sc.egov.usda.gov/viewerFS.aspx?id=594
http://efotg.sc.egov.usda.gov/references/public/NE/NE-CPA-28(assistance_notes).pdf
http://efotg.sc.egov.usda.gov/references/public/NE/NE-CPA-52_Environmental_Evaluation_Worksheet.xlsx
http://efotg.sc.egov.usda.gov/references/public/NE/NE-CPA-54(Worksheet_NRCS_Federal_and_State_Species_Final_Programmatic).xlsx
http://efotg.sc.egov.usda.gov/references/public/NE/NE-CPA-55(Landowner_Consent_for_Consultation).pdf
http://efotg.sc.egov.usda.gov/references/public/NE/NE-CPA-56(Landowner_Conservation_Conditions).pdf
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Tract and Field Numbering System  

The following tract and field numbering system will be used for all conservation plans:  

A) Tract numbers (Refer to Examples 1 and 2 attached)  

1) Tract numbers in computer databases, on plan maps and on all other documents will match the 
numbers assigned by FSA.  No extra alpha characters or leading zeroes will be used.  

2) Each field will be labeled with Field #, Acres, and Land-use at a minimum. Single tract plans, only 
need the tract # at the top of the plan map.  Multi tract plans, need the tract # in the label for each 
field.  The HEL label is needed for FSA HEL plans only.  Placement of the field label can be 
anywhere within the field as long as it is legible for the producer.  

B) Field numbers (refer to Examples 1 and 2 attached)  

1) When FSA has assigned field numbers, the FSA field number will be used.  One exception to this 
is when FSA numbered fields have different numbers for individual strips (wind strips, contour 
stripcropping, terraces, etc.).  In this case the smallest FSA field number will be used.  If fields 
are subdivided into Conservation Management Units (CMU's) for planning purposes, the FSA 
field number will always be used followed by a subscript, i.e. 1a, 1b, 1c. A CMU is a field, 
common land unit, group of fields or other land units of the same land use and having similar 
treatment needs and planned management. 

2) In situations where FSA numbered fields and fields without FSA numbers exist on the same tract, 
use capital letters corresponding to the land use on fields without FSA field numbers. A field 
number for a rangeland field would be R1, R2, etc.  For cropland, no letter shall precede the field 
number. The following capital letters are to be used for the appropriate land use:  

Letter  Landuse  
 Crop  
F  Forest  
GF  Grazed Forest  
R  Grazed Range  
H  Hay  
HQ  Headquarters  
MI  Mined  
NP  Native or Naturalized Pasture  
NA  Natural Area  
P  Pasture  
REC  Recreation  
U  Urban  
W  Water  
WP  Watershed Protection  
WL  Wildlife  
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a) When there are no FSA fields on the tract, capital letters for land use designation are not   
required.  

b) Numbering will be sequential from top to bottom and left to right.  

3) Planning on fields that are not cropland but have FSA numbered field(s) will be handled in the 
following manner:  

a) The tract number and field number assigned by FSA will be used.  For planning purposes, use 
the planned land use for the field, such as rangeland or pastureland.  

4) Acres for all FSA numbered fields will be to the nearest tenth of an acre.  Acres for non-FSA 
numbered fields can be to the nearest tenth or to the nearest acre.  

Plan Format and Content  

Conservation Plan Map/Legend (with and without contracts)  

A) At a minimum each plan map will include the following: 

1) Title block showing the following:  
- Title, “Plan Map”  
- Client’s name (individual or business)  
- “Prepared with assistance from USDA-NRCS” and “Assisted by [planners name]”  
- Name of the applicable NRD, servicing NRCS field office, county and state  
- Date prepared 

 
2) Scale of the map 

 
3) Legal description 

 
4) North arrow 

 
5) Boundary lines for the Planning Land Units (PLUs) 
 
6) Tract number 

 
7) Field numbers (subfield if applicable) 

 
8) Field acres (subfield acres if applicable) 

 
9) Land-use 
 
10) HEL/WC designation (if applicable) 

 
11) Location of planned/applied practices 
 
12) Appropriate map symbols and a map symbol legend on the map or as an attachment 
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B) Plan maps for USDA Farm Bill contract (i.e., CRP, CREP, CStP, EQIP, ACEP, RCPP, etc.) must 
include all items listed above in A) and: 

1) Location and boundary of contract.  Label contract number and boundary acres on the contract 
map. 

2) Location and identity of practices/contract item numbers (CINs) to be implemented.  The use of      
NRCS practice symbology is preferred.  Practices that are not whole field practices should be 
delineated on the map in the location where they will be applied.  The use of a cross reference legend 
that lists the field number in one column with the corresponding CIN’s in the other column (example 
below) is acceptable for whole field practices only. 

Field #  CIN #  
1  1, 2, 3  
2  4, 5  
3  6  

 

Soils Map and Description  

A) A computer generated soils map must be included with the conservation plan showing all map unit 
symbols.  Use of GIS/Customer Service Toolkit to generate soils maps and descriptions is 
recommended.  

B) Appropriate computer generated soils interpretations, non-technical soil descriptions, and soil 
property data will be provided to the client and included.  

Conservation Plan Content  

A) The plan will identify what practices are to be applied, and where and when they are to be applied.  
Tract numbers, field numbers, field acres and land-use on the plan will match the plan map.  
Practice location and extent listed on the plan will match the plan map.  For contracts the tracts and 
acres on the 1155 heading will match the contract tracts and acres on the plan map and will be 
referenced in the map legend. 

B) Practice narratives will either describe the criteria needed to apply the practice or refer to job sheets 
and conservation planning sheets used to describe the criteria.  It is preferable to refer requirements 
to conservation planning sheets, forms, or jobsheets when narratives become long and complex. 
National narratives (i.e. OON, O1N, O2N) shall not be used. 
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1) Requirements specified in appropriate practice narratives or job sheets will match planned 
erosion calculations as follows:  

a)  Practice narratives and/or jobsheets/planning sheets will specify requirements for the following 
soil loss calculation factors:  

For sheet and rill erosion, the plan must document all practices that affect the LS, 
Predominant HEL Map Unit (when appropriate), Crop Rotation, Tillage Method, Residue 
Cover and supporting practice factors used in determining the planned level of treatment.   

For wind erosion, the plan must document all requirements necessary to determine soil loss by 
wind: 

• Crop rotation: previous crop and crop to be planted 

• Tillage system 

• Crop residue amount (percent ground cover) 

• Ridge height and ridge or row spacing 

• Ridge orientation or row direction 

• Strip width (if soil loss is calculated using a distance that is less than the field width) 

• Early tillage dates and overwinter residue requirement for plans that include tillage 

 
Any allowable crop substitutions must be specified, as well as the associated crop residue 

requirement. 

b) Required residue levels must be reasonable. Refer to FOTG: Sec. I: Erosion Prediction:     
   Suggested Maximum Residue Levels for Technically Adequate Plans. 

2) For crop rotation and residue management practices, the format shown in the following examples 
will be used:  

a) Format for Crop Rotation (code 328) Narratives:  "Refer to Nebraska Conservation Planning 
Sheet No. 18 (CROP ROTATION & RESIDUE MANAGEMENT & GULLY TREATMENT) for 
crop rotation requirements."  

b) Format for “Residue and Tillage Management, No-Till/Strip Till/Direct Seed (code 329), 
Residue and Tillage Management, Mulch Till (code 345), and Residue and Tillage 
Management, Ridge Till (code 346) Narratives:  Refer to Nebraska Conservation Planning 
Sheet No. 18 (CROP ROTATION & RESIDUE MANAGEMENT & GULLY TREATMENT) 
for ground cover, planting, and tillage requirements”. 

  
3) Conservation plans on highly erodible land shall include all treatments and measures needed to 

meet HELC requirements including treatment required for the control of sheet and rill erosion, 
wind erosion and ephemeral gully erosion. The treatment requirements must be indicated using:  

a) Planning Sheet 18; 

b) Appropriate practices/schedule included in the conservation plan; 

https://efotg.sc.egov.usda.gov/references/public/NE/Maximum_Residue_Levels_for_Technically_Adequate_Plans.pdf
http://efotg.sc.egov.usda.gov/references/public/NE/PS18_(Crop_Rotation_&_Residue_Mgt).pdf
http://efotg.sc.egov.usda.gov/references/public/NE/PS18_(Crop_Rotation_&_Residue_Mgt).pdf
http://efotg.nrcs.usda.gov/references/public/NE/PS18_(Crop_Rotation_&_Residue_Mgt).pdf
http://efotg.sc.egov.usda.gov/references/public/NE/PS18_(Crop_Rotation_&_Residue_Mgt).pdf
http://efotg.sc.egov.usda.gov/references/public/NE/PS18_(Crop_Rotation_&_Residue_Mgt).pdf
http://efotg.nrcs.usda.gov/references/public/NE/PS18_(Crop_Rotation_&_Residue_Mgt).pdf
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c) Practice names and location must be identified on plan maps (Refer to Example 3).  A 
specific timeframe for implementing practices must be indicated; conditional statements such 
as: “if ephemeral erosion occurs, waterways will be required” are not acceptable.  Any HEL 
plan, including wind erosion plans that do not include gully treatment must include a 
statement explaining why gully treatment was not necessary. 

4. Other plan requirements, allowances or limitations must be stated clearly in the plan.   

a) Examples: 

• Corn residue may be incidentally grazed as long as residue requirements are met 

• Anhydrous applications must be done with minimal soil disturbance on a knife spacing no less 
than 30 inches 

• Row cultivation is not allowed 

• Grain sorghum may be substituted for corn 

 
Minimum Progressive Plan Contents and documentation  

A) When providing progressive planning assistance, national guidance in the National Planning 
Procedures Handbook will be adhered to, and include the following items/documentation:  

1) NRCS-CPA-6/NE-CPA-28 Conservation Planning Assistance Notes  

a) Assistance notes and supporting documentation will verify assistance provided to the client in 
“taking the next step”, toward implementation of a Resource Management System.  

b) Must document that planned practices and components of a progressive plan are 
compatible with a RMS level of treatment.  

2) Conservation Plan Map  

a) The plan map will meet the requirements, in the Conservation Plan Map/Legend section of 
this document.   

3) Soils Map and Descriptions  

a) The soils map and description will meet the minimum requirements in the Soils Map and 
Description section of this document.  

4) Conservation Plan/Contract Support Document  

a) Conservation plan and/or contract support document must be prepared using the Customer 
Service Toolkit.  

b) Conservation plan and/or contract support document complete with conservation practice 
narratives may serve as the Conservation Plan.   

5) NRCS-CPA-52 Environmental Effects Worksheet  

a) Must meet the requirements as described in the: 
i. Instructions for the NE-CPA-52 Environmental Evaluation Worksheet  
ii. NE-CPA-52 Rational Supporting the Finding 

https://efotg.sc.egov.usda.gov/references/public/NE/NE-CPA-52_Instructions.pdf
https://efotg.sc.egov.usda.gov/references/public/NE/NE-CPA-52_Environmental_Evaluation_Worksheet.xlsx
https://efotg.sc.egov.usda.gov/references/public/NE/NE-CPA-52_Rational_Supporting_Finding.pdf
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b) Must document the resource concerns that exist on the site.  

6) Conservation Practice Data  

a) Appropriate National or Nebraska Conservation Planning Sheets/Jobsheets must be 
completed.   

b) Conservation practice application layout, staking, design, and documentation will be 
completed.  

7) PMS Reporting  

a) Follow current National and State guidelines for reporting progressive planning.  



 

¯ 

Example 1. Tract and Field Numbering (Single Tract Plans) 
 

Tract #654; Farm #2010 
 
 
 
 
 
 
 
 
 
 

T 654 
Fld P1 
21.8ac. 
Pasture 
NHEL 

 
 
 
 
 
 
 
 
 

T 654 
Fld WL 2 
8.4 ac. 
Wildlife 
NHEL 

T 654 
Fld. WL1 
2.6 ac 
Wildlife 
NHEL 

 
 
 
 

T 654 
Fld HQ1 
9.2 ac. 
Headquarters 

 
 

T 654 
Fld WL 3 
3.3 ac. 
Wildlife 
NHEL 

T 654 
Fld 2 
56.8 ac. 
Crop 
HEL 

 
 
 

T 654 
Fld 1 
45.6 ac. 
Crop 
HEL 

 
 
 
 
 
 
 
 
 
 

Legend 

Poverty Gulch Consplan 

 
 
 
 
 

290 0 290 580 870 1,160 
Feet 



 

Example 2. Tract and Field Numbering (Multi Tract Plans) 
 

Tract #654; 321; Farm #2010 
 
 
 
 
 
 

T 321 
Fld R1 
67.4 ac. 
Grazed Range 

 
 
 
 
 
 
 

T 321 
Fld 3 
87.8 ac. 
Crop 
HEL 

 
 
 
 
 
 

T 654 

 

T 321 
Fld HQ 2 
3.5 ac. 
Headquarte s 

Fld P1 
21.8ac. 
Pasture 
NHEL 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

T 654 
Fld WL 3 
3.3 ac. 
Wildlife 
NHEL 

 
 

T 654 
Fld WL 2 
8.4 ac. 
Wildlife 
NHEL 

 
 
 
 
 
 
 

T 654 
Fld 2 
56.8 ac. 
Crop 
HEL 

T 654 
Fld. WL1 
2.6 ac 
Wildlife 
NHEL 

 

T 654 
Fld HQ1 
9.2 ac. 
Headquarters 

 
 
 
 
 
 
 
 
 
 
 

Legend 

T 654 
Fld 1 
45.6 ac. 
Crop 
HEL 

 
 
 

¯ 
Poverty Gulch Consplan 360 0 360 720 1,080 1,440 

Feet 



 

Example 3. 
 
 
 

Customer(s): John Doe 

 
Conservation Plan Map 

 
 

Date: 9 /29 /2010 

Dis tri ct: Lower Loup NRD 

Approximate Acres: 198 .5 

Legal Description: 15 -12 -20 W 

 
Field Office: Burwell Service Center 
Agency : Natural Resourc es Conservation Service 

Assis ted By: RY AN KROEMER 

 
 
 

 
 

 
 
 
 
 

 
 
 
 
 
 

 
 

 
 

 
 
 
 
 

  
 
 
 

Legend 
 

T25 

327, Conservation Cover 
340, Cover Crop 

 
 

350 0 350 700 1,050 1,400 
Feet 

 
 ¯ 

620/638, Water and Sediment Contr ol Basin w ith tile outlets 

412, Grassed Waterway 

Natur al Waterways 

T25 
Field 3 
29.9 ac. 
Crop 
HEL 

T25 
Field 4 
7.6 ac. 
Crop 
HEL 

340 
Co ver Cro p 

340 
Co ver Cro p 

327 
Co nservation Cover 

327 
Co nservation Cover 

T25 
Field 2 
56.3 ac. 
Crop 
HEL 620/638 - Wat er and Sediment Control Basin 

with tile outlets 

T25 
Field 1 
104. 7 ac. 
Crop 
HEL 



 

 

Example 4. 
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