[bookmark: _GoBack]Wetland Delineations and Determinations and Highly Erodible Land Determinations


[bookmark: Step_by_Step_Process]Step by Step Process

1. Field Office (FO) receives completed AD 1026 or AD 569 and a map from FSA. It is very important that the map from FSA has the Area of Interest (AOI) CLEARLY identified.
2. FO assembles documents using “Checklist for Wetland Delineations” or “Checklist for HEL Determinations”. (For wetland determinations, one item that needs to be included is the .pdf map from the Web Soil Survey, with the Area of Interest identified and labeled)
3. Field Office notifies the Natural Resource Specialist (NRS) and Resource Soil Scientist (RSS) via email, of the wetland determination or HEL request with all of the documents (scanned) on the WC or HEL Checklist, attached.
4. The Field Office records all requests for HEL and WC determinations on a log sheet for their County and keeps that log in the County field office.
5. NRS enters data into the WC_HEL _log on the SC Sharepoint site.
6. NRS reviews the documents from the FO, to determine if an off-site determination can be made. If all of the data suggests that the area of interest is clearly wetland (W), manipulated but not for production (WX), non-wetland (NW), or that the area is eligible for being labeled prior converted (PC), the NRS can complete an off-site wetland determination as soon as possible.
7. If the data is not clearly as stated above, the NRS forwards all of the documents to the RSS to complete an on-site determination.
8. RSS schedules a date for a site visit.
9. RSS and FO coordinate to contact the client of the determination date, as needed.
10. RSS completes wetland determination and delineation, enters date preliminary determination completed into column H on the “WC_HEL_Log”, and sends all completed field data sheets, shape files and information about which wetland exemption label applies to the site, to the NRS.
11. For an HEL request, for USDA participation, the field offices will compile the information on the HEL checklist and complete the HEL determination and documentation. NRCS field staff can make the HEL determination for eligibility, but cannot make an ineligibility determination. 
12. NRS compiles the Preliminary Technical Wetland/HEL Determination letter, wetland /HEL delineation map, and CPA 026e form and sends a copy of all to the client, via certified mail, and sends copies to the FO and FSA. Enters date into “WC_HEL_Log” in column M.
13. If the determination is accepted, NRS issues Final Technical Wetland Determination (30 working days after Preliminary Wetland Determination is completed) and sends it to client. Enters date into “WC_HEL_Log” in column N.
14. If the participant requests “reconsideration with a field visit” the NRS will be the lead and schedule a field review with the participant.
15. If the participant “request mediation” the NRS will forward this on to the State Resource
Conservationist.
16. If the participant “request expedited finality” the NRS will forward the request to the State Conservationist.
17. After everything is completed, the NRS completes the final CPA 026e, letter and map.
18. NRS sends the Wetland Determination Documents to the participant, FSA and a copy to the field office. 
19. NRS updated the “WC_HEL_Log” in column N.
20. NRS enters and attributes boundary information for determination into the Certified Wetland Database, according to instructions contained in version 1.2 of the “Certified Wetland Determination Geospatial Data Model and Mapping Standard”.   
21. As a general rule, the NRS and or the RSS will add any comments necessary to column P that will help us track the completion of WC or HEL requests. 
22. The NRCS staff will make every effort possible to process wetland determinations within the 60 working day time frame, allowed by the FSA Manual. Due to the seasonal heavy workload and the volume of wetland requests, NRCS through the NRS will notify participants whose request for a determination have exceeded the 60 working day time frame.


Working with Consultants:

23. If a producer has contracted with a private consultant to complete the wetland determination, they should submit the following information at the time the landowner submits an AD 1026:
· AD 1026 signed by the participant
· Copies of all of their field data sheets for hydrology, hydric soils and vegetation for each sampling location within the AOI
· A map that identifies the location of all of their sampling points
· A map that identifies all of the wetlands
· Any photo documentation they have from the site
· Copies of any old wetland determinations that the participant  may have 
24. When a consultant provides FSA with the wetland documentation listed above, that information should go to the FO and be scanned and sent to the NRS. The NRS will forward the consultants’ information to the State Resource Conservationist for a review by the SRC staff. 
25. The SCR staff will review the data as they are received, schedule a site visit and work with the consultant to review their work. Upon completion, the SRC staff will forward the NRS the CPA 026e forms, a map labeled with the appropriate FSA wetland label, and a letter that informs the landowner of the wetland label and any use restrictions.
26. The RSS/SRC staff will send the NRS a certification sheet that indicates that NRCS has reviewed the wetland determination and that NRCS is certifying the determination and delineation. 
27. Once this process is completed, the NRS will update the “WC_HEL_Log” in column N.

Guidance to the Field Office’s when submitting information to the RSS and NRS:

[bookmark: SharePoint_Links]When sending the packet of information to the wetland team leader, the email subject line should follow the format:  County Name,_producer or farm name,_tract number.  

An example: Richalnd_Mendalbaum_T1234   

The field office staff should scan in all of the information requested (maps, aerials, soil map, historic photos) in one scan. We need the package as one file per email.  In the case where a single landowner submits multiple AD 1026’s, the use of this naming convention and a single file will help us keep multiple requests from the same landowner separate.

Please work with your NRS to ensure that this process goes as well as can be expected.
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