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COMMONWEALTH OF PENNSYLVANIA

DEPARTMENT OF ENVIRONMENTAL PROTECTION

BUREAU OF WATERSHED MANAGEMENT
Chesapeake Bay Special Projects Funding Program 

Contract File Review Checklist

	District:
     
	Date:
     

	Landowner:
     
	

	Document #:
     
	District CBP Contract #:
     

	DEP Staff:
     
	NRCS Staff:
     

	District CBP Staff:
     
	Other:
     

	General Administrative
	Yes
	No
	Unknown
	N/A

	Landowner is a district cooperator?
	     
	     
	     
	     

	How is this documented?
	     


	Were any/all applicable permits for project obtained by landowner?
	     
	     
	     
	     

	If applicable, list permits:
     


	Comments:
     

	Nutrient Management Plan
	Yes
	No
	Unknown
	N/A

	1.
Is a nutrient management plan required?
	     
	     
	     
	     

	2.
Is there a nutrient management plan?
	     
	     
	     
	     

	3.
Is a manure management plan required?
	     
	     
	     
	     

	4.
Does it meet Act 38 requirements?
	     
	     
	     
	     

	5.
When was NMP initially developed or certified?
     


	6.
When was NMP last updated?
     


	7.
Is the NMP being implemented?
	     
	     
	     
	     

	(If not, what are the problems?)
     


	8.
From CBP-SP1, list annual AEUs for each animal group:

	Annual Animal Numbers

	Animal Type
	Number
	Average Weight
	Production Days/Year

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	9.
Total acres in plan where nutrients can be applied:
     


	10.
Is there a manure management plan?
	     
	     
	     
	     

	Comments:
     


	Landowner Files
(If there are multiple forms in the file, please use a numeric value to determine completeness, e.g. File contains five CBP-SP1 forms for multiple Special Projects, with reference to Section 3, two forms are fully completed, two are not completed and one form was used for general information and therefore Section 3 is not applicable.  Answer the following:   2  Yes,  2  No,  0  Unknown,  1  N/A.  When only one form is in file, simply use check marks to complete boxes.)

	CBP-SP1
	

	1.
How was the form used?
	 FORMCHECKBOX 
 Application developed by district for a specific Special Project.

 FORMCHECKBOX 
 General Information form by interested party to request assistance.

	
	Yes
	No
	Unknown
	N/A

	2.
Is Section 1 completed?
	     
	     
	     
	     

	3.
Is Section 2 completed and signed?
	     
	     
	     
	     

	4.
Did district develop questions to determine eligibility?
	     
	     
	     
	     

	5.
Is Section 3 completed and signed?
	     
	     
	     
	     

	Comments:
     


	CBP-SP3
	

	1.
Is the agreement fully completed and signed?
	     
	     
	     
	     

	2.
Are there any special conditions or modifications?
	     
	     
	     
	     

	3.
If so, how is the district ensuring that these are being met?
     

	4.
What is the termination date of the agreement?
     

Comments:
     

	CBP-SP3A
	

	1.
Is the agreement fully completed and signed?
	     
	     
	     
	     

	2.
What is the expiration date of the agreement?
     

Comments:
     

	CBP-SP5
	

	1.
Is Section 1 completed?
	     
	     
	     
	     

	2.
Is Section 2 completed?
	     
	     
	     
	     

	3.
Is Section 3 signed by both district and landowner?
	     
	     
	     
	     

	4.
Is District Only section completed?
	     
	     
	     
	     

	5.
Was check issued to landowner on or after the date the CBP-SP5 form was signed?
	     
	     
	     
	     

	Comments:
     


	CBP-SP9
	

	1.
Is all general information provided?
	     
	     
	     
	     

	2.
Is Section A completed for all Special Projects/BMPs?
	     
	     
	     
	     

	3.
Were any problems noted?
	     
	     
	     
	     


	
	Yes
	No
	Unknown
	N/A

	4.
If so, were solutions provided?
	     
	     
	     
	     

	5.
Is Section B completed?
	     
	     
	     
	     

	6.
Was a follow-up inspection required?
	     
	     
	     
	     

	7.
If so, was date verified by CBFR?
	     
	     
	     
	     

	Procurements – Check One:
	 FORMCHECKBOX 
 Simple Purchase
	 FORMCHECKBOX 
 Small Purchase
	 FORMCHECKBOX 
Sealed Bid
	 FORMCHECKBOX 
 N/A

	1.
What was the basis/justification for selection of this method?
     


	2.
Was the lowest bidder selected as contractor?
	     
	     
	     
	     

	If not, explain:
     


	3.
Was contract sum based on lowest responsible bid amount received?
	     
	     
	     
	     

	4.
Were any bids rejected?
	     
	     
	     
	     

	If so, explain:
     


	Simple Purchase

	(Complete for procurement procedure used)

	1.
Landowner submitted CBP-SP5 and appropriate invoices?
	     
	     
	     
	     

	2.
Project costs in excess of the average cost tables or design engineer’s estimate are justified and documented, and district has determined in writing if these additional costs are eligible for cost sharing.
	     
	     
	     
	     

	Comments:
     


	Small Purchase (CBP-7)

	1.
Are a minimum of three contractors listed?
	     
	     
	     
	     

	2.
Is written justification provided if three bids were not obtained?
	     
	     
	     
	     

	3.
Is Landowner’s Determinations section completed and signed by landowner?
	     
	     
	     
	     

	4.
Is Section III completed and signed by district?

Check one:   FORMCHECKBOX 
 Approve /  FORMCHECKBOX 
 Reject landowner’s selection
	     
	     
	     
	     

	Sealed Bids

	1.
Did the district conduct advertisement for invitation for bids at least 30 days prior to the beginning of construction?  (Copy of ad should be in the file)
	     
	     
	     
	     

	2.
Was EEOP statement in the advertisement?
	     
	     
	     
	     

	3.
Did the district allow at least 21 days between invitation for bids and bid opening?
	     
	     
	     
	     

	4.
Did the district keep a log of bids received?
	     
	     
	     
	     

	5.
Date of site showing:
     


	6.
Bid opening, date, time, and location:
     


	7.
Did the district concur with landowner’s bid selection?
	     
	     
	     
	     


	8.
Did the bid package contain at a minimum; CBP-17, CBP-18, Sample CBP-8, approved BMP design plans and specifications?
	     
	     
	     
	     

	Comments:
     


	CBP-17

	1.
Is the form completely filled out?
	     
	     
	     
	     

	2.
Is site showing information provided?
	     
	     
	     
	     

	3.
Is bid opening information provided?
	     
	     
	     
	     

	Comments:
     


	CBP-18

	1.
Is Section I and the first three columns of Section II completed?
	     
	     
	     
	     

	2.
Did the contractor completing the form enter their bid amount, company name, address, phone number, and sign the form?
	     
	     
	     
	     

	Comments:
     


	Additional Comments:

	     

	Signatures

	The signatures below acknowledge that the DEP Chesapeake Bay Field Representative has reviewed the results of this file review with the district staff.

	Signature of Conservation District Representative
	
Date

	Signature of Chesapeake Bay Field Representative
	
Date


Chesapeake Bay Special Projects Funding Program Contract File Review Checklist Instructions

This form will be completed by the CBFR as part of the annual field review and compliance field inspections.  It is provided in this section for the conservation district to review and be aware of what the CBFR will be evaluating at the time of the field review and compliance inspection.
