July 1, 2017January 2020

Program Review Preparation Checklist
______________ SWCD


Establish Dates and Notify SWCDs

· Contact SWCD via email with suggested dates for program review. Suggest 2 to 3 day windows.
· Identify additional DSWC personnel who may need to attend (i.e., area coordinator, operations review team)
· Establish and confirm date with SWCD via email. Program review date: _______________________
· Write notification letter to SWCD Chairman. Notification form letter found here: H:\everyone\ACSP\Program Reviews\Forms and Schedules\Notification template.doc. 
· Send notification letter to SWCD including supervisors.  Include copies of office review and contract/field review form. 
· Hotel reservations and/or travel advance forms (overnights travel only). Travel advance forms required 10 days prior to departure.
· Reserve 4WD vehicle.

Review Documents and Select Contracts

· Review the strategy plan review feedback and note the priorities of the SWCD and use these to compare to contracts submitted for approval.
· Contract summary reports from legacy system are now on the H drive: H:\everyone\Cost_share_programs\County_Contracts_Legacy   They can also be ran for the years in CS2.  Count number of contracts under active maintenance. Basic rule of thumb:  pull 10 years plus an additional 2 to capture BMPs that may not have been installed until the end of the third program year. 
· Select 5 percent or more of contracts to spot check. Select a mix of different types of BMPs, include at least one AgWRAP pond or pond repair/retrofit.  Spot check at least six contracts per review.
· Search for additional contracts under cooperator/business name. Same farm will require spot check for all BMPs under active maintenance on that farm. SWCD should have record of same farm BMPs.
· Search for all supervisor contracts under active maintenance if not already selected as part of the random pool. 
· Review a random selection of board minutes. Minutes can be found on Sharepoint.  A listing of county sites can be accessed at: H:\everyone\NPS Section\Admin
SWCD SharePoint web addresses.xlsx 

Documents – Request from SWCD

· Request that the following documents be ready for review the day of the office review. Make the request up to one week before the program review via email for documentation purposes.
· Announcements for board meetings.
· Current ranking sheets and written priority system.
· Advertisements.
· Examples of non-compliance notifications and conservation notes.
· External/internal audit reports for technical assistance and BMPs, operating expenses. 
· Board minutes.
· Job approval authority (JAA) for each employee.

1 to 215 Days Prior to Program Review – or sooner if biosecurity or access issues may be present

· Provide list of contracts/BMPs to be spot checked to SWCD. Request that SWCD personnel map a route and notify landowners that DSWC personnel will be on the property and obtain keys if necessary for access.  Send template letter to district.
· Cooperators must be contacted a minimum of 10 days in advance of visit.
· If necessary, follow up with district to obtain the table with permission for each contract selected for a field visit.
· [bookmark: _GoBack]Gather notes and extra copies of office review and contract/field review forms.
· Make Ffinal travel arrangements and meeting locations.



Program Review Office and Contracts/Field Review Checklist

Office Review Form 
· Introductions.
· DSWC and SWCD introductions. 
· Purpose of program review. Explanations of what we are looking for.
· Questions from SWCDs
· Complete office review form.
· Review filing system and pull random files for review. Note: Federal and state contracts/documents should be filed separately. 
· Inquire about non-compliance and/or recommendations noted in the files.
· Begin reviewing contract files for conservation notes, maps, CSP forms, receipts, etc..
· Confirm schedule for day 2 (i.e., start time, meeting location, etc.).

Contract/Field Review Forms 

· Review contract files for conservation notes, maps, CSPs forms, receipts, etc.
· Record notes on CSPs field forms.
· Ask SWCD personnel to explain the purpose of the BMP and identify any additional water quality concerns on the farm.
· SNAP scan all pages of all contract files.  

Conclusions

· Provide preliminary summary of office and contract/field review.
· Review timeline for report and any required follow-up.



Program Review Report Checklist
Prepare Program Review Report
· Written report to SWCD within 45 calendar days. (Internal goal of 30 calendar days.) 
Due date: _________________   Report should include: 
· Cover page with purpose of program review and response due date.
· Summary of major categories (i.e., record keeping, contracts, etc.)
· Commendations, recommendations and corrective actions defined
· Request reply from SWCD within 45 calendar days. SWCD response due: ______________

Review Response from SWCD
· Review SWCD response within 30 calendar days. Due date for response: __________________
· SWCD plan of action should include:
·  How SWCD is going to address corrective actions and implementation dates
· Comments on recommendations and if any changes are going to be made. 



· Corrective action not addressed with second response from SWCD, DSWC will present the review to the Commission. SWCD must be present to defend their interpretation of the rules and policies. 
· Program review and responses complete. Date: ______________   Signed: __________________

Does the SWCD address all of the corrective actions identified during the program review?


YES


NO


Does the SWCD provide a response to the recommendations provided by DSWC?


YES


NO


Send thank you letter to SWCD. Acknowledge implementation dates for corrective actions and any additional follow-up that may be needed.


Send second program review response to SWCD pointing out the corrective actions not addressed in initial SWCD response. Give 30 calendar days to respond.


Send thank you letter to SWCD. Acknowledge response to the recommendations and any additional follow-up that may be needed.


Send thank you letter to SWCD pointing out the recommendations again and that the DSWC strongly encourages the SWCD consider implementing the recommendations presented in the report.


