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PURPOSE:  	 The purpose of this Standard Operating Procedure (SOP) is to outline the responsibilities, processes and procedures used to perform Quality Control/Quality Assurance on all plans produced from the planning department.  This includes Technical Review, Editing, and Editing Review. Praedium completes a review of documents to assure a quality product, free of errors, is delivered to the client.

APPLICATION:   Applies to all Praedium Contractors and staff who work in preparing Planning Documents 

INVOLVED PARTIES: Planning Contractors, Planning staff, Director of Administration
	
APPROVAL RESPONSIBILITY: 	PMP 

DEFINITIONS:   
Technical Review — review conducted by Praedium Contractors to identify areas of concern, and to identify and quantify technical and other significant errors in the draft document, so planners can address them and Praedium can deliver a quality planning document. Technical Reviewers will likely document concerns, which are not errors, to call to the planner’s attention.

Editing – completed by Planning staff or designee to locate and correct typographical, grammar and formatting mistakes, and to locate technical or other significant errors missed by technical reviewers and field program managers

	Technical reviewers – Praedium contractors within the planning department who review and complete technical review documentation.

	Errors – During the technical review stage, errors are defined as items that have either not been addressed, or were addressed incorrectly that may not meet Praedium’ general CNMP requirements. 

	Third Party Technical Review – A technical review conducted by a contractor not involved in the original planning or review of the product.

PROCESS STEPS for Client Sales & Tracking:
A. Clients are handled according to LLC_SOP Contract Work Flow 
B. Once Contracts are sent out, they are logged in the Planning Department Record called Outstanding Contracts. 
C. Returned Contracts follow the LLC_SOP Contract Work Flow and start development per the next section of this document.

PROCESS STEPS for Product Development &Tracking:
A. Clients returned contracts are entered in the CNMP Planning spreadsheet and tracked through all stages of plan development. 
When contracts are received:
· Move the client folder from Clients Prospect to Clients Active under Planning Clients
· Remove the client name from the list under Planning, CNMP Records, Accounting Budgeting and Outstanding Contracts. This will reduce the amount for total outstanding contracts.
· Enter Form A (Client Request Form) information under module: DB-Environmental and select Add New
· Print Summary Results Sheet
· Make 2 folders and label with the type of Plan, Project #, Client Name and Year
· Director of Administration (DOA) folder includes signed contract and CPA-1236 form, (if applicable) make sure this form is completed, if not, contact NRCS to complete. Depending on the State, the completed form is either faxed or an original mailed. If original mailed, a copy goes in the DOA file folder.  Search the NRCS directory (LINK) or go to N:drive Planning/Department Records/Accounting Budgeting/District Conservationist (DC) State Contact List to find the District Conservationist (DC) for that State and County to either mail or fax:
· Mail original to AL, ME, TN, MI
· Fax copy to KY
· DC mailing labels folder (N:drive/Planning/Forms Checklists Logs)
· Write the date the CPA-1236 form was sent to NRCS on DOA copy
· Planning folder includes all other documents sent – this could include the CRF, CPA-70, soil and manure tests, etc.
· If received, scan the CRF, CPA-70, and soil and manure tests and put on the N drive in pre-contract folder for that client.
· Update the Planning Spreadsheet
· Enter date contract received
· Enter Project #
· Enter county
· Enter date soil/manure tests received
· Enter amount of the plan, which is the EQIP rate plus the client out-of-pocket cost
· Enter staff responsible for the plan
· Enter planners assigned to the plan
· File folder in Planning client file drawers under the proper State location
· Mail an update letter to the client letting them know their contract has been received and the timeline for when they will be contacted to schedule an on-site visit.
· Notify Planners in Maine when signed contracts are received so they can let us know who will work on the plan.  Let them know if it is an Update, if so and it is one we did originally, locate the original plan and upload to CWA
· Schedule planners on CWA
· Add blank slots under Index on CWA for:
· CNMPs
· CNMP
· Under maps, add slots for sketch maps, final maps, map checklist
· Under Form A enter (if received)
· CRF
· CPA-70
· soil & manure tests
· Visit Report (for KY, TN, MO, OH, WA, AL)
· Delivery Report (for KY, TN, MI)
· CNMPs for Maine
· CNMP
· Under maps, add slots for sketch Maps, final Maps, map checklist
· Under Form A enter (if received)
· CRF
· CPA-70
· soil & manure tests

Irrigation Water Management Plans (IWMPs) are listed under Conservations Plans – Add blank slots for:
· IWMP Under Conservation Plan > Index 
· Under maps, add slots for map checklist, sketch maps, final maps
· Under Form A enter
· CRF
· CPA-70
· Soil and water tests
· Visit Report

B. The timeline for plan completion varies.  A general expectation is outlined on the planning spreadsheet.  This timeline starts once all information necessary to complete the plan is made available to Praedium.  It also assumes that no issues that cause delays will occur. For example, the producer needing to locate additional spreading acres, weather, catastrophic event, etc. Plan timeline issues are tracked on the tracking spreadsheet.
C. In new states, the CEO or, and/or those with the delegated authority to do so, is responsible for ensuring a “state process and plan template” is developed (ideally in conjunction with NRCS) to ensure client product work meets all needed requirements before completion.  These are two separate items:
· Plan – what finished product must include, be ordered like, etc.
· Process – Interaction expectations of Praedium with NRCS state and local offices as well as any specific requirements regarding producers
a. During “template development” Praedium CEO or designee is responsible for clarifying the following: (including, but not limited to)
i. Outlining name and contact person(s) information for:
1. Client Satisfaction Information & general NRCS questions 
2. Producer EQIP Payment/Client billing questions
3. Technical Planning/Technical Service Provider (TSP) questions
ii. Finished product format/content needs (can send example to help start process)
iii. Need for plans to undergo NRCS review
1. Selection process for plans or % sampled
2. Expected timeframe plans will be with NRCS so Praedium can notify its clients as such
3. Contact name and address to send plans for review/approval
iv. Praedium guidance for handling district to district differences
v. Process for resolution of technical issues (software, offices, procedures, information needed for plans) 
vi. Process for communication on un-resolved issues
vii. Provision of Praedium Contacts to NRCS Contact
1. Technical
2. Customer Service/Complaints
3. Billing/Invoicing
4. Bidding and General Questions
b. CEO or designee is responsible for keeping records of all template approvals on-file for Praedium.  If these records include e-mails, relevant e-mail communication should be saved in the Planning Department Folder in the Records System.
D. Planner development is based on the state NRCS 590 Standards and the requirements of the State NRCS offices as outlined in the “template” designed above. 
E. Planner assignments and deadlines are tracked on the CNMP Planning spreadsheet, including changes of planner, if needed.

PROCESS STEPS to Deliverable Product:	
A. Unless on-site conducting ongoing quality review or another system is approved in advance by the CEO, Praedium assigned External/Internal Technical Reviewers utilize the Technical Reviewers Checklist to check the draft plan for technical and other significant errors. 
B. When the review is completed, the external/internal technical reviewers provide to the Planning Team, Field Program Manager (FPM), and Program Manager Planning or designee a copy of the CNMP_Chklst_(state specific)Technical Reviewer/or similar documentation showing concerns, identification of technical and other errors, and a summary total of technical and other errors, as well as any additional comments relating to the quality of the draft CNMP. These concerns and Technical or other significant errors are then addressed by the original planner(s).
a. The type of Non-Conformities found are part of the CNMP_Chklst_(state specific)Technical Reviewer which is retained and reviewed for departmental performance tracking purposes.
b. CWA ensures that previous nonconforming versions are not available for use and therefore can’t proceed in the process.
C. The Planning development team then addresses the review concerns and provides a copy of written documentation of how reviewer’s comments were addressed to the FPM and Program Manager Planning. Upon receipt of this documentation, the FPM verifies that the reviewer’s comments have been satisfactorily addressed, reviews the planning document, and FPM notifies the Program Manager Planning that editing can take place. 
a. When FPM finds that technical comments have not been addressed, they return the document to the planners for completion.  This process continues until all comments have been addressed and the document is ready for editing.

D. The Planning designee completes an edit of the draft Plan. The designee utilizes the Planning Form Final Editing Review to complete editing on the draft Plan. The editing process consists of editing the following items:
· Grammar
· Spelling
· Font
· Table adjustment
· Margins
· Headers/footers
· Deletion of extra spaces
· Addition of applicable attachments
· Addition of signatures
· Addition of soil and manure test results to the plan (if needed)
· Formatting

While neither Technical Reviewers nor the Planning team/developer is responsible for the above listed items, it is expected that the draft Plan provided is generally grammatically correct and readable.

E. Third Party Technical Review Process: 
a. At the discretion of the Program Manager Planning or designee, plans may be selected for review by a third party based on the following:
A. For agency contracts 10% of plans completed during a month or one plan, whichever is greater, may be selected for review. 
B. For individual contracts 20% of plans completed during a month or one plan, whichever is greater, may be selected for review.
C. Specific selection will ensure that plans written by a variety of developers are sent to third party review.
b. The CNMP_Chklst_(state specific) Technical Reviewer will be used by the third party reviewer to conduct the review.
c. A log of third party reviews will be kept to record: Plan Name, Category (Agency or Individual) Planner (s), Technical Reviewer (s), Third party Reviewer and date of third party review.

PROCESS for Product Delivery:
A. Plan documents are saved as pdf file and put on a CD (usually one CD is made for the producer and one for NRCS to be put with the plan). It varies from state to state what documents need to be on the CDs.
B. Planning staff develops a delivery letter to send with the plan.
C. Planning staff prints plan and assembles into binders.
D. Plans are generally shipped UPS Ground to either the producer or contractor for delivery, depending on State. (see Planning_Ref_Shipping_Plans)
E. If plan is delivered by the contractor, a delivery report is to be completed and put on CWA. Contractor should inform Program Manager Planning or designee the date the plan was delivered so CNMP Planning spreadsheet can be updated. Once the plan is delivered, the Program Manager Planning or designee requests DOA to print an invoice that Program Manager Planning or designee can send with a Client Satisfaction Form to the producer.
F. Contractor is notified by email when a plan is shipped directly to the producer, so they can follow-up with the producer after the scheduled delivery date to see if the producer has any questions. 

SUPPORTING DOCUMENTS:								 
[bookmark: _GoBack]Planning_Form_Final_Editing_Review
					 Planning_Expectations of CNMP/NMP Planners
					 LLC_Form_Client_Satisfaction_Evaluation.
 LLC_SOP_Contract_Work_Flow
 Planning_WI_Shipping_Plans
					CNMP_Chklst_Alabama_Technical_Reviewer
					CNMP_Chklst_Maine_Technical_Reviewer
					CNMP_Chklst_All_Other_States_Technical_Reviewer		
UNCONTROLLED DOCUMENT IF PRINTED – Considered obsolete 2 business days from 8/31/2015
Copyright 2006, 2012, 2014 Praedium Ventures, LLC.  All rights reserved.   	Business Confidential                                                                                                                                                                                                     		 
