Special Payment Supplemental Guidance
It’s imperative States adhere to policy in 440-CPM, Part 512, Subpart G, Section 512.69, when requesting special payments to avoid delays in processing.

The STC representative will notify  the CSP Team coordinator at NRCS-Steward@ftc.usda.gov that they have uploaded a single pdf to the contract folder in DMS which includes a complete Special Payment Worksheet (512.124) and documents supporting the request.
The CSP Team will send a reply email acknowledging the receipt and logging of the special payment request.
In addition to the documentation requirements of section 512.69, the following items are required:

1. Chronological timeline of events (example, 6/1/2012-contract was obligated, 10/20/2012-annual payment was made) and short concise summary of reasons for the request.

2. ProTracts support confirmation that a special payment is needed, if applicable.

3. ProTracts support log numbers and status (active or closed), if applicable.

4. Confirmation that sufficient funds are available in the State cost overrun account to make the special payment.

5. Contract summary report from fund manager showing the payment status rejected by the Treasury (code TR), if applicable.
6. Annual payment limitation (APL) approved waiver letter if applicable. The APL waiver request may be included with the special payment request if needed to disburse the payment.
7. Confirmation that the annual or maximum payment limitation will not be exceeded. Include payment limitation analysis if applicable. 
Note: Annual payment limitation waivers may be approved by the Deputy Chief for Programs when the annual payment is not made in the correct fiscal year and the total annual payments exceed the yearly payment limit.  
8. Documentation to support that participant completed required conservation activities as scheduled (i.e., job sheet documentation requirements) when special payment is sought for expired contracts where NRCS did not certify or rescinded certification after contract expiration.
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