


• Streamlined case update form,  
• Budget forms which include Full-Time Equivalent (FTE) counts,  
• Study forms allowing case managers to request new studies and to report on the progress 

of their studies,  
• Case Document Library to house documents in one centralized location,  
• Applications and updates pre-populated with information from the Authorized Official 

nominations or previous applications, and 
• Electronic Signature process for the Authorized Official and Case Solicitor signatures.  

 
Utilizing DARTS helps to reduce time, effort, and errors throughout the funding allocation 
process.  Applicants are able to more thoroughly complete the funding application in a 
reasonable amount of time while providing the NRDAR Program and Bureaus with very useable 
data on assessment activities for future budget purposes. 
 
Evaluation of funding applications continues to be based on the nature and extent of injury to 
resources under Departmental trusteeship.  Technical factors such as natural resource economics, 
science, and legal sufficiency will be peer reviewed and case and program management factors 
will be considered.   
 
Included with this memo are important documents for case managers to reference when 
requesting funding through DARTS.  Attachment 1 includes policy guidelines and general 
reminders administered by the NRDAR Work Group each year to case teams requesting damage 
assessment funding.  It also explains a new pilot funding option for case managers whose case is 
primarily in the response mode, however limited NRDAR coordination funding is needed.  
Attachment 2 includes detailed instructions for case managers when using DARTS.  Scheduled 
trainings will begin later this summer for those needing a system overview or help with specific 
questions; assistance is also available anytime by contacting ORDA Operations staff directly. 
 
In CY 2018, the NRDAR Program funded 24 cases for $3.9 million while an additional 53 cases 
continued on previously allocated funds. The NRDAR Program continued to make strides in 
using recovered money from Responsible Parties, in resolution of previous natural resource 
damage claims, to fund a significant proportion of new damage assessment activities.  This is the 
result of good work by the case teams documenting their assessment costs which have led to 
successful cost recovery in damage settlements.  Furthermore, the NRDAR Program distributed 
nearly $76 million in 2017 for projects that restored trust natural resources injured by hazardous 
materials or oil spills.  This success is evidence that our unique partnership among bureaus and 
offices, created in 1997, continues to thrive.  It is made possible by the dedication of your staff 
and our ongoing collaboration to identify, fund, conduct and settle cases to ensure the restoration 
of injured natural resources and habitats. 
 
If you have any questions or comments, please call me at 202-208-4863.  Users needing 
technical assistance with DARTS can contact members of my staff, Emily Joseph, 202-208-4438 
or Deb Hopkins, 202-208-7594.  Thank you for your continued support. 
 
Attachments 
 
cc: NRDAR Work Group 
 Steve Farrell, Office of Budget
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Attachment 1 
 

Calendar Year (CY) 2019 NRDA Policy Guidelines and General Reminders  
 
Overall: 
 
Funding applications should be prepared for the calendar year (January 2019 through 
December 2019), as opposed to fiscal year 2019.  This is done to: (1) synchronize the 
request with the anticipated schedule for the distribution of the funds, (2) allow time for 
Bureaus and Offices to determine final Bureau needs on multiple Bureau cases, and (3) 
allow for better data on bureau carryover balances.  
 
Authorized Official: 
 
In order for case managers to apply for funding, there must be an Authorized Official 
(AO) designated for the case.  
 
NRDAR Coordination Funding Options: 
 

• Preliminary NRDAR Coordination (PNC) - first started as part of the CY 2018 
Allocation Process, this type of funding will be continued as a pilot for CY 2019.  
This funding is intended to be used by a case manager to support coordination 
with response1 activities at a site with the potential to have injury to or loss of 
natural resources and/or their services.  This funding is intended to support early 
involvement in response activities.  It is anticipated that this funding will be 
utilized most commonly at sites where response activities are expected to take 
over five years and where DOI has priority resources.  Examples of the types of 
activities supported by this funding include coordination of preliminary data 
collection, review of documents, including milestone documents such as 
Remedial Investigation and Feasibility Study (RI/FS), Engineering Evaluation/Cost 
Analysis (EE/CA) and Proposed Plans, and participation in meetings with state and 
federal response agencies and potentially responsible parties.    
   
PNC funding can be requested prior to a case team having completed a Pre-assessment 
Screen (PAS) and is limited to a total of up to $50,000 over 5 years.  These funds are 
meant for technical support activities only, including cost of limited sample collection 
and storage, (i.e., chemical analyses, requests for studies, data management, and 
administrative record development will not be considered).  Bureaus will be asked to 
contribute some portion of funding for these recoverable NRDAR activities.  On an 
annual basis, the case manager along with the case Solicitor shall evaluate whether PNC 
funding continues to be needed or whether it is appropriate for the case to move forward 
with an application for PAS funding.   
 

                         
1 CERCLA defines response (Section 101 (25)) as "the terms "respond" or "response" means remove, removal, 
remedy, and remedial action, all such terms (including the terms "removal and "remedial action") include 
enforcement activities related thereto."   
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PNC funding is recoverable as a reasonable cost of assessment.  For example, if the case 
team determines not to proceed with a formal NRDAR process, but instead provides a 
Covenant Not to Sue position under CERCLA Section 122(j), the case team will seek to 
recover the PNC funding as assessment costs.   

 
• Ongoing NRDAR Coordination (ONC) funding - once a PAS has been completed, 

there may be instances in cases where response activities are currently occurring, and 
moving forward with an assessment plan should wait for response activities to ramp 
down.  In these situations, case managers may request ongoing NRDAR coordination 
funding which would be utilized to support the case manager only.  When requesting 
funding in this scenario, the case manager may request ongoing funding to support 
limited coordination activities with the response agencies.   

 
Pre-Assessment Screen: 
 
It is the policy of the Department to conduct NRDAR activities in accordance with the applicable 
regulations to the greatest extent practical, including the development and maintenance of an 
administrative record of such activities.  As a general matter, consistent with Departmental 
policy, projects funded by the NRDAR Fund will be required to follow the regulations, 
beginning with a PAS in CERCLA cases to determine whether pursuing an assessment is 
warranted.  Case managers requesting ongoing case funding must have a completed PAS.  It is 
the Department’s policy that further funding for injury and damage determination, including the 
development of the assessment plan, is not approved unless the PAS is signed. 
 
Carryover: 
 
Due to the timing of the allocation process, case teams are asked to project their carryover and 
needs almost 6 months before new funding may be disbursed.  Having to report their projected 
carryover for the calendar year (committed and uncommitted), along with a description of what 
activities will be funded is required.  In addition, the case managers will need to report their 
projected carryover (committed and uncommitted) twice during the allocation process; first at the 
time that the case funding application is submitted, and second, before the NRDAR Work Group 
(WG) meets for the allocation meeting (typically in the 1st week of December).  This second 
reporting will be done by the case manager via email.  At the same time, ORDA will generate a 
carryover report (as of the end of the fiscal year) for each case requesting ongoing funding.  The 
additional report from the case manager as well as the ORDA generated report will provide the 
WG with more accurate carryover figures and will assist the WG in being able to better project 
the net amount a case team needs for their funding for the next CY.  This will ensure consistency 
across funding applications and more accurate reporting.   
 
Indirect costs: 
 
For bureaus requesting it, the Program will fund indirect costs at a rate not to exceed 7% of total 
project funding.  No additional indirect administrative support costs should be assessed against 
NRDAR funds received from the Department.  To meet this requirement, the personnel costs 
should include only salary and benefits, and not include other elements often included in “staff 
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days”, “biodays”, or similar methodologies.  Any other direct costs should be identified where 
appropriate. While the 7% rate may only partially offset total indirect costs, it is consistent with 
the partnership approach that has been a benchmark of the Program since inception.  All direct 
and indirect costs should be documented and included in claims submitted to the responsible 
party(ies) as they are legitimate costs to the Bureaus or offices concerned, whether or not the full 
level of indirect costs is funded by the Program at the time of allocation. 
 
Reminders: 
 
The funding provided through the Case Application process of the Office of Restoration and 
Damage Assessment is for the limited purpose of activities for the natural resource damage 
assessment, including restoration scaling.  These NRDAR funds cannot be used for: 
 

1) Planning or conducting remedial activities,  
2) Engaging legal counsel to act as a legal representative for any Trustee,   
3) developing a restoration plan and/or conducting scoping or feasibility of restoration 

projects after completion of the RCDP, 
4) Training, 
5) Non-case related travel (e.g. conferences), or 
6) Supporting case management activities of non-DOI trustees. 

 
Where either programmatic policy considerations or case-specific considerations may justify 
departures from the regulations, case funding applications will be expected to identify those 
provisions in the regulations that the case team believes are not practical to follow, and to 
articulate why it is not practical to follow them.  Where uncertainties exist regarding the 
requirements of the regulations or whether a particular practice is in accordance with the 
regulations, case funding applications should identify such uncertainties or questions. 
 
Role of DOI Economist: 
 
All cases must have a DOI economist assigned to the case team who reviews the information 
submitted as it relates to any economic analyses and/or studies.  Role of DOI Economists in 
Support of NRDAR Cases Policy Memorandum requires that all NRDAR cases have a DOI 
economist review economic work and assist the case attorney and case team with the planning, 
implementation, and/or documentation of all economic analyses.  If you do not have a DOI 
economist assigned to your case team, you may contact ORDA Ops to do so.   
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Study forms:   
 
Electronic study forms need to be submitted as part of the application.  Providing information on 
new, ongoing, completed, and/or discontinued studies funded previously by the Program will 
assist in tracking associated milestones and result in a better understanding of the issues involved 
at specific NRDAR cases for use nation-wide.  For case managers using the USGS to conduct 
their studies, the 7% USGS indirect rate does not need to be requested when submitting an 
application.  It will be applied by the system and will be assessed pending approval of funding of 
the study at the time of allocation.   
 
Restoration Support Unit (RSU): 
 
The RSU is available for consultation for exploring possible restoration activities for a particular 
case in order to support restoration scaling and damages determination in the Assessment Phase 
of the NRDAR.  The RSU is available to support case teams at no additional cost to the case 
team and the RSU costs need not be included in the application for case funding.  However, 
these costs should be tracked for the purposes of cost recovery.  Please contact Sue Kennedy 
(303-445-3882 or at susan_kennedy@ios.doi.gov) for more information. 

Contractor support: 

Case managers must ensure that any contract or agreement entered into using damage assessment 
funds shall include a DOI bureau or the DOI as a party to the contract or agreement.  For 
example, any contract funded by ORDA related to data collection, analysis, administrative 
support, or other third-party expert must include a DOI bureau or the DOI. 

The U.S. FWS has a Blanket Purchase Agreement that is available for all DOI case managers to 
use for contractor support for assessment activities.  For more information, please contact Ted 
Maillett, FWS Division of Economics; Email: Edward_Maillett@fws.gov, ph: 703-358-2322. 

For cases using third parties to conduct damage assessment activities and help prepare their legal 
claim, the preferred mechanism is via a contract and work plan.  Due to the potential litigation 
sensitivity of assessment studies, CERCLA permits obtaining assessment services on a 
noncompetitive basis (i.e. sole source – see CERCLA section 109(e)).  If a cooperative 
agreement with a third party is the only available mechanism a case team can use to conduct 
damage assessment activities, they must follow the approval process outlined in the 
memorandum, Guidance for Financial Assistance Actions Effective in Fiscal Year 2018 issued in 
December 2017.  Grants are not an appropriate mechanism to conduct damage assessment 
activities.   
 

mailto:susan_kennedy@ios.doi.gov
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Attachment 2 
 

Calendar Year 2019 Case Funding Application Instructions 
 
The site for accessing the CY 19 funding applications is available at the following Internal DOI 
URL:  http://internaldarts.usgs.gov.  The system can be accessed by DOI personnel only.  Login 
is not necessary, as it recognizes a user’s active directory information.  Users must be on the 
Department’s network or Pulse VPN to access the system. 
 
Important points! 
 

• While the system is accessible in either Chrome or Internet Explorer, there is limited 
functionality when using DARTS in Internet Explorer.  For best results, users should 
use Chrome. 

 
• All cases which have submitted funding applications within the last five funding cycles 

should have their previous answers loaded in the system.  If your information does not 
appear, please contact ORDA Ops immediately. 
 

• Any users attempting to update info for ongoing, completed, or discontinued studies 
and do not see their information in the system, should contact ORDA Ops immediately. 

 
• Documents associated with your case can be found on the Documents tab, as well as 

the Case Funding Application Management form.  If any case managers feel their case 
is missing documents, they should contact ORDA Ops immediately. 

 
• We have placed tips/tools by several questions (indicated by a ‘?’ icon) to help when 

answering questions.   
 

• Milestone templates and help guides can all be accessed in the system on the 
“Downloads & Resources” tab. 

 
• The system has a timeout of 1 hour after no activity.  Please be sure to save your work 

often to ensure none of your responses are lost.   
 

• If you have someone who is an alternate case manager for your case and needs access 
to fill out the application, they can be added on the ‘Edit Details’ page under the Case 
Manager form field.   

 
• Please contact ORDA Ops if you need access to the site or any additional cases or 

experience any technical difficulties with the site. 
 
Upon accessing the internal DARTS site, you will be presented with the list of cases for which 
you have been identified as the case manager and have access to edit.  You can click on the case 
name to edit the specific details of your case, or click on the PAS/PNC or Case Funding 
Application (CFA) buttons, depending on what type of funding you need.   

http://internaldarts.usgs.gov/
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NRDAR Internal Homepage: 
 

 
 
The first step in submitting an application is to review the information housed in the system for 
your case.  You can do so by clicking on the name of the case you wish to edit or review.  This 
will take you to the ‘Edit Details’ Page. 
 
1. Edit Details Page.  This page lists the information available in the system related to your 
case.  If you would like to edit any of the information, do so here. If your case is publicly 
available, editing any of the info will cause it to be temporarily removed from the public site 
until the information has been approved by the case solicitor and ORDA Ops.  To notify ORDA 
Ops that the modified information is ready for review, and the case is ready again for public 
display, check the box next to ‘Ready for Review’ in the blue Administration box at the top-
right of the page. ORDA Ops will receive an email notification to approve most of the edited 
information.  However, edits to case name and description need to be approved by your case 
attorney.  You can continue working on your application while the case is removed from the 
public website, however it will not be displayed publicly again until the information is 
approved.  Once you have reviewed your info and made all the changes to the edit details page, 
you can proceed to either the PAS or CFA forms to request funding or submit an update. 

 
In order for any of your changes to be saved in the system, you must click the ‘Save Changes’ 
button.   

 
Note – only cases which have a publicly available document are displayed on the public side of 
DARTS.  You can confirm if your case is publicly displayed by viewing the ‘publicly 
displayed’ column on the NRDAR Case Details and Documents Management Interface Page.   
 

 
 

Click on PAS to access 
PAS/PNC Funding 
Form. 

Click on Case Name to 
access ‘Edit Details’ Page 

Click on 
CFA to 
access Case 
Funding 
Application 
(for 
ongoing 
cases 
requesting 
funding or 
providing 
updates). 
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Edit Details Page: 
 

 
 

 

Additional parameters – such as 
COCs, Documents housed in 
the system, RPs and PRPs 
(including those in bankruptcy). 
Please note that OUs are now 
entered here and will auto-
populate on your CFA. 

If case is to be displayed 
publicly, click box adjacent to 
‘ready for review’ when done 
editing and saving the ‘edit 
details’ page. 

Contains general info about 
your case. 
 
Alternate case managers can 
be added to your case so they 
can edit your case. 
 
Description of your case – if 
this will be shown publicly – 
it must be approved by the 
case solicitor.  
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2. Pre-Assessment Screen (PAS)/Preliminary NRDAR Coordination Funding 
Application.   
 
Cases that have not previously requested regular cycle calendar year funding can request funding 
to either complete a PAS or for funding to support case managers coordinating with response 
agencies prior to completing a PAS. 

Both forms contain an area of questions that are pre-populated with information previously 
provided.  This form contains both screening level questions as well as “baseline” information 
questions about the case, such as Contaminants of Concern and Potentially Responsible Parties.  
In order to request PAS/PNC funding, click on the small, gold “PAS” icon to the right of the case 
name on the DARTS home screen to begin filling out the forms. This will take you to the 
Funding Allocation Form Management page. 

Click on the grey bar to navigate to the PAS/PNC budget form.  

New this year 
– OU 
information 
has been 
moved from 
the 
CFA/Update to 
the edit details 
page to make it 
easier to edit 
and keep up to 
date.  All 
previous info 
entered should 
be saved. 
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After your figures are entered, click on the “submit and continue” to proceed to the form 
management page. Click the gold bar to proceed to the PAS/PNC funding application form. 

PAS/PNC Form Management: 
 

 

 
Depending on whether you need PAS or PNC funding, the system will take you to the correct 
form.  Once you complete your request, you can then submit it for signature and review.  If you 
need a hard copy of your application, you can create a PDF of the form by hitting the ‘Print the 
PAS or PNC’ button.  Then right click in the white space and choose ‘Print…’ from the menu. 
Click the ‘Change…’ button under ‘Destination’ and choose ‘Save as PDF’.  Note:  These 
instructions are if you are using Chrome as your browser.  If you are using Internet Explorer, 
right click in the white space and chose ‘Print”.  Then select Adobe PDF to print the form.   
 
*Note: Completed PAS’s must have the AO signed PAS uploaded to DARTS before accessing 
the Case Funding Application (CFA), this can be accomplished in the Edit Case Details page, or 
later when entering the CFA process.  
 
 
 
 
 
  

If your case already has a 
completed PAS 
document, you can 
upload it here in PDF 
format. It must be in 
PDF format and the date 
that the document was 
signed must be entered in 
order for the document to 
be uploaded.* 
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3.  Funding Allocation Form Management Page 

To begin the CFA process, click on the small, gold “CFA” icon to the right of the case name on 
the DARTS home screen; this advances to the Funding Allocation Form Management page. 

 

 
If you are not requesting funds for a study, you can go directly to the budget form first.   
 
Case managers should identify their case management needs including FTEs required for the 
Calendar Year.  Once completed, these figures will prepopulate the Executive Summary Cover 
Sheet.   
 
3a. Budget Form: 

• The budget form shows all funding to date from ORDA. 
• Fill out your case management costs for your case including personnel costs, travel, 

supplies and materials, equipment and contractor costs.  We have eliminated the need to 
split the categories for case management costs except for personnel.   

• You also have the ability to request funding for certain assessment milestone products 
including (Preliminary Estimate of Damages, Assessment Plan, Restoration and 
Compensation Determination Plan, Administrative Record). 

• Note - please indicate funding for each bureau and whether contractors are being used. 
• Please input your carryover (projected and committed). 
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Enter your travel, supplies & 
materials, equipment and 
contractor (unless already 
requested above) costs here.  
There is now a text box to explain 
up front what your supplies and 
materials are for (to help minimize 
questions later). 

If you are requesting funding for 
a PED, AR, AP or RCDP, 
request that here. 

At least 2 out years of estimated 
funding needs must be entered to save 
your form.  Cases that might settle 
(i.e. not need any funding in future 
years) can enter zero.   

There is now a text box to explain what 
your committed carryover funds are for 
(to help minimize questions later). 

Insert all personnel for each 
bureau requesting funding. 
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• Click the “Save and continue working” button and make any additional edits or click the 
“Submit and Continue to CFA” button which will send you to the Case Funding 
Application Management Form. 

 

Once you hit the ‘go to the CFA’ on the Case Funding Application Management Form, you will 
be taken to a screen which should look very similar to last year’s application.  The Executive 
Summary pulls figures from what was entered into the budget form.  It is read only.  If you need 
to adjust, hit the budget form at the top.  You can then proceed to the application/update to finish 
your application. 

 

 
 
 
 

3b. Study forms: Users can request funding for a new study through either the funding form 
management page or by clicking ‘add new study’ under their case name.   

This info should all auto-
feed.  Once you hit submit, 
depending on your net 
request, the system will 
then direct you to fill out 
the CFA or the Case Update 
form. 
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Note: any users attempting to update info for ongoing, completed or discontinued studies 
which they have previously submitted and do not see their information in the system, 
should contact ORDA Ops immediately. 

If you need to report on an ongoing study and/or request new funding for an ongoing study; or 
complete a completed or discontinued study form, click the third radio button on the Funding 
Allocation Form Management page (ref. first screenshot in this section, 3. Funding Allocation 
Form Management Page) which will present you with a dropdown list to select the study you are 
reporting on.  This will take you to the Study Form Options Page.  You can also access any 
studies in the system by selecting them underneath the respective case name on the NRDAR 
Case Details and Documents Management Interface page.  

 

 

  

Click the dropdown arrow 
to the left of the case name 
to expand the selection and 
see the ‘add new study’ 
option. 
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• New Study:  New - used when first asking for funding for a study (1st year) 

 

 
 
 

 
 
 
 
 

Upload your 
study proposal 
and describe 
your activities 
for CY 19. 

Provide a summary of your 
study, including your goals. 

Enter details about the study you are 
proposing – name, lead, category 
and which DOI resources will be 
addressed by the study.   
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Include in-kind or 
cost matching total 
contributions here, 
and fully describe 
these below. 

Insert new line for each 
year of the study, and 
include all study costs 
requested in that year. 
 

Please describe any potential future 
work related to this study that you 
haven’t mentioned above. 

Remember to save your work!  
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• Ongoing/progress report:  Ongoing – year 2 and any subsequent years – may be 

asking for funding or not 

 

 

Report remaining balance 
from previous year 
funding here. 

Describe your previous 
year activities or upload a 
document explaining 
them. 

Funding allocated in 
previous year.  This info is 
pulled from original study 
form. 

If applicable, insert 
amount of funding 
requested for CY 2019. 
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Explain why these funds are 
needed.  Is this the 2nd year 
of the study?  Did you 
encounter unanticipated 
costs requiring more 
funding? 

Describe your 2019 
planned activities. 
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• Completed Study:   study has ended.  Once you upload a final study report to the 
case documents, your only option will be to fill out a completed study form. 

 

 

 

 
 
 
 
 
  

Once you have finished 
your study and uploaded 
your final study report, be 
sure to fill out a completed 
study form. 
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• Discontinued Study:  original study design has changed  

 

 
 
 
 

After completing the appropriate study form, save and submit it to proceed to the CFA start page. 
 
4. Supporting documents.  Study plans and other milestone documents can be uploaded at 
the CFA start page. Please refer to the DARTS Document Upload Guidance for instructions on 
filling out the required metadata for uploaded files. 

Note that additional supporting documents may be uploaded later in the Documents tab found at 
the bottom of the case details page, as well as at the top of your CFA if you fail to upload them 
all during this process. 

Before proceeding to the streamlined case update or case funding application, case managers 
should upload all relevant documents including but not limited to:  
 

• Memorandums of Understanding 
• Pre-Assessment Screen (PAS) 
• Maps 
• Agreements 
• Study proposals  
• Preliminary Estimates of Damages 
• Quality Assurance Project Plans and/or 
• Milestone templates (OPA or CERCLA) 

 
All documents will be linked to specific cases in order to be retrieved later for use by the review 
team.  
 

Fill out a discontinued study 
form if something significant 
has occurred with your study 
and it needs to end.  If you 
need to request funding for a 
new study, go to the new 
study form. 



Page 16 of 24 
 

An MOA/MOU must be uploaded for any case funding application.  For application purposes, 
“completed” means the involved DOI Bureaus have reached consensus, the documents are 
signed by the AO, and a copy of the signed documents are either provided with the funding 
application and/or are already in the Case Document Library.  In order to facilitate current case 
evaluation and future case needs, upon completion, adoption or approval/signature, please upload 
all relevant assessment and restoration documents (i.e., PAS, PED, Assessment Plan, RCDP, 
injury studies). 

 

 
 

This page will display all submitted Case Funding/Management documents currently on file in 
the system, including submitted documents from previous funding cycles.  If you have 
submitted documents previously which are not displaying, contact ORDA Ops 
immediately. 

 
Click on the large, gold “Go To the CFA!” icon to advance to the CFA form.  

 
5. Case Funding Application.  If your case requires funding to support its CY 19 activities, 
you will be directed to the case funding application (CFA) after inputting all of your info into 
the budget form and study forms (if applicable). This form is to be filled out for ongoing cases.  
It contains pre-populated data from the AO Nomination, PAS form, and/or any previously 
submitted applications.  The ‘form refresh’ button at the top of the form allows you to see any 
changes you’ve made to any of the fields from the ‘edit details’ page which appear on the CFA 
form.  The form contains questions necessary to evaluate a case to determine if it demonstrates 
sufficient technical and legal merit, trustee organization, readiness, and shares similar Program 
management objectives.   

Once you have uploaded 
all of the documents you 
would like to associate 
with your case, you can 
click on the ‘Go to the 
CFA!’ button to proceed 
with your application. 
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The information contained in the case funding application helps demonstrate progress toward 
stated assessment and restoration planning goals.  As appropriate, case managers are required to 
update any site and case information as well as answer questions addressing case management 
and technical and legal reviews (including economic, scientific, and legal issues).    To improve 
business practices, case managers may be asked to provide concise case updates when requested. 
Guidance on the timing and format of such updates would be provided at the time of the request. 
 
The case funding application is divided into the following sections: 
 

• Case Information (CI 1 – CI 26) 
• Case Management (CM 1 – CM 25) 
• Case Accomplishments (CM 26 to CM 29) 
• Case Strategy (CM 30 – CM 34) 
• Studies (S 1 – S 24) 

 
o Note:  Remember that separate study forms are required to provide specific 

details for new, ongoing, discontinued, or completed studies. 
 

Case Information Section (CI 1-CI 26) 
 

 
 
 

 

Note – Information on OUs are now 
entered on the edit case details page. 
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Case Management Section (CM 1 – CM 25) 
 

 
 
 
Questions CM 8 to CM 16 are for OPA cases only.  Non-OPA cases can skip down to CM 17 to 
answer questions on the Assessment Plan. 

Questions CM 6 and CM 7 relate to 
questions about other funding being 
provided to the case by PRPs or non-
trustees. 

Case Readiness (CM 1 to CM 5) 
 

Changes to questions are tracked for 
the current year.  They show up in the 
history pop-up next to each question.  
Once the CFA has been signed by 
both the AO and the SOL, the last 
response is saved, and any past edits 
are deleted. 
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Case Accomplishments Section (CM 26 to CM 29) 
 

 
 

 
 
 
 

Information previously provided 
in earlier year applications 
should prepopulate your 
responses. 

Assessment Plan (CM 17 to 
CM 24) 

If your case received comments 
from the WG last year, they are 
indicated here.  Please be sure to 
address them as appropriate in your 
application. 
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Case Strategy Section (CM 30 – 34) 
 
These questions relate to the overall direction of the case, as well as any possible complications 
or challenges. 

 
 

 
 

Within the case strategy section, there are general questions related to any studies users are 
conducting which will help contribute towards the development of the claim, as well as a set of 
legal questions. 
 

 
 
 
 
 
 

New question asks case 
managers to alert the WG if 
the case is close to settlement. 

Be sure to hit save after each section! 

Science Review (S1-S3) 
 
If requesting funding for a new study you 
must submit specific details by filling out 
the new study form.   
 
If you are submitting info on an ongoing, 
discontinued or completed study, you may 
access these forms from the study form 
options screen. 
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Reminder –All cases must have a DOI 
economist assigned to the case who 
assists the case team.  DOI economists are 
identified on the case details page and 
auto feed onto the CFA.   
 
 
 
 
 

Economic Review (S4-13) 
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Case managers with personnel from other bureaus working on their case can add those Points of 
Contacts on the edit case details page to allow other personnel on the case team to review the 
application.  Alternatively, case managers have the ability to convert their application into a PDF 
format so they can share the hard copy with their respective bureau counterparts if needed, as 
well as provide a hard copy to their case attorney and AO if needed before signing electronically.    
 
To help facilitate the creation of a case funding application PDF, there is a ‘Print the CFA’ 
button at the bottom of the form. This button is enabled once the form has been saved.  Clicking 
the ‘Print the CFA’ button will bring up a pop-up version of the CFA suitable for converting to 
PDF.  In the pop-up window, right-click and choose ‘Print…’ from the menu. Click the 
‘Change…’ button under ‘Destination’ and choose ‘Save as PDF’.  Note:  These instructions are 
if you are using Chrome as your browser.  If you are using Internet Explorer, right click in the 
white space and chose ‘Print”.  Then select Adobe PDF to print the form.  A reviewer dashboard 
is also available on the Dashboards tab where case team members can create PDFs with a single 
mouse click. 
 

Legal Review (S14-24) 
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6. Case Update.   In order to standardize the applications received from case managers, 
cases which have enough carryover to support their CY 19 activities will be required to fill out a 
streamlined case update.  The update has a limited and tailored subset of questions from the case 
funding application.  The update can be printed in the same manner as the CFA.  

 
 

Create a PDF of your application by hitting the 
“Print the CFA” button at the bottom of your 
application. 

Case managers will need to 
review and answer Case 
Information questions CI 1 to CI 
26.  After that, users will only 
have to answer the subset of 
questions (U 3 to U 12). 
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7. Electronic Signatures.  Once a user has completed either a PAS or PNC funding request, 
a case funding application, or a case update, they will be required to obtain two signatures in 
order to submit the form.  These two signatures are from the case attorney (SOL) and the 
Authorized Official (AO).  
 
Additionally, case managers will need to confirm their DOI economist has reviewed their form 
before being able to submit it for SOL/AO signature. 
 
Case managers should hit the ‘submit for signing’ button to process their application.  Upon 
hitting the ‘submit for signing’ button, the assigned case attorney will be notified to review the 
application.  Once the SOL has reviewed the application, he/she will either sign or return the 
application to the case manager for edits.  Once approved by the SOL, the case manager will be 
alerted that the application is ready to be routed to the AO for review by either the case manager 
or FWS RC as appropriate. 
 

 
 
Once the application has been reviewed and approved by both the SOL and the AO, the 
applications will be processed by ORDA to prepare for WG review beginning in September 
2018. 


