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I. Introduction

Beginning in FY 17, the FIFRA Work Plan and Report Template is the required format for the
FIFRA grantee work plan, grantee progress reports as well as the year-end evaluation from the
EPA regional offices. This template has been approved by OMB and is assigned OMB No.
2070-0198.

This Template is Version 3, which includes proposed work activities from the national FY18-21
FIFRA cooperative agreement guidance, space for proposed and negotiated grantee work
activities, space for grantee progress reports on the negotiated work activities, and space for EPA
comments and recommendations. The template, a result of a collaborative effort involving staff
from EPA regional offices, the Office of Pesticide Programs, the Office of Compliance and
several FIFRA state lead agencies, was created in order to:

1) streamline the cooperative agreement process for grantees and EPA regional offices;

2) promote national consistency in grantee work plans, grantee progress reports and EPA year-
end evaluation reports;

3) more easily allow for the compilation of data, both regionally and nationally; and

4) assist in the design of a new national data system.

While the template is a change in the format of work plans and reports, it does not change the
type of information reported or the processes used by regional offices and grantees in submitting
cooperative agreement applications, negotiating work plan commitments, and reporting on the
progress of those commitments. This template is not intended to change the normal workflow
process between the grantee and the EPA project officer.

With any new tool, there will be a period of learning and adjustment. This instruction manual
focuses solely on explaining how to use the template within the Excel environment. If you are
not familiar with Excel, there are a number of excellent resources available online you can use to
learn the program. Your IT department may have further resources to recommend. Getting to
know Excel will help you in using the template. You can refer to this website for help:
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Microsoft Excel Help. Another resource is the Help function in Excel. Look for the d icon
in the upper right corner of the screen. You can type questions in the prompt box after clicking
on the question mark.

II. Software Needs

The template was designed using Microsoft Office’s Excel 2007, and updated using Excel 2013.
Functionality of the template might be hampered with Excel versions older than 2007.


https://support.office.com/en-US/

III. Contact Information

If you discover issues or think of better/easier ways that will improve this template, we would
appreciate hearing from you.

For technical questions about Excel, you can call/email Allen Demorest of EPA Region 9
(demorest.allen@epa.gov, 415-947-4214) and for general questions about the Template
you can call/email Sandra O'Neill of OPP (oneill.sandra@epa.gov, 703-347-0141).

IV. Contents of the Template

The template is comprised of several worksheets, that all appear at the bottom of the screen once
you open the Excel file.

To open a worksheet, you can either click on the name of the worksheet in the Worksheets
section of the Start page,

Worksheets Included In This File:

Marrative 5700 Main

Budget 5700 Worke tection
Work Plan/Report 5700 Container Containment
Qutcomes \ Performance Measures

or you can click on the “tab” at the bottom of the template to open a worksheet.

Start | MNarrative Budget Wark Plan and Reports Cutcomes 5700 Main 5700 WPS |

To return to the Start worksheet from another tab, select the “Back” button at the top of a

worksheet or simply click on from the tabs at the base of the document. If the Start
icon is not visible, select the ™ icon to page through all the worksheet tabs and then click the
Start icon.

Worksheets
Start | MNarrative Budget Work Plan and Reparts Outcomes 5700 Main 5700 WPS || 5700 CC

In order of appearance from left to right, the worksheets contained in the template are:
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Start: This is the “cover” page or landing page for the template. This is where the grantee
should begin work by answering the questions numbered 1-8 in the top half of the Start page.
See page 6 for more detailed information.

Narrative: This is the Narrative worksheet where you can add additional narrative descriptions
that don’t fit anywhere else in the template. See page 8 for more detailed information.

Budget: This worksheet is a placeholder for you to either insert your budget sheet into the white
space or embed a separate document into this tab. See page 9 for more detailed information.

Work Plan and Reports: This worksheet contains all of the “required” and “pick-list” activities
in the national FY18-21 FIFRA cooperative agreement guidance, as well as “inactive” priorities
from the FY 15-17 guidance. It also contains space for the grantee to enter in work plan
activities and progress reports, and space for EPA to add comments and recommendations. See
page 9 for more detailed information.

Outcomes: This worksheet contains a chart that links program areas, outcomes and the EPA’s
Strategic Plan goals, helping grantees to comply with Grants Policy Issuance 11-03. See page 13
for more detailed information.

Inspection and Enforcement Action/ Projections and Accomplishments Forms

5700 Main: This is the standard 5700-33H form to be filled out by the grantee to project
inspections and samples and report inspection and enforcement accomplishments on a schedule
negotiated with the regional office, annually at a minimum.

5700 WPS: This is the form to report worker protection inspections, samples and enforcement
actions, on a schedule negotiated with the regional office, annually at a minimum.

5700 CC: This is the form to report container/containment inspections, samples and enforcement
actions, on a schedule negotiated with the regional office, annually at a minimum.

Performance Measures: This is the form to report the new enforcement performance measures.
Reporting in the form became mandatory beginning in FY17.

See pages 14-21 for more detailed information on all the 5700 forms and the Performance
Measures form.

V. General Worksheet Information

A. Protecting Worksheets

Excel has the ability to “protect” a worksheet to prevent users from accidently changing or

deleting important data, formulas, etc. There are six worksheets in the template that are currently
“protected”: Start, Outcomes, 5700 Main, 5700 WPS, 5700 CC and Performance Measures. You
can enter data into any of these protected sheets. If you have a need to unprotect a worksheet, go
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to Review>(Changes) and select Unprotect Sheet. When done, you may protect the sheet again
to prevent accidental deletion of information. No password is required to protect the sheet, just
select OK. The data entry cells of worksheets remain editable when a sheet is protected.

B. Filters

Filters and drop down options are included to easily sort through the items in that particular
column. For example, at the top of the Work Plan in each of the column headings, you will see a
drop down arrow. Use this to select subsets of information you want to display in that column of
the Work Plan. Make sure to review each arrow as you go through the Work Plan. Don’t forget
to go back and “select all”, otherwise you might think you are missing some of your data!

G I J K L

Activity # '18 - '21 Grant Guidance Activity A;:’:ty \Work Plan Activity Description (Outputs) } Due Dg
T ——— e - DR = ) 'rmqm{m - >
VI. Using the Start Worksheet

The grantee should initially complete work in the Start worksheet.

FIFRA Cooperative Agreement Work Plan and Report Template EPA ICR No.: 2511.01 OMB Control No: 2070-0198

Start  10/1/2017 0173017

End  9/30/2018
Data entry in white boxes only. Asterik denotes a required field.

Grantee Information: Cooperative Agreement Information: Work Plan/Report Status: Date:
*Name: 1) *Agreement Type: PPG 3) 7 8)
*Grantee: 2) *Number of Years: 4 4)
Start End  Extended to:

*Project Period: 10/1/2017  5) 9/30/2021

| Budget Period #1 10/1/2017 9/30/2018

Budget Period #2 10/1/2018 9/30/2019

Budget Period #3 10/1/2019 9/30/2020

Budget Period #4 10/1/2020 9/30/2021

*Work Plan and Report Applies to:  gudget Period #1 6)

EPA Grant #:
Worksheets Included In This File: Reporting Links: References:
Marrative 2700 Main Certification and Training-CPARD EPA Grant Forms List
Budget 5700 Worker Protection
Work Plan/Report 5700 Container Containment Pesticides in Water-POINTS Template Instructions/Hel
Outcomes Performance Measures
FY 18-21 Grant Guidance

A. Information Required in Top Panel

The grantee should complete fields 1-8 in the top panel. Some of the responses in these fields
(Grantee and Project Period) autofill other fields within the template (e.g. 5700 forms and
Performance Measures form) and create unique identifiers to aid in data compilation.
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Many of the fields have drop down selections that you can choose from. Simply position your
cursor in the white area and click. If there are response choices, a drop down arrow will appear
to the right of the white area. Click on the arrow and the response choices will appear. Select
your response by clicking on it, and it will appear in the white box. To clear contents in a cell,
click in the cell and hit the delete key.

Grantee Information
1) Name: Enter the name of the individual primarily responsible for completing the template.
The name does not have to match the name that appears on the SF-424 form.

2) Grantee: Grantee will select the agency name from the drop down list. Once selected, the
agency name will also appear at the top of the Start worksheet, and on other worksheets. The
EPA regional office associated with the selected agency will also appear below the Grantee
box.

Cooperative Agreement Information
3) Agreement Type: Select from the drop down list the type of Cooperative Agreement
appropriate for your agency: “Consolidated” or “PPG” (Performance Partnership Grant).

4) # Years: Select the number of years (i.e. project period) covered by this cooperative
agreement: 1, 2, 3, or 4 years.

5) Project Period: Select the beginning date of the project period from the drop down list.
Once selected, the end date for the project period along with the supporting budget periods
will autofill on the Start page, and on other forms in the template.

Extended to: This box is only to be filled out if there is a no-cost extension associated
with the cooperative agreement.

6) Work Plan and Report Applies to: Select from the dropdown list the appropriate budget
period to which the work plan applies.

7) Work Plan/Report Status: Select from the drop down list what the current document
represents (i.e. either work plan or report) and its status (choices are: “Work Plan Draft,
Work Plan Final, Work Plan Final Amended, Grantee Report Draft, Grantee Report Final,
Grantee Report Final Amended, EPA Report Draft, EPA Report Final, EPA Report Final
Amended”). Make sure to save a unique template file for each type and stage of document. It
is recommended you add to the status column, rather than deleting previous descriptors in
order to provide a historical sequence.

8) Date: Enter the date in mm/dd/yyyy format that corresponds to the type of document in the
Work Plan/Report Status field.



B. Worksheets & Reporting Links

Worksheets Included In This File: Reporting Links:
MNarrative 5700 Main Certification and Training-CPARD
Budget 5700 Worker Protection
Work Plan/Report 2700 Container Containment Pesticides in Water-POINTS
Qutcomes Performance Measures

The yellow section in this panel relates mainly to non-inspection related information, while the
blue section relates mainly to inspection related information. You can click on any of the titles,
and this will open the selected worksheet.

Links to the external databases, CPARD and POINTS, are provided under “Reporting Links”

only as a convenience. /! You do not need to report information entered into these databases
again in the template.

C. References

References:

EPA Grant Forms List

Template Instructions/Help

FY 18-21 Grant Guidance

N

This panel provides access to the various documents that support template users.

EPA Grant Forms List: This link will take you to the EPA Grants and Debarment grant forms
page.

Template Instructions/Help: This link takes you to this document if you need to refer to it as
you complete the template.

FY 18-21 Grant Guidance: This link takes you to the FY18-21 national FIFRA cooperative
agreement guidance.

VII. Using the Narrative Worksheet
The Narrative worksheet is where you can add additional narrative descriptions that don’t fit

anywhere else in the template. The Grantee can append documents in the top half of the tab (e.g.
authority to accept the cooperative agreement, legislative changes, neutral administrative
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inspection schemes, emerging/significant issues, etc.) The roles and responsibilities of the
Grantee and EPA is already appended there. Regional PO/TCs can append documents in the
bottom half of the document (e.g. case review results or an executive summary of the midyear or
yearend report). There is a suggested outline for an executive summary included in the Narrative
tab.

The recommended method for appending documents here is by using the menu ribbon: 1) Go to
Insert>Text>0bject>Create from File>Browse. 2) Once you have selected the file you want to
insert (Word, PPT, PDF, JPG, etc.), click on Insert> Display as Icon>Change Icon>rename the
file with a short descriptive title, such as "Authority” or "Legislative Changes", etc. and click on
"OK" twice. Your document will appear. You can drag and move it under the Grantee or EPA
banner as appropriate. The alternate method is to double click on the Microsoft Office Word
Document icon below, and add content.

VIII. Using the Budget Worksheet

This worksheet is a placeholder for you to either enter budget information directly into the white
space or embed a separate document into this tab. To embed a document, go to the menu and
click on “Insert”>Text, then click on “Object”. Here you can choose to create a new file or
choose an existing file (Word, PPT, PDF, etc.) by selecting “Create from File”, Browse to find
your file, and finally choose either “Link to File” or “Display as Icon”.

This budget worksheet is also where you can provide your thoughts on your financial draw down
strategy as described in Grants Policy Issuance 12-06.

IX. Using the Work Plan and Reports Worksheet

A. Cell Formatting

Each cell is formatted so that text wraps within each cell, the cell should expand so that all text is
visible, and the text is aligned left and at the top of the cell. However, within the Excel
environment, if you copy and paste text from another source (i.e. another excel file, word
document etc.) the formatting from that source will override these defaults. If you notice that the
format to a particular cell is not following these rules after you’ve added information to a cell,
you can navigate to the “Alignment” section of the Home ribbon in excel and adjust the
formatting of the cell there.

DRAFT FIFR
Page Layout Formulas Data i ESRI MAPS
-
& g&c“t Arial -l10 -
Z2 Co -
Paste p}r

- %" Format Painter

Clipboard a Fant Alignment



To expand the row height, click on the cell or highlight the row, go to “Cells”, then “Format”,
then select “Autofit Row Height”.

] 0, 1
= 1 T
- == B

|| . Insert Delete Form

-

mal Bad

> AutoSum -~ A
Y L

[¥] Fili -
Sort & Find &
Clear ~ Filter =~ Select ~

itral |Ca culation

- -

Styles Cells Cell Sike

HIE
AutoFit Row Height

 Height...

K M N

ork Plan
wplishime
‘innovatio.

Column Width...

SutoFit Column Width

1 Activity Description {Outputs) Due Date Stotu:

Default Width...

-

9/30/2018

Visibility
Hide & Unhide

Organize Sheets

9/30/2018 Rename Sheet
Mowve or Copy Sheet...
Tab Celor

Protection

I:‘ Protect Sheet...

[ Lockcen

Format Cells...

B. Red Triangles in Upper Right Hand Corner of Cells

9/30/2018

9/30/2018

Instructions within the Work Plan worksheet are indicated by a red triangle in the corner of the
cell. Place your cursor over the triangle for the instructions to appear.

K ’ \ L M N ’ \ o]
} Describe Work Plan Activity \ nificant
Work Plan Activity Description (Outputs ue Date Status Accomplishment Issues/ R
- - - {include any issues or innovations, ifappropriate) - | Innovations -
9/30/2018 None
K L M N =0 P
Describe Work Plan Activity Provide concise and descriptive information on the
- s B status of the activity; include numeric information and
Work Plan Activity Description (Outputs) | Due Date Status Accomplishment any Significant issues/nnovations  approprite
- - - (include any issues or innovations, j

9/30/2018

C. Column Information and Entering Data

None

__~

In general, the white areas in the body of any worksheet are meant for data entry.

Program Area (Column E): This listing is taken directly from the national FY18-21

FIFRA cooperative agreement guidance.

changed.
10

Information in this column should not be
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NPM (Column F): Describes which National Program Manager the grant funding for a
particular work activity comes from: OPP or OECA. Information in this column should
not be changed.

Activity # (Column G): This number is unique for each row and matches the activity
number from the national guidance. Do not change the “Activity Number” listed in these
cells. If a row needs to be added, see the instructions below for “adding rows.”

‘18 — 21 Grant Guidance Activity (Column I): All of the required and pick-list activities
listed here, are taken directly from the national cooperative agreement guidance. Do not
change anything in this column.

Activity Type (Column J): Describes if the activity is required, pick-list, optional or
inactive. For all the pick list, optional or inactive activities, the grantee will need to open
the drop down list and choose either “Selected” or “Not Selected” to indicate if the
grantee will be doing any work in those program areas.

If there are supplemental activities or regional specific activities, they are considered
optional until selected or not selected. Those activities labeled inactive are those that
were removed from the national guidance. Please note that reporting on inactive program
areas is only required for those grantees that have negotiated with their region to continue
working on a program area that is no longer required. Grantees may choose to do this if
they are continuing work that is important to their state or tribe. For the purposes of the
FIFRA Template, inactive program areas will retain their unique numbers. Those are
found at the end of the worksheet.

Work Plan Activity Description (Outputs) (Column K): The grantee will use this cell to
briefly and succinctly describe the Work Plan activity the grantee will be conducting that
corresponds to the grant guidance activity listed in Column I. Please be as specific as
possible, especially if the activity involves any metrics, locations, etc.

Due Date (Column L): This column auto-fills with the ending date of the budget period
selected from the Start worksheet. If the date is different, the grantee will need to enter
the correct date. Multiple dates may be entered if separated by a comma.

Status (Column M): When reporting results on the activities that you committed to
(according to the schedule you have arranged with your PO), select the current status for
the corresponding activity.

Options in the drop down menu:

- Complete

- Partially complete

- Not started

- Ongoing/ As Needed
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Describe Work Plan Activity Accomplishments (Column N): Use this cell to briefly and
succinctly describe the activity accomplishment/status listed in Column K, as well as the
reasons for partially complete/not complete/ongoing/as needed responses in Column M,
particularly if projections are exceeded or not met, and the reason. Please be as specific
as possible, especially if the activity involves any significant issues or innovations,
metrics, locations, etc.

Significant Issues/Innovations (Column O): This column will be used as a means to flag
activities that the grantee feels are either nationally significant issues or activities that
used an innovative approach. There are four options in the drop down menu: “None”
“Innovative,” “Significant Issue,” or “Both”. If anything other than “None” is selected,
please explain the innovation or significant issue, or both, in column N.

EPA Review of Status (Column P): This column is completed by the EPA project
officer/technical contact and indicates the Region’s concurrence or disagreement with the
status reported by the grantee in Columns M and N.

EPA Comment (Column Q): This column is completed by the EPA project
officer/technical contact. The PO/TC is encouraged to add any further explanation or
details regarding activities in Columns N or O. The PO/TC should particularly provide
explanation for any deficiencies in meeting negotiated work plan activities or inspection
projections; and especially if Column P indicates disagreement; or if Column O flagged
an innovative or significant issue, the PO/TC is encouraged to further explain those
indications. If the PO/TC has no comments, the column can be left blank.

EPA Recommendation (Column R): This column is completed by the EPA project
officer/technical contact and provides space for any recommendations the Region wants
to offer. If the PO/TC does not have any recommendations, the column can be left blank.

Additional Columns: Additional columns can be added at the end of the table to add
additional information.

Hidden Columns: These columns are used for creating unique identifiers for the reports
function of the template.

Entity (Column A)

WHPStart (Column B)

WPENd (Column C)

Prog # (Column H): The grant guidance activity number.

. Adding rows

Each guidance activity is initially only given one row in the template, but it is likely that
grantees will have several activities to carry out the guidance and will need additional
rows.



To add rows:

Select the row number where you want to add a new row (circled in red), right-click, and
select “Insert.”

Ensure a minimum of one employee obtains and Required
01.02.07.0 maintains an EPA inspector's credential. Conduct FIFRA
inspections with EPA credentials, according to EPA
rocedures and guidances.

®.o080 Refer all inspections conducted with federal credentials to |Required
the region.

The new row will appear with some cells in orange or yellow. The colors are highlighting
that a cell is either empty or a duplicate.

Ensure a minimum of one employee obtains and Required
01.02.07.0 maintains an EPA inspector's credential. Conduct FIFRA
inspections with EPA credentials, according to EPA
procedures and guidances.

To complete the data in those two cells, you will select the cell directly above the blank
cell and drag the data down using the small square icon in the bottom right-hand corner

of the cell.
Ing
Er
01.02.07.0 | "
C pD

The new row will look like the surrounding cells, however the Activity Code will be
unique.

Ensure a minimum of one employee obtains and Required
01.02.07.0 maintains an EPA inspector's credential. Conduct FIFRA
inspections with EPA credentials, according to EPA
procedures and guidances.

Ensure a minimum of one employee obtains and
01.02.07.1 maintains an EPA inspector's credential. Conduct FIFRA
inspections with EPA credentials, according to EPA
procedures and guidances.

X. Using the Outcomes Worksheet

This chart includes all the program areas listed in the national FY18-21 cooperative agreement
guidance, as well as those from the inactive activities, and links them to the potential outcomes
from work done in each program area and to the appropriate goal in EPA’s Strategic Plan. The
grantee should adjust the outcomes as necessary to match work contained in the grantee’s Work
Plan. This chart, along with the Work Plan, assists the grantee to comply with Grants Policy
Issuance 11-03, which requires all Work Plans and progress reports to prominently display work
commitments, a timeframe to complete the commitments and a link to EPA’s strategic goal and
objective.
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XI. Using the 5700 Forms (Projections and Accomplishments)

Guidance for what data to enter into these forms can be found in Appendices 10-12 of the
national FY18-21 FIFRA cooperative agreement guidance. See below for how these forms
function in the template.

The template includes three different 5700 forms:

5700 Main: This is the standard 5700-33H form to be filled out by the grantee to project
inspections and samples and report inspection and enforcement accomplishments.

5700 WPS: This is the form to report worker protection inspections, samples and enforcement
actions.

5700 CC: This is the form to report container/containment inspections, samples and enforcement
actions.

Each of the 5700 forms contains a cell in the upper right hand corner of the form for the grantee
to indicate whether the grantee is reporting “Work Plan Accomplishments” or “Total Program
Accomplishments”. Just click in the cell for the drop down arrow to appear, then click on the
appropriate selection.

ton, DC 20460 Back

shment Summary Report

Work Plan Accomplishments —

W ark Plan Accomplishments
Total Program Accomplishments
Imports Exports Applicator |Use Pesticide
Records Dealers

wet-

(FTE)

Each of these three forms has a main summary form and 4 quarterly forms appended below the
summary. All of the quarterly forms for each 5700 area currently “expanded”, leaving them
visible at the bottom of each summary form in sequential order. If you will not use all the
quarters or want to “collapse” them, you will first need to “unprotect” the worksheet. To do this,
go to Review>(Changes) and select Unprotect Sheet. To collapse (or expand) a particular
quarter, click on the minus (or plus) sign to the left of the quarterly forms.
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Screen shot of 5700 Main with Q1 visible:

)\ H 5 RA Cooperative Agreement Workplan-Repart Template 3-5-14 - Microsoft Excel
3
- Home Insert Page Layout Formulas Data iew Developer

> B &=

ABCG g = a = _,_\‘z? B g it ]}

[ ap ot s L

Research Thesaurus Translate Previous Mext Unprotect otect Share - Share Send

Sheet tkbook ~ Workbook .« Mow  byIM
Changes Share

“ Show All Comments|

Proofing Comments

7 - 5|

LicenseiCertificate Revocation

License/Certificate Conditioning or Modification

Number of Warnings Issued

ole|e|e
ole|e|e
ole|e|e
ole|e|e
ole|e|e
ole|e|e
ole|e|e

Stop-Sale, Seizure, Quarntine or Embarge

ole|e|la|e

Cases Forwarded to EPA for Action

=
=
=
=
=
=
=

Other Enforcement Actions 0 0 0 0 0 0 0 0 (1] 0 (1]

=}

Number of Cases Assessed Fines 0 o o o 0 o o o o o o 0

Total Number of Actions 0 o o o 0 o o o o o o 0

% of Inspections Resulting in Actions

Percent of Total Actions

< Summary (Projections and Accomplishments for )

Reporting

State/Tribe: Period

#N/A Work Pian Accomplishments

Enforcement Accomplishments This Agricultural N tural ; Producing . Certified | Restricted
. gricufura R E;g:r;g::‘t“al Establishm Mj:{;t Imports. Exports Applicator |Use Pesticide| TOTAL
Reporting Year ent B Records | Dealers

Use | For Cause Use _ |For Cause

Pesticide Enforcement Cooperative Agreement Output Summary
Total Inspections Conducted 0
Federal Facilties

Physical

Samples Collected
Documentary

Civil Complaints lssued

Criminal Actions Referred

- i Hearings Conducted
License/Certificate Suspension
License/Certificate Revocation
License/Certificate Conditioning or Modification
Number of Warnings lssued

Stop-Sale, Seizure, Quarantine or Embargo
Cases Forwarded to EPA for Action

Other Enforcement Actions
. Number of Cases Assessed Fines
= < Q1 (No Inspections)

|- o Q2 StateMTribe: “ngi;“‘j”g #NIA HNIA Work Plan Accomplishments

When done, you may protect the sheet again to prevent accidental deletion of information. No
password is required to protect the sheet, just select OK. The data entry cells of worksheets
remain editable when a sheet is protected.

Any numbers entered in the quarterly report forms will automatically tabulate data in the main
form, regardless of the number of quarterly forms used.
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Screen shot of the 5700 Main summary form and Quarter 1:

United States Environmental Protection Agency Washington, DC 20460 Back
Pesticides Enforcement Cooperative Agreement Projections & Accomplishment Summary Report
StaterTribe: “;Z:;‘;”g Work Plan Accomplishments
. Agricultural Nonagricultural Cerlified | Restricted TOTAL
Enforcement Projections & EUP PEI "::’I:;‘:t’ imports | Exports | Appicator |Use Pesticide]
Accomplishments use | Forcause Use |ForCause Records |  Dealers
Projected: 0 0 0 0 0 0 0 0 0 0 0 0
Inspections 0
Samples
Accomplished: 0 0 0 0 0 0 0 0 0 0 0 0
Inspections: 0 0 0 0 0 0 0 0 0 0 0 0
Federal Facilties 0 0 0 0 0 0 0 0 0 0 0 0
Physical 0 0 0 0 0 0 0 0 0 0 0 0
Samples = 0
Documentary| 0 0 0 0 0 0 0 0 0 0 0 0
{Accomplished) - (Projected) 0 0 0 0 0 0 0 0 0 0 0 0
Inspections | 0 ‘ 0 | 0 ‘ 0 | 0 | 0 | 0 ‘ 0 | 0 | 0 | 0 | 0
Samples | 0 ‘ 0 | 0 | 0 | 0
Pesticide Enforcement Actions Taken I n te r d ata I n th e
Complaints lssued 0 0 0 0 0
Criminal Astions Feferred 0 - - - 0 0 0 0
.| projection rows orin -« |
License/Certificate Suspension 0 0 0 0 0
License/Certificate Revocation 0 the uarterl formS 0 [ 0 0
License/Certificate Conditioning or Modification 0 0 0 0 0
Number of Warnings lssued 0 0 0 0 0
Cases Forwarded to EPA for Action 0 0 0 0 0
Other Enforcement Actions 0 ) 0 0 0 0
Number of C sessed Fines 0 0 0 0 T T 0 0 0 0
Total Number of Actions 0 0 0 0 0 0 0 0 0 0 0
% of Inspections Resulting in Actiop
< Summary ctions and Accomplishggents for )
Q1 A e / R::?‘;“‘j"_g ANJA Work Flan Accomplishments
Aﬁorcement Accomplishments This, 4 cult N tural Producing " Certified | Restricted
R ting Y onagriedfura Eﬂ:rg:;l:l i 'l‘::i\;k;' Imports Exports | Applicator |Use Pesticide| TOTAL
eporting Year
Use | ForCause | Use  |ForCause Cis fz=md | E==o
Pesticide Enforcement Cooperative Agreement Cutput Summary
Total Conducted y 4 -
Federal Facilties
Fhysical
Samples Collected e
Documentary|
Civil Complaints Issued y 4
Criminal Actions Referred g
Administrative Hearings Congfftted
License/Certificate Suspepfflon
License/Certificate Revogtion
License/Certificate Cogfiioning or Modification
Number of Wa sued
Stop-Sale, Seizugl Quarantine or Embargo
Cases Forwaggld to EPA for Action
Other Enforggfnent Actions
Humber ogffases Assessed Fines
< Inspections)
@ State/Tribe: R:::g“‘j"_g #NIA #NIA Work Plsn Accompiishments
forcement Accomplishments This Agricutural Nonagricuttural Producing _ Certified | Restricted
}' T = pY Eﬂzrggf::' Establishm '::‘;‘ imports | Exports | Appiicator |Use Pesticide| TOTAL
eporting Year
use | Forcause | use |Forcause ent Records | Dealers
Pesticide Enf 1t Cooperative Qutput y
Tolal Inspeclions Conducled | [ [ | [ | [ | | [ [ [ o
| Start - Narrative .~ Budget . Work Plan -~ Outcomes | 5700 Main - —Status— —Prog-Area— -Sig— ~Act Type— Rec— MY1 4 I
= I
= — Tir Tir i — N — L]
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Screen shot of the 5700 WPS summary form and Quarters 1 and 2:

United States

Environmental Protection Agency

Washington, DC 20460

Pesticides Enforcement Cooperative Agreement Accomplishment Report (WPS)

| Reporting "
State/Tribe: Year: Period: Work Plan Accomplishments
Inspections at|
Enforcement Accomplishments This WPS Tier | WPS Tier Il Facilities o
. - . . -~ : o
Cl.
Reporting Year Use For Cause Use For Cause - B Violations During WP$ Inspections ,;; z0ns
Total Inspections Conducted 0 0 0 0 0 0
Physical 0 0 0 0 0 1 Pesticide Safety Training
Samples Collected
Documentary 0 0 0 0 0 2 Central Posting
Civil Complaints Issued 0 0 0 0 0 3 Notice of Application
Criminal Actions Referred 1] 1] 1] 0 0 4 Entry Restrictions
Administrative Hearings Conducted [i] [i] [i] 0 0 5 Personal Protective Equipment
LicenselCertificate Suspension 1] 1] 1] 0 0 6 Mix/Loading, Application Equip & Applications
License(Certificate Revocation 0 0 0 0 0 7 Decontamination
LicenseiCertificate Conditioning or .
Modification 0 0 0 0 0 8 Emergency Assistance
Number of Warnings Issued 1] 1] 1] 0 0 9 Information Exchange
Stop-Sale, Seizure, Quarantine or o
Emabargo 0 0 0 0 0 10 Retaliation
Cases Forwarded to EPA for Action 1] 1] 0 0 0 Total Violations
Other Enforcement Actions 0 0 0 0 0
Number of Cases Assessed Fines 0 0 0 0 0
*This column is a subset of the WPS Tier | and WPS Tier Il Columns combined to collect data on inspections conducted at facilities claiming the Immediate Family Exemption
< Summary
Reporting "
ite/Tribe: Year: 1 #NIA Work Plan Accomplishments
Period:
Tnspections a
rcement Accomplishments This WPS Tier | WPS Tier Il Facilities
epngting Year Claiming iolati i I # of
p‘g Use For Cause use For Cause Total i Violations During WPS Inspections ;o0
Total InsMons Conducted 0
samples Calle Physical 0 1 Pesticide Safety Training
Documentary 0 2 Central Posting
Civil Complaints Issu 3 Notice of Application
Criminal Actions Referre A Entry Restrictions
Administrative Hearings Coni d - Personzl Protective Equipment
LicenseiCertificate Suspension E nte r d ata I n th e Mix/Loading, Application Equip & Applications
LicenseiCertificate Revocation Decontamination
LicenseiCertificate Conditioning or Emergency Assistance
Number of Warnings Issued u arte rI fo rm S O n I Information Exchange
Stop-Sale, Seizure, Quarantine or Retaliation
Cases Forwarded to EPA for Action Total Violations
Other Enforcement Actions T T T
Number of Cases Assessed Fin | | |
<Q1 /
Reporting -
. M Year: Period: #NIA #NIA ‘Work Plan Accomplishments
14 Inspections af
nforcement Accomplishments This WPS$ Tier | WPS Tier Il Facilities
Reporting Year Claiming i i i i L
porting Use For Cause Use For Cause Total i Violations During WPS Inspections ;...

Total Inspections Conducted

Physical

Samples Collected
Documentary

Civil Complaints Issued

Criminal Actions Referred

Administrative Hearings Conducted

LicenseiCertificate Suspension

LicenseiCertificate Revocation

LicenseiCertificate Conditioning or

Number of Warnings Issued

Stop-Sale, Seizure, Quarantine or

=

[ RN T R N RN Y

Pesticide Safety Training

Central Posting

Notice of Application

Entry Restrictions

Personal Protective Equipment

Mix/Loading, Application Equip & Applications
Decontamination

Emergency Assistance

information Exchange

Retaliation

M 4 r M Start Marrative Budget Work Plan Qutcomes #svanmi=me SZ00 WPS, -v-n-“—-av-'w---w:-—smm——Pw-&g—-M—Fm—-ﬁa—-v-'--m 4 '
Ready | I3 = 90%
— = — T T L —— T T ¥
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Screen shot of the 5700 CC summary form and Quarters 1 and 2:

Biack
United States
Environmental Protection Agency
Washington, DC 20460
Pesticides Enforcement Cooperative Agreement Accomplishment Report (Container/Containment)
. Reporting .
State/Tribe: Year: Period: ‘Work Plan Accomplishments
) : : PEl |Non-PEI
Enf it A lish ts Th = g = a
Sibisiss st With Container/Containment Violations
S Contsinment | Containment|  Total
Total Inspections Conducted 0 0 Refillable Containers
Physical 0 0 1 DEfIE\EI’Tt IabEIm{; . _
samples Collected (i.e. cleaning and disposal instructions)
Documentary 0 0 2. Deficient container design (valves, openings)
Civil Complaints Issued 0 0 3_. Plrmfluting establishment registration
violations
X X 4. No contract manufacturing agreement,
BN ATTE LEETE 0 0 residue removal,instructions, list of acceptable
Administrative Hearings Conducted 0 1] < DEfLF‘Ent E R IR AR
operation
License/Certificate Suspension 0 0 & Rexorl keeping
LicenselCertificate Revocation 0 0 Containment
LicenseiCertificate Conditioning or 0 0 7. Secondary containment & pads —
Modification capacity/design
Number of Warnings lssued 0 0 8. Secondary containment & pads - site
management
Stop-Sale, Seizure, Quarantine or 0 0 9. Secondary containment & pads — record
Emabargo keeping
Cases Forwarded to EPA for Action 0 0 Total Viclations
Other Enforcement Actions 0 1]
Humber of Cases Assessed Fines 0 0
[=l < Summary
gm—
a1 teTribe: Year: Rep;;::dg: H#N/A Work Plan Accomplishments
i tA lishments Thi PEI Non-PEI - - et
it with Container/Containment Violations
S Containment | Containment]  Total
Total Inspe Conducted Refillable Containers
1. Deficient labeling
Samples Collected posal instructions)
Document:; Enter data I n the r design (valves, openings)
Civil Complaints Issued < hment registration
Criminal Actions Referred t I f I Et;_rmg alg_rier:ent, —
m ructions, list of acceptable
Administrative Hearings Conducted quar er y Or S On y ent procedures 8
License/Certificate Suspension
License/Certificate Revocation o
LicenseiCertificate Conditioning or 7. Secondary containment & pads —
Meodification capacity/design
Number of Warnings lssued 8. Secondawtcontalnment & pads - site
managemen
Stop-Sale, Seizure, Quarantine or 9. Secondary containment & pads — record
Emabargo keeping
Cases Forwarded to EPA for Acgj Total Violations
Other Enforcement Actio
o Humber of Cases ssed Fines
[=] =
B . . Reporting .
Q2 ribe: Year: Period: #NIA H#NIA ‘Work Plan Accomplishments
i i PEI Non-PEI
ER"'DrfmTI e with Container/Containment Violations
Ssus Containment | Containment]  Total
Total Inspections Conducted Refillable Containers
Physical 1. Deficient labeling
samples Collected - (i.e. cleaning and disposal instructions)
Documentary| 2. Deficient container design (valves, openings)
= Civil Complaints Issued 3. Producing establishment registration
M A4k M Sfart Marrative Budget Work Plan Qutcomes 3700 CC. oeme=——Status — —Prog Area — Sig Act Type
Ready ﬂ
— = — T T W = - E— [ i
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Screen shot of 5700 CC summary form with Q1-4 collapsed:

Eack
United States
Environmental Protection Agency
Washington, DC 20460
Pesticides Enforcement Cooperative Agreement Accomplishment Report (Container/Containment)
State/Tribe:  ADEC Year:  FFYIT Re‘:,‘;::dgl 1012018 9/30/2017 Work Plan Accomplishments
[ ; : PEI Non-PEI
Enforcement Accomplishments This . f . :
: " with Container/Containment Viclations
Reporting Year .
Containment | Containment|  Total
Total Inspections Conducted a 0 Refillable Containers
Physical 0 0 1 Defu:ler_lt Iabehnt; . _
Samples Collected (i.e. cleaning and disposal instructions)
Documentary ] 0 2. Deficient container design (valves, openings)
Civil Complaints Issued 0 0 3_ Prmflut'mg establishment registration
violations
Criminal Actions Referred 0 0 4. No contract manufacturing agreement,
residue removal.instructions, list of acceptable
5. Deficient i d &
Administrative Hearings Conducted ] 0 © |?|en e
operation
License/Certificate Suspension 1] 0 6. Record keeping
License/Certificate Revocation 0 0 Containment
License/Certificate Conditioning or 0 0 7. Secondary containment & pads —
Modification capacity/design
. 8. Secondary containment & pads - site
Number of Warnings Issued 0 0
management
Stop-Sale, Seizure, Quarantine or 0 0 9. Secondary containment & pads - record
Emabargo keeping
Cases Forwarded to EPA for Action 1] 0 Total Violations
Other Enforcement Actions 0 0
WSessecl Fines 0 0
< Summary
=1
= Q2
<Q3
<Q4
get . Work Plan .~ Outcomes IF _5700.CC (1om e —Status— ~ProgArea— ~5ig— ~ActType— —Rec—=:

Data Entry

Data is only entered in the quarterly forms, and is then automatically summarized in the
main form. Do not use the summary form for data entry. There is one exception. The
grantee will project inspections and samples in the two rows outlined in red in the 5700 Main
form. This is the only data entry that will happen on any 5700 summary form.

State/Tribe; ADEC FFY 17 R;g;::;g 10/11/2016 93012047 Work Plan Accomplishments
s o Agricuttural MNonagriculttural Cerified Restricted TOTAL
Enforcement Projections & EUP PEl M;:;Z" importe | Exports | Applicator |Use Pesticide
Accomplishments Use For Cause Use For Cause Records Dealers
Projected: Hrs 0 0 0 0 0 0 0 0 0 0 0 o
Inspections 0
Samples 0
Accomplished: 0 0 D D D 1 o D 0 0 0 0 0
[ AN n n n n n a n n n n n I [
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Example of what a 5700 Main Projections Form might look like as part of the work plan:

United States Environmental Protection Agency Washington, DC 20460

Back

Pesticides Enforcement Cooperative Agreement Projections & Accomplishment Summary Report
State/Tribe: VDACS FFY 16 R:zrui;l‘ijng 10/1/2015  9/30/12016 Work Plan Accomplishments
[ s c Agricuttural MNonagricuttural Cerified Restricted TOTAL
Enforcement Projections & EUP PEI "‘;;k:et’ imports | Exports | Appicator |Use Pesticide
Accomplishments Use For Cause Use For Cause Records Dealers (FTE}
Projected: Hrs 400 400 4 300 0o 100 2 20 100 2300 135
Inspections 20 20 20 20 20 20 20 20 20 20 20 220
Samples 5 5 5 5 5 5 5 5 5 5 5 55
Accomplished: 0 0 0
Ingpections: () 0 0 0 0 0 0 0 0 1} 0 1} 0
Federal Facilties 0 0 0 0 0 0 0 0 0 0 0 0
Physical 0 0 0 0 0 0 0 0 0 0 0 0
Samples = 0
Documentary o 1} 0 o 1} o 1] o 1} o 1} 0
(Accomplished) - {Projected) 4 400 0 4 00 2 -200 0 0 ~2800
Inspections (20) (20) (20) (20) (20) (20) (20) (20) (20) (20) (20) (220)
Samples (5} () (5) (5} (5) (5} (5) (5} (5) 5 I (55)
Pesticide Enforcement Actions Taken
Civil Complaints lssued 0 0 0 0 0 o 0 o 0 o 0 0
Criminal &ctions Feferred 0 1} 0 0 1} 0 0 0 1} 0 1} 0
Administrative Hearings Conducted 1] 0 a 1] 0 1} 1] ) 1} ) 1} 0
License/Certificate Suspension 0 0 0 0 0 0 1} 0 0 0 0 0
License/Certificate Revocation 0 0 0 0 0 o 1} o 0 0 0 0
LicenseiCertificate Conditioning or Modification 0 0 0 0 0 0 0 0 0 0 0 0
Number of Warnings Issued o 1} 0 o 1} o 1] 0 0 0 0 0
Stop-Sale, Seizure, Quarntine or Embargo 0 0 0 0 0 0 1] o 0 0 0 0
Cases Forwarded to EPA for Action 0 1} 0 1} 1} 0 0 0 0 0 0 0
Other Enforcement Actions 0 0 0 0 0 0 0 0 0 0 0 0
Number of Cases Assessed Fines 0 0 0 0 0 0 0 0 0 0 0 0
Total Number of Actiens o 1} 0 o 1} o 1] 0 1} 0 1} 0
% of inepections Resulting in Actions
M 4 » M| Start - Narrative  Budget . Work Plan . Outcomes | 5700 Main. rem e —Siatus— ~Prog-Area— ~Sig— ~Act-Type— —Rec—=vee || 4
Ready | |2 @ | 8o%
o= e g — Ll i m N — ¥
The two rows immediately above the enforcement action rows will tabulate the difference
between projected inspections and samples, and accomplished projection and samples. If the
accomplished number is higher than projected, the difference shows up in black font. If the
accomplished number is lower than projected, the difference shows up in red font. See example
below:
State/Tribe: VDACS FFY 16 Rngi::g 1012015 9/30/2016 Work Plan Accomplishments
= = Agricutural Monagricuttural Certified Restricted TOTAL
Enforcement PT’OJECtIOnS & EUP PEI "L:;kc?_ Imports. Exports | Applicator |Use Pesticide
Accomplishments Use For Cause Use  |For Cause Records Dealers (FTE)
Projected: 4 4 4 200 200 00 100 135
Inspections 20 20 20 20 20 20 20 20 20 20 20 220
Samples 5 5 5 5 5 5 5 5 5 5 5 55
Accomplished: 7 5 525 00 200 25 0 0 250 75 167
Inspections: [ ) as 25 s 3 10 5 25 0 0 50 35 265
Federal Facilties 0 0 0 0 0 0 0 0 0 0 0 0
Physical 5 5 5 5 5 5 5 0 0 5 5 45
Samples = 45
. a " " 0 ﬁn 1y " o i 0 0
W{ijecmd} 00 0 22 00 00 200 25 -20 -20 50 75 < = 0.32
« |Inspections 15 5 15 25 (10) (15) 5 (20) (20} 30 15 45
+_|Samples 0 0 0 0 0 0 0 (5) (5) 0 0 (10)4
M -
. T —_———————— P B T T -
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Grantees should report inspection and enforcement accomplishment numbers following an
agreed upon schedule between the grantee and the region, but at a minimum, reporting is
required annually.

e Quarterly accomplishments are entered into each of the four quarterly forms appended at
the bottom left of each main page.

e Midyear accomplishments are reported in each of the second quarter (Q2) 5700 forms.
e Annual accomplishments are reported in each of the fourth quarter (Q4) 5700 forms.

XII. Using the Performance Measures Form

Reporting on the new enforcement performance measures is mandatory beginning in FY17,
using the Performance Measures tab. There are four measures that auto-populate numbers from
either the 5700 Main or the 5700 WPS form. The four measures that auto-populate are indicated
by a red triangle in the upper right hand corner of the data entry box. If you hover over the red
triangle a pop up box will appear and tells you where the data is pulled from within the
Template. For all other measures, you will need to manually enter your data in the white boxes
provided. For additional information, see the Frequently Asked Questions document.

STRATEGIC GOAL 1: PROTECTION OF HUMAN HEALTH — OCCUPATIONAL USERS"

MEASURE 1A: COMPLIANCE WITH WPS REGULATIONS

Measure Description: The intent of this measure is to determine how well agricultural employers/operators
(which includes workers and handlers as appropriate) follow the WPS regulations. The type of violation is not
required to be reported.

Reporting Criteria:

. is blue box pulls the total number of
Number of WPS inspections® and investigations (Tier 1 and 2} conducted during the 0 se and For Cause Tier I and Tier II Inspections
reparting period from the 5700 WPS tab.
bl
Number of WPS violations identified* during the reporting period 0
Al
0

. 5 . .
Number of enforcement=es e e Ldl

iooih <tiog neriod)
o These auto-populate.

o You manually enter data
Reporting Criteria: . .
number of inspected app| 1N the White boxes.

requirements

Number of uncertified applicators® found during those inspections that sho@en

certified

Number of uncertified applicators® obtaining certification, discontinued making

applications where certification was required, or were brought into compliance * (during

the reporting period™®)

Definitions:
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https://www.epa.gov/sites/production/files/2016-12/documents/finalperformancemeasuresfaq.pdf

XIII. Using the Template for Multi-Year Agreements

The template functions as a Work Plan and Reports for a one year period. For multi-year
agreements you will need to prepare and save the entire workbook for each fiscal year in the
project period. At the beginning of a multi-year agreement, the grantee may prepare the work
plan for the first year, save that file as a Work Plan by indicating it as a Work Plan in box 7 on
the START page and saving it according to the naming convention below. The grantee can then
use that file as the starting point for preparing the subsequent work plans for the remaining years.
For example, a grantee with a 3 year agreement will submit 3 Work Plans, one for each year of
the agreement, to the regional office.

Once the grantee begins reporting accomplishments on work plan activities for the first year
project period, that file is then saved as a report by indicating it as a report in box 7 on the
START page and saving it according to the naming convention below. Reports are submitted to
the regional office according to an agreed upon schedule between the grantee and the region.
This pattern repeats itself for all years in the project period.

XIV. File Naming Convention

Use of a consistent naming convention will assist with national data compilation. Please follow
the suggested file naming conventions below.

For Work Plans:

For States

Fiscal year-Two letter state abbreviation-workplan-draft/final-current date
Example: FY13-AL-workplan-draft-020614

For Tribes
Fiscal year-Tribal name abbreviation-workplan-draft/final-current date
Example: FY13-ACIC-workplan-final-030414

For Reports:

For States

Fiscal year-Two letter state abbreviation-report-midyear/yearend-current date
Example: FY13-VT-report-yearend-110514

For Tribes
Fiscal year-Tribal name abbreviation-report-midyear/yearend-current date
Example: FY13-CRST-report-midyear-043014

For Regional Year End Reports:

Fiscal year-Grantee Abbreviation-EPAreport-yearend-current date
Example: FY13-NYSDEC-EPAreport-yearend-021614
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XV. Printing

Should the need arise to print the individual worksheets, here are some tips:

A. For the START page:
H o o=

FILE HOME IMSERT PAGE LAYOUT FORMULAS
s L3 [ | 1
B 0 B DRA |
& . 2 D Dlem b
Themes Margins Orientation Size  Print  Breaks Back
- Effects - - - - Area~ -

Page Setup

Je

Print_Area

Print_Measure NOT YET APPRO

Start

operative Agreement Work P
Department of Agriculiure and

tblMeasures

The easiest method for printing the START
page is to click on the drop down arrow in the
top left hand corner of the START page, right
under the menu ribbon. Then click on
“Print_Start”, go to File>Print, and under
“Settings” choose “Print Selection” and
“Print”. This will print the START page in its
entirety on one 8%” x 11” landscape page.

Recipients . - .
WorkPlan entry in white boxes only. Asterik denot
Outcomes rantee Information: Coop:
Exp5700Main N B
Tables

..,_ - Alzhama Nanartmant nf - .

B. For the Work Plan worksheet:

H ©- <
FILE HOME INSERT PAGE LAYOUT FORM
L N
b Cut Arial oA
ER Copy ~
Paste e I -
- ¥ Format Painter Iu - o A

2 [F} Font
‘ E - ’ )(l Build or maint

Print_Measure
Print_Start F G
Print_Titles
Start Area NPM Activity #
tblMeasures - - o
Recipients de OPP & Comg
I@: QOECA 01.00.01.0 |report
agree
Outcomes e OPP & Build
Exp5700Main QECA 01.00.02.0 pestic
Table6 B trainir
" trainir
Basic Pesticide OPP &l +. s an < IResD
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The Work Plan worksheets within the
template have been formatted to fit on an
8% x 11” landscape sheet of paper. Columns
E through O will print on one page, with
columns P through R on separate pages.

The easiest method for printing the Work
Plan page is to click on the drop down arrow
in the top left hand corner of the Work Plan
page, right under the menu ribbon. Then
click on “WorkPlan”, go to File>Print. This
will give you a preview of what will print.
You can scroll through the pages and make
any adjustments prior to printing. The Work
Plan worksheet is formatted so that the
column headings will print at the top of each
printed page.




If you want to make changes to which columns will print, you will need to change that using the
“Page Setup” option in the menu bar in the Work Plan worksheet.

H - s TABLE TOOLS
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ESRI MAPS DESIGM
Colors + R [ L1 ?Width: Automatic ~ | Gridlines  Headings
IS =V e N S -y 8 5 ;
FUntE' - 5|]Height: Automatic - View v View
Themes Margins Orientation Size  Print  Breaks Background Print -
. Effects - a . +  Arar - . T Scale: [55% 2 Print [ Print
Themes Page Setup @ Scale to Fit [F] Sheet Options [F]
K4 - J
Page Setup -7l
E F G | Page I Margins Header.-"Foot(r |Sheet]) K
e —
.. Print area: 25
Program Area NPM Activity # o [y Des
Print titles
1 - - -
T T OPP 2 Bows to repeat at top: $1:51
Program QECA 01.00.01.0 Columns to repeat at left:
2
Print —
Basic Pesticide oPF & ”5 e
Program OECA Lridlines Comments: | (None)
0100020 [ stack and white Cell grrors as: | displayed |Z|
3 [7] Draft guality = ' play
: = = ’
. Easlc Pesticide 8EEA & 01.00.03.0 Row and column headings
rugfam — Page order —
Basic Pesticide OPP ® Db th
Program @ Down, then over
01.01.01.0 () Over, then down
5 —
Basic Pesticide OPP
Program 01.01.02.0 ,—(—\
6
Print... Print Previ i —
Basic Pesticide OECA = Q mw’
Program
pLozaLe
7 . = . .
Basic Pesticide OECA 007070 |Maimam adequate pesticide laws, rules, and associated |Required |

Click on the down arrow under “Page Setup”. Click on “Sheet” and then “Print Area”. Highlight
the columns you want to print. You can click on “Print Preview” from this box. Make sure you
select “Print Active Sheet” under “Settings” for your selection to print.

You can adjust the Page, Margins, Header/Footer in this box as well.
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Bl 9 5

TABLE TOOLS

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ESRI MAPRS DESIGN
j B Colors - @ @ IE IEE | EEDE! s Width: | Automatic | Gridlines  Headings i = E
— ant;' L= - = ED Height: Autematic ~ View  |¥] View
Themes Margins Orientation Size  Print  Breaks Background Print " . . Bring Send  Selec
- Effects' - - - Area~ - Titles ES(ale: 55% - Print v| Print  Forward * Backward~  Par
Themes Page Setup [F] Scale to Fit ) Sheet Options [F] Arra
“ - £
PageSetupA @
E F G ﬁr| Margins | Header/Footer | S&| K
.. ientation .
Program Area NPM Activity # ©) Portrait Gffidscape Iy Descrip
1 - h -
Basic Pesticide OPP &
Program QECA 01.00.01.0| | scaling
2 : = @ Adjustto: |55 5 % normal size -
Basic Pesticide OPP & )
() Fitta: 1 +| page(s) wide by |1 = tall
Program OECA 01.00.02.0
Basic Pesticide PP & Papersize: | Letter {8,511 |
01.00.03.0
4 |Program OECA Print quality: |600 dpi [~]
Basic Pesticide OPP
F'rUgram 01.01.01.0 First page number: | Auto
3 r——
Basic Pesticide OPP
Program 01.01.02.0
]
Basic Pesticide __|OECA Bt (unteroven,] [Lopuones] | [——
Program
102010
7 r
Basic Pesticide OECA 01.02.02.0 Maintain adequate pesticide laws, rules, and associated  |Required
& |Program © " |implementation procedures.

EH S :

C. For the Performance Measures worksheet:

G HOME  INSERT  PAGELAYOUT = FORMULAS  DATA The easiest method for printing
B R D @B the Performance Measures page

Themes

A |Fonts . g _
3 Margins Orientation  Size

Print Breaks Background
Effects - - -

Area~ -

is to click on the drop down

Page setup arrow in the top left hand corner
- S of the Perf Meas page, right
GRAulase under the menu ribbon. Then
[Print_Measure | qp— click on “Print_Measures”, go to
Print_Start United States Environmental Flle>PI‘il’lt and “Print”. ThlS Wlll
Start PESTICIDE ENFORCEMENT PE

thiMeasures

March 2015

print the START page in its

peamens fibe: entirety on 8%2” x 11” portait
orl an -

Outcomes  [vear: oriented pages.

ExpS700Main  irting period:

Table6

STRATEGIC GOAL 1: PROTECTION OF HUMAN HEALTH — OCCUPA1

For additional printing resources in Excel, look for the o icon in the upper right corner of the
screen. You can type Print in the prompt box after clicking on the question mark and several
informative links will provide detailed printing information.

XVI. Creating Your Own Reports

Helpful Information:
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It is recommended that you print a Report (using the pivot table function) with the
information needed. Then, from the report, go to View/Workbook Views and select a
view to configure your report. The options that are provided are “page layout” and “page
break preview”.

A report will be generated once data is filled into the Work Plan.

To create an individualized report, see: http://office.microsoft.com/en-us/excel-help/create-or-
delete-a-pivottable-or-pivotchart-report-HP010342375.aspx?CTT=5&o0rigin=HP010342752

XVII. Frequently Asked Questions

1) I have discovered an error in or issue with the template. Whom do I contact?

For technical questions about Excel, you can call/email either Allen Demorest of EPA Region 9
(demorest.allen@epa.gov, 415-947-4214).

For policy/process questions that impact more broadly than just a single grantee/project officer
relationship, you can call/email Sandra O'Neill of OPP (oneill.sandra@epa.gov, 703-347-0141).

2) Something is really missing from this instructions document. Whom do | contact?

See answer to question 2 above.

3) 1'am confused by some of the language/abbreviations/acronyms used in the template. Where
can | go for more information?

Check out the Glossary in this document, and if we missed something, let us know so we can add
it.

4) What do | do with the template once it is completed? Is it automatically submitted to
EPA? Who do | submit it to?

You should follow whatever established cooperative agreement application and reporting
procedures you already have in place. If you are unsure of a process, contact your project officer/
technical contact.

5) How do I submit amendments to my Work Plan? What if my Work Plan changes after it is
approved? Do | make revisions or does the Region?

You should follow whatever established procedures you already have in place for amending your
Work Plan. Discuss the process with your project officer/technical contact. Any amendments to
the grantee’s Work Plan must be made by grantees and then approved by the Region. Make sure
you note any amendments in the Work Plan/ Report Status field (box 7) located on the right hand
side of the top panel on the Start worksheet.
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6) Can | attach other documents to the template? How and where do | attach the documents? Is
there a specific format or program attached documents have to be in?

You can paste the content of your narrative document into the “Narrative” worksheet using two
different methods. 1) To cut and paste narrative: Open the Narrative worksheet and double click
on the box labeled “Microsoft Word Document” to open up Word, and then paste the narrative in
that Word document, and close the document when you are done. 2) You can embed a document
into the Narrative worksheet. Go to Insert> Text>Object>. You can create a new document and
make changes there OR you can select an existing file (Word, PPT, PDF, etc.) and embed that
into the Narrative worksheet.

For those forms and documents not included within the template, you should submit them with
the template following your established procedures.

7) Will I need to submit the template with the other grant forms (SF424, SF 424A,B, SF LLL,
etc.) for a new agreement?

Yes, you will need to submit the template as part of your application package. You should
follow whatever established procedures you already have in place. The template incorporates
your Work Plan and progress reports and does not replace the need for required grant forms.
8) Where do | obtain the 424 and other grant forms?

See the Office of Grants and Debarment website for grant forms:
http://www.epa.gov/ogd/forms/forms.htm.

9) Do I have to separately send in the 5700 and other reporting forms?

No, all the required 5700 forms are included in the template and do not need to be submitted
separately.

10) Which 5700-33H worksheet should the grantees use to report the mid-year and year-end
numbers?

Grantees should report mid-year numbers using the Q2 5700 worksheet, and report year-end
numbers using the Q4 5700 worksheet. If a grantee reports inspection and enforcement action
numbers in all four quarters, they will use all four quarterly 5700 worksheets, Q1-Q4.

11) What if | completed additional activities not listed in the template but | want to include them
inmy EOY?

If these additional activities used discretionary funds, they can be included in the

Supplemental/Special Project activity row at the end of the Work Plan worksheet. If these
additional activities fit within one of the program areas, use the “Add a Row” function under the
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appropriate program area in the Work Plan worksheet to describe the activity. If the activity fits
neither of these parameters, describe the work in the Narrative worksheet.

12) 1 cannot get Excel to do what I need it to do. Help?

You can refer to this website for help: Microsoft Excel Help

Another resource is the Help function in Excel. Look for the 0 icon in the upper right corner
of the screen. You can type questions in the prompt box after clicking on the question mark.

13) The template print is too small/large to be useable. How to | make the template larger?

Select the Zoom button in the bottom right of your screen. It should look something like the
following; either click the percentage or use the scrolling bar to enlarge or shrink your screen’s

zoom level, [ 100% =) E' i+

14) 1 am trying to print my Work Plan as a report. How do I do that?

From the report (either standard or created), go to View/Workbook Views and select a view to
configure your page as you like.

XVIII. Abbreviations and Glossary

CA — Cooperative Agreement

Consolidated — A cooperative agreement having two or more different programs in one
agreement (e.g. enforcement, C&T, program implementation)
CPARD - Certification Plan and Reporting Database

FIFRA — Federal Insecticide Fungicide and Rodenticide Act

ICR - Information Collection Request

NPM — National Program Manager (For example, OPP or OECA)
OECA - Office of Enforcement and Compliance Assurance
OMB - Office of Management and Budget

OPP — Office of Pesticide Programs

PO/TC — Project Officer/Technical Contact

PPG — Performance Partnership Grant

POINTS — Pesticides of Interest Tracking System
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