[image: image1.png]The Natural Resources Conservation Service provides leadership in a partnership effort to help people
conserve, maintain, and improve our natural resources and environment.

An Equal Opportunity Provider and Employer




6200 Jefferson NE

Albuquerque, New Mexico  87109

Phone:  (505) 761-4400   Fax:  (505) 761-4462

Web site:  www.nm.nrcs.usda.gov

_________________________________________________________________________________________________________
February 26, 2003

NEW MEXICO BULLETIN NO.  300-3-10

SUBJECT:  LTP – Instructions and Information on Technical Service Providers (TSP).

TO:  All Employees

Purpose:  To inform all employees of the process for self-certification of Technical Service Providers.

Expiration Date.  September 30, 2003

On March 1, 2003, the Chief of NRCS will announce a process for self-certification of Technical Service Providers (TSP).  The central point of contact will be the field offices.  (Please be aware of the contents of this bulletin so you can answer questions from the public).
Background: NRCS and the American Society of Agronomy (ASA) signed a Memorandum of Understanding (MOU) that would allow ASA recognized Certified Crop Advisors (CCA) to function as Technical Service Providers (TSP). The CCA individuals will be recognized by NRCS to provide planning assistance for the practices of Nutrient Management, Pest Management and Residue Management. 

NRCS has established a web-based process that must be followed to self-certify or take applications for TSPs.  The Webpage will be available to all on March 1, 2003.  The URL is: http://techreg.usda.gov.

Process: The first step a potential TSP needs to complete to become registered to perform services is to become a registered customer of USDA.  This registration is accomplished with the Service Center Information Management System (SCIMS) database.  The first step to enter a TSP into SCIMS is to complete a Form AD-2016.  NRCS will need an AD-2016 form for all individuals that wish to become TSPs, if they produce the appropriate personal documentation. Note a time saving tip: if your local CED is willing, have them search the SCIMS database first; if the potential TSP is already entered the process of re-entering them can be avoided. A Form 2016 must be completed and faxed to the state office in all cases. 

Public Portion of Process

The following section is the public portion of the process that any prospective TSP must complete. It is taken from this web address: http://forms.sc.egov.usda.gov/eforms/default1.htm and then click on Register. 

MORE
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The "you" spoken to here is the candidate TSP.



You may apply by mail, fax, or in person at your local Servicing Center. 



Apply in Person 

Step 1: 
Visit your local Service Center. 




Step 2: 
Complete and sign, AD-2016.  You can print the AD-2016 from the egov website.  The website is located at: http://forms.sc.egov.usda.gov/eforms/default1.htm then click on register and then click on AD-2016.




Step 3: 
Your service center will verify your identity and enter your information into USDA records. 




Step 4: 
You will be mailed two separate letters.  One will provide you with your temporary ID and the second will provide you with your temporary password and instructions to activate your account.




Step 5: 
You will go to the Activation web site and select a permanent ID and password.  The site is http://techreg.usda.gov

Apply by Mail or Fax 

Step 1: 
You can call your local Service Center and they can mail you the form AD-2016.  Or, you can print the AD-2016 from the egov website. The website is located at:  http://forms.sc.egov.usda.gov/eforms/default1.htm then click on register and then click on AD-2016.




Step 2: 
Complete the form with a notarized signature. 




Step 3: 
Mail or fax the form to your local Servicing Center. 




Step 4: 
You will be mailed two separate letters.  One will provide you with your temporary ID and the second will provide you with your temporary password and instructions to activate your account. 




Step 5: 
You will go to the Activation web site and select a permanent ID and password.  The site is http://techreg.usda.gov

NRCS Process

In NM-NRCS, we will accept the application with the appropriate identification provided (photo ID with Social Security Number or photo ID with a tax number).  If the ID provided is not satisfactory to verify that the person is who they say they are, then do not take the application!
At this time, only one person in NRCS in NM is trained and certified to enter the application information into all the databases as required.  That person is John Tunberg at the state office.  We will, therefore, not be able to have the applicant walk out of the local service center with their temporary login to TechReg in hand.
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A copy of every AD-2016 form taken at the field office will be faxed to the state office.  Please use fax number (505)761-4462.  The original will be kept (in a secure location) at the field office that originated the form.  The security is necessary as the form contains sensitive personal information such as social security number.  Make the cover page to the attention of Cliff Sanchez.  Cliff is the TSP coordinator for NM. 

The process of entering the potential TSP into the system and getting a letter back to them with passwords will take 1 week or less.  It is recommended that potential TSPs go to the TechReg website and print out the paper example of the on-line application.  All that information will take some time to gather and they will be better able to efficiently register themselves as a TSP when the login and password combo arrives. 

If you have any questions, please contact Cliff Sanchez or John Tunberg at the state office.

ROSENDO TREVIÑO III

State Conservationist
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