Wisconsin Dairy Farm Management Team Process
When application arrives

· Application info is entered into WDFMT Checklist spreadsheet and saved under the WI Dairy Farm Management Team file in DATCP files. 

· Application is sent out to initial reviewers, Irv Possin, Jim Cisler, Gregg Hadley and Kenneth Bolton.

· Gregg contacts county extension agent for farm asking 1. if they would serve as team’s facilitator, 2. if not, do they know someone that will be a good fit and 3. if they have any reason that the farm should not be approved for the program and if so why. 

· Facilitators send back answers and contact the farm to set up pre-meeting if no initial red flags come up. 

· Irv will send out confirmation of preliminarily approved teams to facilitators along with criteria for farmer approval, team meeting agendas, first meeting checklist and team approval process. 
· If farm is denied, verify to DATCP that the farmer has been communicated with on reasons why application was denied. 
After pre-meeting

· Facilitator will send meeting minutes to Kelly Sime at DATCP
· Facilitator will let Kelly know status of team, whether or not you decide to move forward

· Kelly will send contract to be signed at first meeting along with first meeting materials, including first meeting checklist and meeting agendas. 

After first meeting

· Facilitator sends completed contract to DATCP before the second meeting
· Facilitator will send meeting minutes to Kelly. 

· Completed contract will be routed through DATCP. Once the Secretary’s Office has signed contract, they will be scanned into the computer and saved with rest of the WDFMT files under DATCP files. Electronic copy of signed contract will be sent to facilitator, hard copy will be sent to farmer. 

After second meeting

· Facilitator will send Kelly copy of meeting minutes (this should be done after each meeting no matter how many meetings there are.) 

· Facilitator will indicate the estimated number of meetings left. 

Second to last meeting

· Kelly will send facilitator W-9 forms for each team member and copy of Appendix A (page 4) to be returned to DATCP as a coversheet for invoices after last meeting. 

After final meeting

· Facilitator will send to DATCP:

· Signed W-9s from each team member

· Copy of Appendix A (page 4)
· Invoices for each team member

· Proof of 10% match from farmer towards consulting services

· Final meeting minutes

· DATCP will send payment to each team member

· Gregg Hadley and student will conduct final team evaluations

All items sent to DATCP can be sent to:

Kelly Sime, PO Box 8911, Madison, WI 53708

or Kelly.sime@wisconsin.gov


