Forest Tax Law Handbook
FOREST TAX LAW HANDBOOK CHAPTER 203: REVIEW AND APPROVAL OF MFL APPLICATIONS AND MANAGEMENT PLANS (HB24505.203)
PURPOSE and SCOPE
This chapter provides procedures for TLFS review and approval of MFL Applications and Management Plans, which ultimately result in a recommendation to either approve or deny the application and plan. Staff and partners affected include Tax Law Section staff and Certified Plan Writers (CPWs). Department review and approval of applications and management plans is the process by which the department determines eligibility of land and adequacy of management plans. Following these procedures ensures that land applied for MFL designation is enrolled only if it is eligible and is covered by a management plan that is consistent with sound forestry and the purpose of MFL. These procedures provide nuance and detail to consistently guide TLFS in determining whether the procedures for creating approvable applications and plans provided elsewhere in Handbook have been followed, rendering the application and management plan eligible for enrollment. These procedures are designed to be used in conjunction with the current checklist and Chapter 201. Appendix 203B provides a crosswalk between the two chapters for use with the current checklist. 
By providing consistent guidance for when a plan should be returned to the CPW for correction or approved as submitted, the Tax Law Section intends to enhance the quality and consistency of plan reviews and improve communication during the plan review and approval process. The review process is based on the premise that a good faith effort has been made by the CPW to create and submit an approvable application and adhere to department guidance including the terms of the CPW credential. Chapter 222 provides for CPW compliance if submission of misleading information is suspected. 
Outside of the scope of these procedures, approved applications may subsequently be denied if there are delinquent taxes on the land or an ownership change occurs. 
POLICY 
All applications and management plans must be prepared by CPWs using WisFIRS and submitted by June 1 to be eligible for enrollment effective the following January 1. Once the application is submitted, the TLFS assigned to review the plan receives an automated email notification. Department reviewers must review applications and management plans within 45 days and return them to CPWs for corrections unless: 
· All facts in the application are complete, correct, reflect the correct deed(s) and are consistent with county GIS and parcel data
· Each parcel of land applied for is eligible, including productivity requirements 
· Proposed mandatory practices are consistent with sound forestry and the purpose of MFL as supported by information submitted by the CPW
Reviewers are to follow the procedures in this chapter along with the MFL Application Review Checklist (“checklist”) to document all required corrections consistent with our plan review philosophy. 
Plan Review Philosophy and CPW Compliance 
Our review philosophy relies on using return reason notes to clearly and meaningfully inform the CPW of required corrections thereby improving current and future compliance with application and plan requirements. Reviewers should extend full benefit of the doubt towards CPWs who make a good faith effort, but the review process should be suspended, pending team leader consultation, if the reviewer has reason to suspect an intent to mislead the department on the part of the plan submitter. 
To avoid redundancy in return reasons and inflated average return rates, corrections that may also be required to make the plan approvable upon subsequent submission are not listed but are required to be approvable upon subsequent submission. Reviewers provide a single return reason for the underlying issue with the understanding that the single return includes sufficient information for the CPW to also correct any related errors if those prove to exist. This has been described in CPW training as the plan reviewer’s avoidance of adding a return reason for each “domino,” or related item potentially also needing correction due to the error already described elsewhere. 
As stated in the procedures section, CPW requested returns to correct mistakes or accommodate landowner requests will generally be honored, and do not affect average return rates. Return reasons are analyzed for continual quality improvement, and the “other” return reason is not easily or meaningfully tracked. Reviewers are not to use the “other” return reason to indicate an item that is indicated elsewhere on the checklist. 
Incorporating Field Visits 
Reviewers should tailor their review period with a potential field visit in mind to ensure review timelines are met. However, field visits should be included in the process only as department resources and available reviewer time allow. Field visits that may be required to determine eligibility take precedence over field visits needed to fine tune accuracy of stand data or details of mandatory practice scheduling. 
Timelines for review and return, subsequent re-review of resubmitted plans and final reviewer recommendation 
Initial application and plan reviews must be completed within 45 days of submittal to the department. Applications may be submitted throughout the year; however, the 45-day review timeline is designed to allow enough time for all applications received by June 1 to be approved or returned to the CPW for corrections by July 15. CPWs then have up until September 15 to resubmit the corrected application or it may be denied. Because additional corrections may be required to the resubmitted plan, CPWs are strongly encouraged to resubmit corrections as soon as practicable. The timeline to resubmit corrections may be extended slightly on request from the CPW if approved by the reviewer. Reviewers have until October 1 to either approve or recommend denial. Any application still in “returned” or “submitted” status on October 2 will be denied for failure to resubmit an approvable management plan by October 1. 
Cancellation and late changes 
After approval and before designation, the application may be cancelled by the landowner, or late changes may be requested by the landowner, including acreage enrolled and open/closed status. The TLFS may need to work with TLAS and the Administration Coordinator to accommodate these requests; additional CPW work may be involved. 
DEFINITIONS
 “Application” or “Plan” means the complete packet of application, map, management plan and required attachments including proof of ownership and tax documents. In context, the terms refer solely to the application form or management plan. 
“Approve” means reviewers have determined all facts in the application to be complete and correct and MFL designation is recommended via WisFIRS. The CPW is notified that the plan is approved and is expected to inform the landowner. Provided there are no delinquent taxes on the land or changes in ownership, the department will issue an Order of Designation which is recorded at the register of deeds along with the MFL map. 
“Cancel” means the landowner has decided not to pursue enrollment effective the following January 1. The landowner submits a written request to the department and application data is preserved for possible future enrollment. Landowners may cancel their application until December 31. 
“Checklist” means the MFL Management Forest Law (MFL) Application Review Checklist Form 2450-189. 
“CPW Requested Return” means the CPW has requested in writing that the reviewer return the plan to them to make changes, either corrections or landowner requests. The plan must be resubmitted before a full review may occur and corrections requested. 
“Deny” means the review process found the application ineligible for enrollment, including because an approvable plan was not received by October 1: any return reason left uncorrected becomes the reason for the denial. Reviewers must indicate a reason why the application is being recommended for denial. Final determination for issuance of the Denial Order is made by the Tax Law Administration Coordinator. 
“Electronic signature" means an acceptable electronic signature service is used to provide required signatures. The electronic signature box on the form must be checked, and the audit trail or similar documentation of authenticity generated by the signature service must be provided with the electronically signed form, ideally uploaded as additional pages to the document as it is uploaded into WisFIRS. Interim guidance is provided for a list of acceptable services and audit trail examples.
“Late Changes” means the landowner requests changes to the application after it has been approved. The department is expected to work with the landowner to revise the application in these cases to accommodate allowable requests. 
“Return” means the application is returned to the CPW for correction via WisFIRS. Return reason(s) notes are provided to the CPW. The CPW is expected to work with the landowner to revise the application and obtain new signatures as needed.
“Return Reason” means the item needing correction as indicated on the current plan review checklist. Return reasons are accompanied by notes from the reviewer describing the issue that needs to be corrected. 
PROCEDURES
A. Planning and materials needed 
Department review and approval of applications must happen in consultation with county parcel and tabular records and occur within timelines. If necessary, the review process may include a site visit, and reviewers should keep this in mind to ensure timelines are met. During the review process, TLFS may also find it helpful to consult the following resources (not all inclusive). 
· USDA NRCS Web Soil Survey
· WI DNR Resources: 
· Bureau of Natural Heritage Conservation species guidance
· Wisconsin Historical Society screening layer
· Surface Water Data Viewer
· WI Silviculture Guide
· Forest Management Guidelines
· Board of Commissioners of Public Lands Wisconsin Public Land Survey Records
· GIS software
The application packet review process may be assisted by printing materials out to use while reviewing in WisFIRS. Some components are only visible in WisFIRS for review. While consistent review quality is expected, reviewers are to rely heavily on their previous familiarity and expertise and suit their own preferences for efficiently reviewing plans. The order in which materials are reviewed may vary from one reviewer to the next; however, this chapter is organized with respect to the order found on the MFL Application Review Checklist. Reviewers generally make notes based on their observations throughout their review and prepare consolidated return reasons as a final step if corrections are required. 
B. Review process for Proof of Ownership and Other Legal Documents
To ensure that submitted documents are acceptable, reviewers use county websites. Recorded documents are examined for completeness and to ensure 100% ownership interest is accounted for with deeds and that Parcel Identification Number (PIN) information is provided for all land being enrolled. 
	Ownership and Legal Document Step
	Table 1: Ownership and Legal Document Review Procedure 

	Step 1: 
Form Review
	Physically review the ownership document(s) for legibility and completeness. Confirm the document is sufficient proof of ownership (insurance policies, abstracts, title insurance, real estate transfer returns, satisfactions of mortgage or tax receipts are not proof of ownership and should not be maintained in WisFIRS). Confirm all pages of the documents are uploaded. Confirm the document is recorded. The copy does not have to be certified or notarized. Use the local County Tax and Property Data to confirm the most recent and applicable documents are uploaded. 

	Step 2: 
Ownership Review
	Compare the ownership(s) indicated on the ownership documents against the County Tax and Property Data, Tax document, Application form 2450-129, Map form 2450-133. Confirm names match across all items. Confirm ownership document(s) accounts for 100 percent ownership and ownership is spelled accurately.  Read the entire deed: life estate holders may not appear within the grantor/grantee section. When ownership names exceed WisFIRS character limits, CPWs are allowed to use discretion with abbreviations.
Tip for verifying most recent ownership documents: County tax parcel summary may indicate the most recently recorded ownership document. 
Additionally, if the application is an addition, conversion or renewal application type, compare against the currently enrolled plan to confirm ownership is identical. 

	Step 3: 
Location of land Review
	Compare the described real estate information indicated on the ownership documents against the County Tax and Property Data, Tax document, Application form 2450-129, Map form 2450-133. Confirm ownership document(s) accounts for 100% of the land being enrolled.

	Step 4: 
Eligibility Review
	Review the ownership document(s) for restrictions and incompatible development of the land. Common ineligible uses include timber cutting restrictions or recorded subdivision plats. 
If the ownership document(s) contains timber ownership rights, conservation easements, or other encumbrances, confirm forest management is not restricted.
If ownership document(s), tax documents or county tax and property data contain subdivision names, confirm the plat has been legally vacated or the plat has been overlaid with a Certified Survey Map. Refer to table 201-7 and / or consult with the County Real Property lister, as needed.

	Step 5: 
Tax Document Review
	Compare the tax document(s) against the County Tax and Property Data and Application.  Confirm tax document(s) are all present, are a recent property tax bill or county tax parcel summary, and contain the most up to date PIN (no non-pertinent tax documents present). 

	Step 6: 
Survey Map Review (if applicable)
	If land being enrolled has a CSM, a recorded copy of the CSM is required. If non-CSM surveys or CSMs of land not being enrolled are necessary to justify entry acreage, then they must be uploaded to WisFIRS. If these surveys are not required to justify entry acreage, they should not be uploaded. Compare survey maps against County Tax and Property Data, Ownership documents, and Tax documents, to determine if a survey map is required with the application.
When provided, confirm CSMs of enrolled land are uploaded under the ‘CSM’ document type in WisFIRS. Confirm all other survey map types are uploaded under the ‘Survey Map (Not CSM)’ document type in WisFIRS. Confirm CSM documents are recorded and all pages are provided. 


C. Review Process for Application Form 2450-129 and WisFIRS 
The application form for landowner signature is generated using information entered into WisFIRS by the CPW. After the application form is signed, it is uploaded into WisFIRS to document all owners’ and encumbrance holders’ agreement to the MFL contract.  
	Application Step
	Table 2: Application Review Procedure

	Step 1: 
Form Review
	Physically review the application form for legibility and completeness (draft watermark is not present). Confirm the document contains all pages and is the most current revision date.
For any changes made to the application form 2450-129, confirm the newest application is uploaded.

	Step 2: 
Landowner and Entry Information Review
	Section I. Landowner and Entry Information is reviewed in Step 2, Proof of Ownership. 
Confirm the contact landowner name(s) and address are indicated. C/O, email and phone number are preferred but not required. For all other owners, blank address information is preferred, as this information is not routinely updated. 
When variations (a/k/a, f/k/a, etc.) or misspellings to a name are found on the legal document, defer to the application to affirm how the individual correctly spells their name. 
When character limits are exceeded in WisFIRS, CPW discretion is allowed. Punctuation should not be included in ownership names. Apostrophes and ampersands are acceptable. When applicable, include the numeral in number format.

	Step 3:
Location of Land Review
	Section II. Location of Land is partially reviewed in Step 3, Proof of Ownership by evaluating County Name, Municipality Name, Town, Range, Section, Legal Description, Tax Parcel ID, and CSM information. 
Additionally, compare the Legal Description extent against Map Form 2450-133, Board of Commissioners of Public Lands - Wisconsin Public Land Survey Records (GLO), Tax Documents and Ownership Documents to confirm enrollment of the legal description (entire, partial, or an entire excluding right of way (ROW) enrollment of the legal description). “Extent” refers to the legal description, not what the owner owns with the legal description. Here, Entire shall be used when all land in the legal description is enrolled. Partial shall be used when part of the legal description is enrolled. Excluding ROW shall be used when all land in the legal description excepting ROW land is enrolled.
Compare open and closed acres against Map form 2450-133 for accuracy and consistency. 
Compare acres by PIN against Tax Documents, County Tax and Property Data, and survey maps when applicable. Confirm accuracy of PIN on the application, following local government standards with inclusion/exclusion of township code, dots, dashes and zeros. Use GIS resources when tax bill vs. on the ground discrepancies exist, when a PIN lies across multiple legal descriptions or for partial PIN enrollments to confirm acreage accuracy.
Verify whole acres are being enrolled unless exceptions found in Chapter 201.E apply.
When CSM information exists on the enrolled land, confirm all known CSM information is indicated accurately and completely. Confirm as much detail as possible is included. At minimum, CSM number, and lot or outlot number are required. Vol, Pages and Doc number, if present, are preferred, but not required. Note, not all fields may be present. Tax documents indicate what CSM information is present; deeds may also contain CSM information.  

	Step 4: 
Acknowledgment and Certification Review
	Confirm participation in the MFL Certified Group has been specified. 
Confirm 100% of owners have signed and dated the form. If the property is subject to encumbrance or deed restrictions affecting ownership or management, confirm signatures of holders. 
Confirm official documentation is uploaded for instances when the signature is on behalf of an individual (Power of Attorney, Deceased, Probate).
When electronic signatures are used, confirm the electronic signature box is checked and the electronic signature service audit trail is uploaded with the application form. Signatures signed with a stylus or computer generated script, for example, are not electronic signatures.
For any changes made to the application form 2450-129, confirm the newest application is uploaded with new signatures and dates.

	Step 5: 
WisFIRS review of landowner and application records
	Confirm each landowner listed is not a duplicate. Within the order number, click on each landowner’s name and review the ‘created on’ and ‘updated on’ fields. If the record was created by the CPW, navigate to Landowner search, use search parameters ‘starts with’ or ‘contains’ and input a key word search such as a last name. Use ‘similar to’ for misspellings/ alternate spellings or variables such as trust vs. trust agreement. Evaluate relevant results to confirm a duplicate record was not created during the application process. 
Search plan records to confirm only one application per owner per municipality per year is being enrolled. For multi-municipality applications, all land applied for a new entry must be combined into one application. Exceptions apply for large to small, addition, and conversion applications.

	Large Account Applications only
	Confirm a management commitment is uploaded and contains all necessary information, as outlined in Chapter 207.


D. Review Process for Map Form 2450-133
The MFL map documents eligibility including acreage, contiguity, Open MFL access (if needed) and depicts stand information consistent with the management plan. 
	Map Step
	Table 3: Map Review Procedure

	Step 1: 
Form Review
	Physically review the map form for legibility and completeness. Confirm the most current revision date. Confirm map is in color and information is not obscured or unreadable. Compare the map against the application to verify the correct map(s) are uploaded.
Review the margins and scale of the document. 
Margin: A minimum of 1/2 inch top (+/- 1/32 inch) and a minimum of 1/4 inch for all other margins (+/- 1/16 inch) is required for county recording purposes. Confirm if information is in the margin, it is not required information. Information in the margins may be cut off during printing or recording processes. 
Scale: Measure the scale of the mapping window to confirm 8 inches equals 1 mile. A standard forty-acre area with a scale of 8 inches = 1 mile, is 2 inches by 2 inches. For non-standard areas, consult GIS resources and County Data to confirm proper scale. Measurements can be completed electronically in adobe using the measure feature or manually by printing the document and using a measuring tool. When printing, ensure print settings do not adjust scale. Note: Changes in scale are approvable when the entire area to be enrolled in that section, will not fit in the 8"x8" map box at the standard 1:7920 scale. When scale is modified, confirm the scale indicated in the header matches the scale in the mapping window.

	Step 2: 
Header Review
	Header information is partially reviewed in Step 2 and 3, Proof of Ownership for accuracy. Confirm header boxes contain all required information.
Additionally, review the closed area and open area boxes for consistent identification and coloration with the mapping window. MFL boundary highlighting must stay mostly within the inside of the box outline and yellow open coloration must be visible.
Confirm Prepared By and Date are indicated. The CPW may use their name or their company name. Company symbols or individual credentials may accompany the preparer name. Date may be in any format, but at minimum must include the month and year.

	Step 3: 
Mapping Window Review
	Examine the mapping window to confirm only enrolled acreage for the section appears. For instances when land is enrolled in adjacent sections, confirm the highlighting for the mapped section is closed and only shows highlighting for the applicable section (i.e. if portions of the adjacent section are found on the map, the adjacent section is not highlighted). 
If the mapping window shows less than a full section, or in instances where section corners and quarter corners differ from the standard MFL map, confirm section and quarter corners are identified in the correct location. A minimum of 2 section corners are required when possible. If not possible, one section corner and two quarter corners are required. Nomenclature or symbology may be used to identify the corner. Symbology must be defined either on the map or in the legend. 

	Step 4:
Mapped Enrollment Review
	Location of land mapped, exclusion areas and identification of closed and open areas is reviewed in Step 3, Proof of Ownership to confirm all land enrolled is accounted for, mapped properly and identified correctly. Confirm dimensions are included on the map to justify decimal acreages, when required (found in Chapter 201.E).
Additionally, examine the highlighting to ensure exterior boundaries have the highlighter along the inside of the enrollment boundary. For interior exclusions, confirm highlighter is along the outside of the excluded boundary. 
Compare the map against aerial photography and GIS resources to verify current ground conditions, major land features and adjoining lands to ensure lands are accurately mapped and identified. Examples of major features may include infrastructure, transportation, utilities and hydrography. Adjacent ownership and land use (ex: O/W) must be noted frequently enough to determine eligibility and intent of enrollment. Confirm any tracts of land under the same ownership are clear, especially if needed to connect two 10+ acre parcels for 2017 or later entries. 

	Step 5:
Eligibility Review
	The map must be reviewed to confirm minimum parcel size, width requirements, productivity by parcel and buildings on enrolled lands meet program eligibility. Use tools such as survey maps, tax bills, manual measuring tools. GIS, CPW comments in WisFIRS, or site visits to confirm acreage sizes and widths. 
Confirm MFL parcel(s) are at least 10 contiguous acres in size. Unless the application is a one-time renewal, for lands enrolled in 2017 and later, confirm MFL parcel is at least 20 contiguous acres in size or at least two 10 acres parcels connected by a tract under the same ownership. Confirm land enrolled is at least 120 feet wide. If land is less than 120 feet wide, confirm the lands do not exceed a 4:1 length to width ratio.
Confirm each MFL parcel is at least 80% productive or capable by comparing the map against aerial photography and GIS resources. For applications enrolled after 2022, confirm non-productive areas one (1) acre or more in size are mapped and accounted for in the productivity calculations. 
Examine aerial photography, GIS resources, or on the ground surveys for buildings on MFL lands. For 2017 and later applications, if the building is used exclusively for storage, verify the building is mapped. For 2016 and earlier applications (including additions to 2016 and earlier enrollments), if the building meets the characteristics, verify the building is mapped. If the building does not meet requirements, verify the building is not enrolled on MFL lands. Mapping buildings on non-MFL land / exclusions is optional. 

	Step 6:
Map Legend Review
	Confirm a legend is included on the map and any symbology not identified on the map is identified in the legend. Symbols provided in Appendix 201C are recommended; however, customized symbols are acceptable. Cover type and stand prefixes are abbreviations, not symbols, and are not required to be defined.
Additionally, confirm stand number, cover type, and size class are included on the map or in the legend and is consistent with plan data. Density and acres are recommended but not required, except for large accounts, where cover type acres are required. For small accounts, if stand acreages are included, acres may indicate total stand acres across all sections or total stand acres by section. When on the ground acreage differs from tax bill acres, confirm the map boundary matches on the ground conditions and acres are modified to match tax bill acres. 

	Step 7:
WisFIRS review map document and closed acreage limits
	From WisFIRS, download the map to Adobe and confirm proper page size of 8.5” x 11” by hovering the mouse in the lower left side of the document.
If the application contains multiple sections, confirm the T-R-S map properties are assigned correctly in WisFIRS. 
Confirm 320 closed acres per owner per municipality is not exceeded, by reviewing the Public Access Review report in WisFIRS. 

	Open Lands Review only
	Identification of open areas is reviewed in Step 3, Application Review and Step 2, Map form 2450-133. 
If open lands apply, additionally confirm access is explained on the map. Even obvious access, such as a public road, must be clearly explained on the map.

	One-time Renewal Review only
	If one-time renewal applies, confirm MFL enrollment boundary, acreage and ownership is identical to the current enrollment. MFL stand lines and stand data do not need to be identical and should reflect on the ground conditions. Facts on the ground present at original enrollment may be used to justify slight adjustments in acreage being renewed. 

	Addition Review only
	If addition applies, confirm MFL enrollment boundary is contiguous to the current enrollment or is an eligible parcel at least 10 acres connected by a tract of land under the same ownership. Verify all acreage in the section is mapped and accounted for in the header section (original plus addition). Verify highlighting is along the entire enrollment boundary for the section and does not differentiate between original and addition. Verify addition stand numbers are not the same as original stand numbers. Verify that all stands in the section are accounted for in the legend. 

	Large Account Review only
	If large account applies, verify cover type and acres by section are correctly identified in the mapping window or in the legend. Verify productivity levels are met.


E. Management Plan Review Process
The plan is reviewed to ensure all stands are accurately described and have a data-supported schedule of mandatory practices consistent with sound forestry and the purpose of MFL. 
	Plan Step
	Table 4: Management Plan Review Procedure

	Step 1: 
Ecological Landscape Review
	Within WisFIRS or the management plan document, navigate to Eco Landscape and verify the application falls within the ecological landscape mapping unit identified. When land falls near several Eco Landscapes, discretion is permissible. 

	Step 2:
Natural Heritage Inventory (NHI) Review 
	Within WisFIRS, navigate to NHI and verify suitable habitat is evaluated correctly by comparing across stand data and aerial photography or on the ground conditions. NHI information must be reviewed in WisFIRS, since this information is limited within the management plan document. Tip: click on the individual species blue links to learn more about habitat, species and community requirements to determine suitability. Discretion is permissible if species habitat may be present, as a more thorough review and determination will be conducted prior to land management activities. Obvious errors when suitable habitat is not present (ex: fish species but no water resources present) must be returned for correction.

	Step 3:
Archeological and Historical Site (AHC) Review
	Within WisFIRS or the management plan document, navigate to the Arch/Hist and compare across AHC results. Results may have been shared by the TLAS if the CPW made a request or can be found on the WI DNR Wisconsin Historical Society GIS screening layer. If a site is present, confirm information is filled out under the correct type: Archeological and/or Historical and enough detail is included. Note: unlike NHI, confidentiality does not apply. 

	Step 4: 
Productivity Review
	Verify that the productivity by MFL parcel is correct, and that productivity is calculated using on the ground acres. Within WisFIRS or the Land Exam and Practice report, navigate to the stand section and verify productivity field across site index, volume data, cover type, species, aerial photography interpretation, on the ground conditions, stand conditions, stand goals and other site capability features for accuracy. For non-productive stands, confirm the correct prefix is used to discern future capability. 
Capability Tip: when evaluating capability of a stand, web soil survey provides suitability information and limitations for use under the Soil Data Explorer tool. Reports such as potential for seedling mortality and suitability for planting are tools that can aid in determining site capability. Collecting on the ground data of neighboring-like stands may also aid in determining site capability. Use local knowledge or convert volume data to cubic feet to determine if the site is capable of growing 20 cu ft per acre per year.
ID Risk Tip: when evaluating ID risk of a stand, use the Identified Risk Stand Evaluation Tool (form 2450-197), the ID risk decision table, and onsite indicators. 

	Step 5: 
Stand Data Review
	Within WisFIRS or the Land Exam and Practices report, navigate to the stand section and verify stand data for accuracy and consistency. Compare:
· Age structure, cover type and stand conditions
· Cover type species and major tree species across aerial photography or on the ground conditions
· Cover type density and basal area data
· Acres across the MFL map, GIS resources, or on the ground conditions
· Year of origin, total height, mean stand diameter, site index across primary cover type (when provided)
· Invasive species across local knowledge or on the ground conditions
· Soil type across soil maps or web soil survey
· Site limitations across local knowledge, soil type, cover type, volume, NHI/AHC data, MFL map, GIS resources, topographic maps, landowner goals

	Step 6:
Practices Review
	Within WisFIRS or the Land Exam and Practice report, navigate to the stand section and verify the practice(s) scheduled will advance the overall management objectives and are consistent with the principles of sound forestry. If proposed practices vary from approved silvicultural guidance, adequate and convincing support for non-standard silviculture must be provided. 
Compare management objectives across primary cover type, major tree species and stand conditions to determine conversion or maintenance of the cover type. Use local knowledge, invasive species and silvicultural resources to determine natural or forced management of the cover type. Compare across productivity for cases where areas are identified with no management.
Confirm practices are scheduled appropriately and consistently. Compare across cover type, year of origin, desired rotation age, basal area, invasives level, stand goals, stand history, stand conditions, other stand practices, expected growth charts, local knowledge, on the ground conditions or aerial photography, and silvicultural resources to determine sound forestry. 
Confirm mandatory practices are scheduled throughout the plan. Note: in instances where a multi-step harvest is desired, all practices must be scheduled to meet landowner goals. In instances where variable regeneration harvest methods may be applied (either single or multi-step method), a single practice may be scheduled, recognizing the plan can be amended at implementation phase should a multi-step method be desired. 
Similarly, adequately regenerating the stand is a requirement of uneven and even-aged harvests, but if the landowner prefers to undertake additional practices such as release, reforestation/afforestation and/or pre-post-harvest treatments, practices may be scheduled separately at the discretion of the CPW.  
When stands are proposed for enrollment that do not meet minimum density or productivity requirements, sufficient mandatory practices must be scheduled to bring the stand up to stocking in a reasonable amount of time. If forest health and/or regeneration concerns are present, confirm sufficient mandatory practices are included to address them, consistent with approved silviculture, guidelines and principles of sound forestry. Refer to Appendix 203C Identified Risk Decision Flow Process, as applicable. 
Note: Use productivity, size class, origin, trees per acre (TPA), stand history and/or stand conditions sections to determine when regeneration monitoring of a site is needed. Follow standard operating procedures to track a regeneration monitoring management activity once the plan has been approved.

	Step 7:
Plan Signature Review
	Physically review the plan signature page for legibility and completeness. Verify only the signature page of the management plan is uploaded. Uploading all pages to WisFIRS is unnecessary and slows processing speeds. 
Confirm all owners have signed and dated the plan. Encumbrance or deed restrictions holders are not required to sign the management plan. 
When electronic signatures are used, confirm the electronic signature box is checked, an approved signing service is used (see interim guidance) and the electronic signature service audit trail is uploaded with the signed management plan page.
If any portion of the management plan changed, compare the signature date and printed date across the last changed date on the land exam and practice report to ensure the most recent document was signed by the landowner(s).


F. WisFIRS and Application Fee Review Process 
This section addresses the Additional Information, Application Fee and Remittance Form, and Other sections of the MFL Application Review Checklist.
	WisFIRS and Fee Step
	Table 5: WisFIRS and Fee Procedure

	Step 1: 
Productivity by MFL Parcel Review
	Navigate to the Overview page in WisFIRS or the management plan and verify productivity across stand data and MFL map for accuracy. Verify productivity level is accurately indicated for each MFL parcel of land using on-the ground acreage. Consult Table 201-10, 201-11 or 201-12, as needed, to determine when acreage does or does not get rounded or counted towards parcel productivity.
A note next to the productivity percentage is optional. If the CPW makes inaccurate notes, the field may be edited, as needed as soon as the application is approved. .

	Step 2:
WisFIRS Review of Comments and Documents
	Navigate to the Overview page in WisFIRS for further information regarding acreage discrepancies. Additional notes outside of acreage discrepancies is an optional way for the CPW to communicate with the TLFS during review, does not need to be strictly accurate, and will not appear on the plan for the landowner. Evaluate any additional comments provided by the CPW to aid in application review decisions. This field may be edited, as needed, once the application is approved. 
Navigate to the Documents page in WisFIRS to verify all documents are uploaded to the correct document type. Verify no unknown documents are present.

	Step 3:
Remittance fee and form Review
	Verify a $30 check made out to WI-DNR, Wisconsin Department of Natural Resources, DNR, or Department of Natural Resources along with the remittance form is received for each application. 
For multi-municipality applications, a $30 fee is required for each county. One $30 fee is required for multiple townships in the same county.
The remittance fee and form must be sent to the TLFS by the CPW or landowner within 14 days of plan submission (as per NR 46.16(1)(e)). U.S. postal mail can take on average 3-7 days; therefore, the remittance must be received by the TLFS within 21 days. Do not approve applications in WisFIRS until the remittance is received. Process the remittance immediately once the plan is submitted. 
Track remittances received if processed before the plan is reviewed. Examples of tracking may include retaining a copy of the remittance form, making notations on the application, indicating “yes” in step 1 of the review screen in WisFIRS, maintaining a running list by order number.

	Step 4:
New Requirements Review and “Other” Return
	When new regulatory requirements or guidance become effective before the checklist can be updated, new requirements are reviewed for accuracy and completeness and returned for corrections under “Other.” Newly created or changed guidance during the review cycle must be met but does not negatively affect a CPW’s return reason rate. Note: reviewers must consistently review applications to accurately track a CPW’s return rate average. If the return item falls under an existing return reason, do not use the “other” return reason. If the item is related to a WisFIRS malfunction outside of the CPW’s control, this return reason may be used. This return reason is not to be used to indicate a CPW-requested return.


G. Approval 
When corrections are not required, the reviewer approves the plan in WisFIRS. The CPW receives a notification with a link to the approved plan. The CPW must inform the landowner and ensure they have a copy of the approved plan for their reference, keeping in mind the landowner cannot open the link provided to the approved plan in the email notification. As described in Chapter 201, delinquent taxes or ownership changes will result in denial though the application was approved by the reviewer. 
H. Returning the plan for corrections
When corrections are required, the reviewer selects the applicable return reason from the checklist and adds clarifying information regarding the return. Reviewers should write a clear and concise explanation, including enough information identifying the reason for the return, so the CPW will know how to correct the application. When writing a return reason, the TLFS should indicate what is incorrect. The reviewer should avoid providing a specific solution, as there may be several options to correct the issue. It is the CPW’s responsibility to determine how to make the correction. Although providing a specific solution may appear to save time, it is important CPWs maintain their own expertise in the program requirements. Providing ready-made solutions does not create incentives for the CPW to learn how to fix the issue and make corrections to prevent the same mistake in the future. If the return reason is unclear, the CPW is encouraged to consult with the reviewer, so the return is understood. Where practicable, return reason notes should lend themselves to interpretation by others with an eye to continual quality improvement in quality and consistency of applications and reviews. 
Occasionally, the plan may be returned using the “other” category, which does not affect the average return rate. This return reason is to be reserved for when there has been a change to regulation or guidance that is not yet reflected in the checklist, or if a technical issue arises that is best resolved by returning the plan to the CPW. Return reasons are analyzed for continual quality improvement, and the “other” return reason is not easily or meaningfully tracked. Reviewers are not to use the “other” return reason of an item that is indicated elsewhere on the checklist. 
Review upon resubmission:
Once the CPW has corrected the error, the CPW resubmits the plan for review. If errors persist or new errors are found, the reviewer will add additional return reason(s) in WisFIRS with further explanation and return the application to the CPW. The TLFS will check that the uncorrected return reason was completed, and then add a new return reason with additional detail for that same issue to ensure that the appropriate return reasons will be corrected and are reflected in CPWs average return rate.
CPW Requested Return
The CPW may request the application be returned for corrections or to make changes to the enrollment during the review period consistent with landowner requests. Requests must briefly describe the reason for return, and the TLFS must summarize the reason for return. 
· If the request occurs before the reviewer has reviewed the application, the reviewer will note the reason provided for the return and return the application to the CPW. The reviewer will not review the application until it is resubmitted. 
· If the request occurs after the review has begun, the reviewer will cease the review and return the application to the CPW only indicating the CPW requested reason. If return reasons were found during the partial review, the reviewer will maintain their notes and evaluate items at resubmission. 
While CPWs are encouraged to be proactive in correcting mistakes to submitted plans, it is expected that plan review by the CPW occurs prior to submission so mistakes can be corrected before the plan is submitted. CPW requests for applications to be returned due to purposeful incompleteness to meet the June 1 deadline will not be honored. Intentionally incomplete applications or instances of suspected fraudulence will result in suspension of the review until further evaluation occurs with Tax Law leadership. 
Final Reviewer Recommendation 
All applications must be approved or recommended for denial by October 2 (or the first business day after October 1 if it falls on a weekend). Any applications still in ‘returned’ or ‘submitted’ status on October 3 will be denied. Late changes may occur at the request of the landowner. The TLFS will work with the landowner and CPW as needed to make allowable changes by December 31, and to honor any requests before that date which are submitted in writing and signed by at least one landowner. 
BACKGROUND
The MFL Application Review Checklist remains integral to communicating items in need of correction, and the organization of the procedures in this chapter corresponds to the organization of Application Review Checklist. The application review process is categorized by Proof of Ownership and Other Legal Documents, Application, Map, Management Plan, Additional Information, Application Fee and Remittance Form, and Other. Review occurs by category, with cross-reference between categories for consistency. Review process steps are outlined by category reflected on the checklist in these procedures. Nevertheless, because the Application Review Checklist and this chapter are designed to be updated and revised separately, specific checklist items are not referenced in this chapter.
Chapter 201 provides detailed procedures for approvable plans, and the Tax Law section uses the return reasons provided to CPWs each year by plan reviewers to detect opportunities for continual quality improvement to Chapter 201 procedures, enhanced checklist clarity and CPW training, including annual CPW recertification session topics. The plan review process intends to provide helpful instruction to plan submitters by pointing out corrections needed to meet requirements as described in Chater 201, with the goal of continual improvement. 
REFERENCES and RELATED DOCUMENTS 
	Source 
	Summary of requirement 

	MFL Application Review Checklist Form 
	Management Forest Law (MFL) Application Review Checklist Form 2450-189 lists reasons for which applications may be returned for corrections. 

	s. 710.18(1)(c)1., Wis. Stats.
	“Covenants and restrictions” means a declaration, covenant, or other instrument, including any amendments to the declaration, covenant, or instrument, that describes a residential planned community and that does all of the following:
710.18(1)(c)1.a. Provides for restrictions on or requirements for residential lots that are part of the residential planned community, such as restrictions or requirements regarding allowable structures; building setbacks; architectural standards; fence restrictions; or the use, occupancy, appearance, or maintenance of property.
710.18(1)(c)1.b.Provides that the residential planned community is managed or regulated by an association or that an association enforces the instrument on behalf of the residential planned community.
710.18(1)(c)1.c. Provides that the restrictions or requirements described under subd. 1. a. run with the land.
710.18(1)(c)2. Covenants and restrictions” does not include a condominium declaration, as defined in s. 703.02 (8).

	s. 710.18(2), Wis. Stats. 
	Covenants and restrictions.
710.18(2)(a) Recording required. If an association is created to manage or regulate, or to enforce covenants and restrictions for, a residential planned community, the covenants and restrictions shall be recorded with the register of deeds in every county in which the residential planned community is located.

	s. 140.01(5), Wis. Stats. 
	 “Electronic signature” means an electronic symbol, sound, or process attached to or logically associated with a record and executed or adopted by an individual with the intent to sign the record.

	s. 409.102(1)(hs), Wis. Stats., NR 46.15(13), Wis. Admin Code 
	 “Encumbrance” means a right, other than an ownership interest, in real property. The term includes mortgages and other liens on real property.
NR 46.15(13) “Encumbrance” has the meaning specified in s s. 409.102 (1) (hs), Stats.

	140.01(13), 140.01(14)
	 “Sign” means, with present intent to authenticate or adopt a record, any of the following:
140.01(13)(a) To execute or adopt a tangible symbol.
140.01(13)(b) To attach to or logically associate with the record an electronic symbol, sound, or process.
 “Signature” means a tangible symbol or an electronic signature that evidences the signing of a record

	s. 77.82(7)(c), Wis. Stats.
	If an application is received on or before June 1 of any year, the department shall investigate and shall either approve the application and issue the order under sub. (8) or deny the application before the following November 21. An application received after June 1 shall be acted on by the department as provided in this subdivision before the November 21 of the year following the year in which the application is received.

	s. 77.82(7), Wis. Stats.
	The department shall approve an application if it determines all of the following:
77.82(7)(a)1.That the land meets the eligibility requirements under sub. (1).
77.82(7)(a)2.That all facts stated in the application are correct.
77.82(7)(a)3.That a stand of merchantable timber will be developed on at least 80 percent of the land within a reasonable period of time.
77.82(7)(a)4.That the use of the land as managed forest land is not incompatible with the existing uses of the land in each municipality in which it is located.
77.82(7)(a)5. That there are no delinquent taxes on the land.

	s. 77.82(3)(ar), Wis. Stats
	For a proposed management plan prepared by an independent certified plan writer, the department, after considering the owner’s forest management objectives as stated under sub. (2) (e), shall review and either approve or disapprove the proposed management plan. 
If the department disapproves the proposed plan, it shall inform the applicant of the changes necessary to qualify the plan for approval upon subsequent review. 

	NR 46.18(5), Wis. Admin Code
	Management plan as a condition of designation.
NR 46.18(5)(am) A management plan agreed to by the department and the owner is a condition of designation.
NR 46.18(5)(bm) Management plans for applications under s. NR 46.16 (1) (a) received on or before June 1 shall be prepared by a certified plan writer or the department itself.
NR 46.18(5)(bm)1. Management plans shall be approved by the department no later than October 1 of the year in which the order of designation will be issued. The department shall approve a management plan if all the following apply:
NR 46.18(5)(bm)1.b.The management plan includes all requirements under subs. (2) and (3), as approved by the department.
NR 46.18(5)(bm)1.d.All owners have signed the management plan.
NR 46.18(5)(bm)2.As a condition of designating the land for plans prepared by the department, the applicant shall pay the management plan fee no later than October 1 of the year in which the order of designation will be issued.
NR 46.18(5)(bm)3.Failure to have a management plan approved by the department on or before October 1 of the year in which the order of designation will be issued or a later date agreed to by the department, conditioned by s. 77.82 (9), Stats., will result in a denial of the application.
NR 46.18(5)(dm) Management plans submitted by June 1 that are returned to a certified plan writer by the department for revisions shall be resubmitted by September 15. Plans resubmitted after September 15 that are not approvable may be denied. Extensions may be granted with department approval.

	s. 59.43 Wis. Stats. 
	59.43(1g) Authority to reject entire group of related documents. If the register of deeds is presented with a group of related documents that has been identified by the person submitting the documents…as representing a single transaction and one or more documents within the group may not be recorded because of a failure to comply with any provision of sub. (2m), the register of deeds may return the entire group of documents unrecorded.
59.43(2m) Standard format requirements for recorded documents. 59.43(2m)(b) Except as provided in pars. (d) and (e), no document may be recorded in the office of a register of deeds unless it substantially complies with all of the following:
59.43(2m)(b)1.The paper is white and is at least 20 pound weight.
59.43(2m)(b)2. The page width is 8.5 inches and the page length is either 11 inches or 14 inches. The maximum deviation from any of these measurements may not exceed 0.25 inch.
59.43(2m)(b)4. The entire document is clear and the letters, numbers, symbols, diagrams and other representations in the document are large enough and dense enough to be reproduced or read by a copy machine and a microfilm camera or optical scanner to the extent that the image captured is legible.
59.43(2m)(b)5. The ink is black, blue, or red, except that signatures and coded notations on maps may be other colors.
59.43(2m)(b)6.  The top margin of each page is 0.5 inch, except that company logos may appear within this margin if they do not interfere with any of the other requirements of this subsection.
59.43(2m)(b)7.The bottom and side margins of each page are at least 0.25 inch.
59.43(7) Including parcel identification number. 
59.43(2m)(e)  Every instrument that the register of deeds accepts for recordation under this subsection shall be considered recorded despite its failure to conform to one or more of the requirements of this subsection, if the instrument is properly indexed in a public index maintained in the office of the register of deeds.

	s. 236.34, Wis. Stats. 
	236.02(9c) “Record” means, with respect to a final plat or a certified survey map, to record and file the document with the register of deeds. 
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