USFWS Project Review Submission Guidance for projects in North Carolina
Asheville & Raleigh Ecological Services Field Offices (AFO & RFO)
If this is a project review request, please follow the steps below to ensure your project is entered into the U.S. Fish and Wildlife Service’s (Service) project tracking system.  All project reviews now require project proponents to request an Official Species List from the Information for Planning and Consultation (IPaC) system.  We are completely paperless and no longer welcome mail-in/hardcopy project review packages.  

Step-by-Step Guidance for Developing a Project Review to the Service 

1. Know which North Carolina Ecological Services Field Office serves the focal county(ies) by 
2. Go to the appropriate Service website to understand how to develop a Project Review. Although the website is designed to support mainly Federal agencies, non-federal agencies can use the first 1-3 steps to assist in developing a Project Review submission:
· AFO: https://www.fws.gov/office/asheville-ecological-services/asheville-field-office-online-review-process-overview 
· RFO: https://www.fws.gov/office/eastern-north-carolina-ecological-services/project-planning-and-consultation.   
3. You must create an account @ login.gov.  The Service requires it to utilize the full features of IPaC.  Login.gov is a secure sign in service used by the public to login to government agency applications like the IPaC secure system.  An account is required to define a project or request an Official Species List (and obtain a list of migratory birds and other important habitat information). This is necessary to keep your projects secure. Other benefits include easier access to a list of your projects, improved project sharing, and a profile to pre-fill forms.  You can use your Login.gov profile as your IPaC login. You will fill in your IPaC information before submitting an Official Species List request, and you can check the box to save the information to your profile.   
4. Go to IPaC at https://ipac.ecosphere.fws.gov.  
5. Scroll to HELPFUL VIDEOS to access quick & easy videos that walk through how to use the features in IPaC.  
6. Once you have trained, you should LOG IN and LOG IN WITH LOGIN.GOV. Then, GET STARTED.  
· It may be useful to utilize the IPaC Beta testing website for practice projects or projects for which the proponent does Not want an official record.  Test projects should be entered into https://ipacb.ecosphere.fws.gov/.
7. Map your project using Steps 1-3 in IPaC and click “continue”. Once on the Resources webpage, you must DEFINE PROJECT and follow the prompts to obtain the Official Species List and register the project into our system. We do not recommend printing the preliminary informational list of species and critical habitat unless you do Not want an official record of the project. Consultations with the Service require an Official Species List.
· Note that you can also upload a GIS Shapefile to the IPaC mapper.
8. Your Official Species List will be in your project documents.  Open the species list to obtain the PROJECT CODE and PROJECT NAME.  These two elements must be referenced in your project review submission that you will submit to the AFO or RFO.  Also download the Official Species List and include it in the submission.  
9. Instantaneously, the project record will appear in the U.S. Fish and Wildlife’s project tracking system.  In order to easily associate your project review submission with the right record, you must include the PROJECT CODE and PROJECT NAME along with the Project Review request.  Email the complete package following the guidance referenced in Step 1 to the AFO: Rebekah Reid at rebekah_reid@fws.gov  or the RFO @ Raleigh@fws.gov . 
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