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October 15, 2003
OKLAHOMA BULLETIN NO. OK180-4-2

SUBJECT: CPA - Revised Templates for Customer Service Toolkit
Purpose: To provide updated template files for contracting use in Customer Service Toolkit.
Expiration Date: September 30, 2004

The attachments to this bulletin are revised template files for Customer Service Toolkit (CST). The
templates have been revised based on feedback from the field and errors found in earlier versions
of the templates released with Toolkit version 4.0. The following provides information on the
changes in these templates:

1. The title has changed slightly in the AD-1155 template (the "OR" has been removed
from the title to match the latest forms available from the eForms website).

2. Rounding differences between Toolkit and ProTracts have been corrected. A dollar
amount which contains $0.50, will round up to the next whole dollar amount.

3. Minor formatting issues on the AD-1156 have been corrected.

4. Recalculation of totals on the AD-1155 for manual changes to the dollar amounts of the
cost share of individual practices has been fixed.

Offices that have customized the templates they are currently using are not required to use these
templates and re-customize the template. However, if they desire the functionality that has been
provided with these revised templates the new templates should be installed and customized.
Offices that have not customized current versions of the templates should follow the
instructions provided to install these template files on ALL workstations in the office.

Instructions for saving the attached template files to the workstation.

DO NOT OPEN THE ATTACHMENT. Right click on the file name of the attachment. Select Save
Target As or Save. In the Save as window, navigate to C:\Program Files\Microsoft Office\USDA
Workgroup Templates. Make sure the filename is still ContractAD_1155.xIt (or
ContractAD_1156.xIt) and select Save.

It is recommended that all offices customize the templates for efficiency in planning and contracting
using the guidance provided in Helpful Hint #17 of the Customer Service Toolkit User's Guides.
Any questions on installing these templates, customizing the templates, or using the templates in
Toolkit should be directed to the team Toolkit contact or Suzanne Collier, Resource
Conservationist.

/s/ John Glover acting for
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