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Bank Submittal’s Best Practices
The California Department of Fish and Wildlife (CDFW) is providing the following best practices for consideration for Bank Sponsors. Addressing these items will decrease delays and issues CDFW finds during bank review. 

This is not an exhaustive list but rather a summary of items seen over the years that have caused delays. Bank Sponsors should refer to relevant state and federal banking statutes, guidelines, checklists, etc. 

	Initial Submittal (Draft Prospectus/ Prospectus)
	1) Before preparing a Draft Prospectus or Prospectus, we encourage the Bank Sponsor to perform their due diligence by reviewing guidance documents, checklists, fees, laws, and regulations for each agency they are thinking about proposing a bank with, as each agency may have a different process. 
2) Before submittal and while preparing a Draft Prospectus or Prospectus, the following is advised:
a) Review all documents to ensure that proposed numbers, species, and habitat types are consistent across all documents. 
b) Date all documents and include a revision date when updated so agencies can confirm they have received the most recent document.
3) During Draft Prospectus or Prospectus submittal, the following is advised:
a) Submit to each agency at the same time. This may include submitting to the Interagency Review Team (IRT) and CDFW at the same time.
b) Ensure all documents are submitted as individual PDF documents with descriptive labels. For example, labels should not only say “Exhibit A” but “Exhibit A- Bank Location Maps.”
c) If an item listed on the checklist is not submitted, include an explanation as to why the document is not necessary in a cover letter. 
4) When submitting the required banking fees to CDFW, the Bank Sponsor should follow the bank submittal form instructions.


	Development and Interim Management Plan
(Development Plan)

	1. Before submittal and while preparing the Development Plan, the following is advised:
a. Review the minimum requirements for Exhibit C, Development Plan, as discussed in the Bank Enabling Instrument (BEI)/Conservation Bank Enabling Instrument (CBEI) template, and ensure Exhibit C includes all items.  
b. When referring to scientific papers, policies, etc., include a citation.
c. If creating a floodplain bank, ensure the design includes passage for fish.
2. Before submittal of the Development Plan, the following is advised:
a. Ensure all numbers throughout the Development Plan are consistent. 
b. Ensure all edits/changes have been updated throughout the entire bank proposal. 
i. For example, wetland acreages may change during preparation of the Development Plan and during revisions based on agencies’ comments. The acreage change, and respective acreage proportions and credit allocations discussed in the BEI/CBEI exhibits should be consistently updated to reflect the changes in all documents.


	Real Estate Documents

	1. For the Prospectus, submit a Preliminary Title Report (PTR) completed within one year of submittal.
2. For the Bank Agreement Package (Draft BEI/Final BEI)
a. Submit a current PTR. 
b. Ensure the Property Assessment Warranty is complete, and all numbers are accurate and match the information in the PTR. 
c. Use the latest Conservation Easement template. Note, deviations from the template will cause extended review times. 
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1. Before preparing a Bank Agreement Package, review guidance documents and checklists, to ensure Bank Sponsors are using the latest templates and guidance.
2. Before submittal and while preparing a Bank Agreement Package, the following is advised:
a. Address all IRT/Conservation Bank Review Team (CBRT) comments on the Prospectus.
b. Review all documents to ensure that proposed numbers, species, and habitat types are consistent across all documents. Ensure language in the exhibits does not conflict with the terms of the BEI/CBEI or Conservation Easement.
c. Date all documents and include a revision date when updated for agencies to confirm that they have received the most recent document. 
d. Include a table of contents, with clickable links, which is accurate and reference the correct page. Section headers should match the table of contents. 
e. Review the Bank Agreement Package prior to submittal, large-scale copying/pasting errors occur as remnants from previous bank documents (for example, a template from a previously approved bank is utilized again by the same bank sponsor; however not all of the “old” information is revised). 
Incorrect references often include:
i. Incorrect bank name;
ii. unnecessary appendices;
iii. inaccurate locations;
iv. irrelevant, inconsistent, inaccurate, or incorrect APNs;
v. incorrect or outdated construction methods;
vi. outdated acreage or inconsistent acreage;
vii. outdated or inconsistent boundaries depicted on maps;
viii. inaccurate or inconsistent habitats, species, wetland acres, types and ratios;
ix. inaccurate or inconsistent credit numbers;
x. financial assurances inaccurate or not updated;
xi. incorrect easement holder(s);
xii. incorrect long-term manager(s);
xiii. inaccurate permit references; and 
xiv. credit calculations inaccurate or not updated. 

f. Check for spelling, grammar, and formatting errors. 
g. Ensure all defined terms are capitalized.
h. Use names and defined terms consistently. 

Common inconsistent items are:
i. The name of the bank;
ii. Incorrectly using “bank” or “property” when describing “bank property;”
iii. Using the term “site” to describe the bank property; and 
iv. Using the term “land manager” to describe the property owner or bank sponsor responsibilities.
i. Avoid credit numbers rounding errors.
j. Lists and tables should be accurate, and all references should point to the correct location.
k. Prepare documents based on current conditions and property ownership.
l. Write the Interim and Long-term Management Plan to reflect the proposed bank property owner and Bank Sponsor rather than stating the names of the current property owner and Bank Sponsor, if different. 
m. Include all Covered Species, Covered Habitats, LSA Resources, Waters of the US (if the US Army Corps of Engineers will be signatory to the bank), and Waters of the State (if the Waterboard will be signatory to the bank) to be included in the bank in the Development Plan and Long-term Management Plan exhibits.
n. Ensure performance standards are specific, measurable, achievable, relevant, and time bound.

o. Ensure monitoring methodology is included in detail. 
p. Ensure all documents follow template requirements. If there are any deviations from the template, it is advised that Bank Sponsors provide an explanation for the deviations. Proposing deviations from the template will cause extended review time. 

q. Ensure exhibits are complete and accurate. For example, when supplemental surveys are performed to provide more baseline information than the initial biological survey report, these surveys should also be included in the Biological Survey exhibit section.  

r. Include references for excerpts. References should be to the document itself, not the section. For example, copies of the Regional Water Quality Control Board (RWQCB) requirements/avoidance measures are often included in bank information directly copied from a RWQCB handbook. The reference should be to the RWQCB handbook first, then the section and page number rather than mid-section and often in mid-sentence, which is confusing.

s. Outline and document any assumptions that went into the calculation(s) for the endowment analysis, such as a Property Analysis Record (PAR) or similar analysis.  To speed review, it is helpful to have a line-item crosswalk between the Long-term Management Plan tasks and the PAR/PAR-like calculations to easily show where the management tasks are being included in the calculations.

t. Ensure all fences, gates, sign repairs and replacements as well as fence/gate removal are included as a task in the Long-term Management Plan and the costs as separate line items in the PAR/PAR-like analysis.

u. Ensure all annual report dates are consistent in the BEI /CBEI and all management plans.
3. During Bank Agreement Package submittal, the following is advised:
a. Ensure all documents on the checklist are provided in the Bank Agreement Package. If a document listed on the checklist is not submitted, include an explanation why the document is not necessary in a cover letter. 

b. Include a cover letter that outlines all changes/updates from the Prospectus stage and reasons for any deviations from bank templates. 

c. Ensure all documents are submitted as individual PDF documents. For example, instead of “Exhibit A” use “Exhibit A- Bank Location Maps.” It is important that all titles are accurate.

d. Treat the submittal as if this is the final proposal.

4. When requesting to discuss issues affecting the bank, ensure all IRT /CBRT agencies are included in discussions/meetings.


	Resubmittals 
	1. A cover letter must be included that identifies all updates and/or new information from the previous submittal. All the updates should be incorporated throughout all documents/exhibits by providing a redline editable version (e.g., Word document). 

2. Review all documents to ensure that proposed changes, such as numbers, species, and habitat types have been updated across all documents. 

3. Include the revision dates on all documents in the footer to allow the agencies to confirm that they have received the most recent drafts.

4. If the Bank Sponsor disagrees with IRT/CBRT comments, resolve the disagreement prior to resubmitting the documents and include all agencies.

5. All exhibits should be final, by the final review stage.


	Bank Establishment
	1. When preparing a Letter of Credit (LOC), the Bank Sponsor should use the template of the agency that is beneficiary to the LOC. The LOC terms should contain the terms outlined in the BEI/CBEI template. 
2. When submitting a LOC to CDFW, the Bank Sponsor submits a draft LOC to the Bank’s regional banking coordinator contact.
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