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Correctly Updating Customer Records in SCIMS and Farm Records 
Approved by:  Deputy Administrator, Farm Programs 

 
 
1  Overview 
 

A Background 
 
The National Office has become aware of numerous situations where customer records are 
being incorrectly entered and/or updated in SCIMS and farm records.  When customer data is 
not entered or updated correctly, other web-based applications that use SCIMS data are 
adversely affected. 
 
Properly entering and updating records in SCIMS is crucial, as it is the foundation that the 
vast majority of FSA and NRCS program applications, payment processes, and eligibility 
determinations are dependent on to obtain customer information.  It is imperative that: 
 
 users enter and update customer data in SCIMS accurately and according to policy and 

procedure in 1-CM 
 
 when a user is uncertain about the correctness of data being entered and/or how to 

properly enter or update a customer record, they contact their respective State SCIMS 
Security Officer before entering or updating the data. 

 
SCIMS customer data is not year specific, with the exception of business type.  County 
Offices shall be aware that changes to SCIMS customer data not only affects the current year, 
but will affect prior years as well. 
 
Note: If issues about customer records not being updated correctly continue to occur, the 

National Office will severely limit SCIMS update authority in County Offices. 
 
Numerous situations have been reported to the National Office citing software problems as 
the reason contracts had been canceled and overpayments were created.  Research by the 
National Office indicated: 
 
 changes had been made in SCIMS and/or farm records that affected the contracts 
 the software was functioning properly. 

 
Disposal Date 
 
June 1, 2011 

Distribution 
 
State Offices; State Offices relay to County Offices 
and NRCS State Offices 
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1  Overview (Continued) 
 

B Purpose 
 
This notice provides State and County Offices updated policy and procedure as well as 
clarification about: 
 
 properly updating customer records in SCIMS and farm records 
 resolving other related issues. 

 
2  TIN Changes 
 

A Changing TIN’s 
 

Changes to TIN’s should only be made in SCIMS according to: 
 
 1-CM, paragraph 194 
 policy and procedure included in this notice. 
 
1-CM will be amended to include updated policy and procedure.  Users shall not change 
TIN’s when the customer has legacy links to other counties without first consulting the other 
applicable counties. 
 

B Example 
 
A producer is recorded in SCIMS with TIN ending in “1234”.  The County Office is notified 
by the producer that TIN is incorrect and should actually end in “1235”. 
 
The County Office initiating the correction shall take the following steps to update SCIMS 
after consulting with other counties that have legacy links. 
 

Step Action 
1 If applicable according to subparagraph 7 D, delete entity/joint operation files in all

counties with a SCIMS legacy link. 
2 Access the producer’s current SCIMS record. 
3 Change TIN. 
4 CLICK “Submit” to update SCIMS. 
5 If entity/joint operation files were deleted, re-enter entity/joint operation files 

according to 2-PL. 
 
Notes: It is essential that the existing record be updated in SCIMS and that a new record for 

the customer is not created. 
 
Do not modify any farm records information for any years. 
 
Do not access the contract or application. 
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3  Duplicate Records 
 

A Overview 
 
Users shall not create and/or merge duplicate records in SCIMS when a customer has active 
contracts on file and/or received or is due any program payments without consulting with the 
State SCIMS Security Officer to ensure that the correct record is maintained. 
 
Notes: State SCIMS Security Officers shall contact the National Office as necessary for 

assistance. 
 
One of the major reasons duplicate records are occurring in SCIMS is that users are 
not conducting thorough searches for customers before entering new customers in 
SCIMS.  Policy and procedure about customer searches in SCIMS is located in 
1-CM, paragraph 175.  Users shall always search by “Tax ID” if TIN is available. 

 
B Example 

 
When accessing a customer record in SCIMS, a user in County A receives the pop-up 
warning that there is a potential duplicate record for the customer’s SCIMS record and the 
option to resolve it.  In this case, there was a duplicate record with a legacy link to County B 
without TIN.  The customer has a DCP contract in County A. 
 
Note: In this case, the customer may have had TIN previously recorded in County B. 
 

Step Action 
1 If applicable according to subparagraph 7 D, delete entity/joint operation files in all 

counties with a SCIMS legacy link. 
2 Users shall CLICK “Okay” on the pop-up warning when asked if they would like to 

resolve the potential duplicate to: 
 
 view the duplicate records 
 determine what State and county with which it shares the duplicate record. 
 
Note: In this case, County B. 

3 County A shall contact County B to determine whether it is in fact the same customer 
and, if so, whether the customer received any program payments in the past.  If 
County B validates that it is the same customer and they have received no program 
payments, County A shall proceed with resolving the potential duplicate by merging the 
duplicate record with no TIN with the customer’s record with TIN. 
 
Important: If County B advises County A that the customer had received program 

payments in the past, County A shall contact their State SCIMS Security 
Officer for assistance before attempting to resolve the duplicate.  The 
State SCIMS Security Officer shall contact the National Office for 
assistance, as necessary. 

4 If entity/joint operation files were deleted, re-enter entity/joint operation files according 
to 2-PL. 
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3  Duplicate Records (Continued) 
 

B Example (Continued) 
 
Note: Improperly resolving duplicate SCIMS records may adversely impact program 

payments by creating an erroneous receivable.  If a program payment is found to be in 
error for a customer for which a duplicate merge was completed, County Offices shall 
contact their State SCIMS Security Officer.  County Offices shall not attempt to 
resolve payment issues without State Office assistance. 

 
4  Deleting Legacy Links 
 

A Overview 
 
Users shall refer to 1-CM, paragraph 195 for information about unlinking customers in 
SCIMS.  State SCIMS Security Officers shall contact the National Office as necessary for 
assistance. 
 
Note: Users shall not delete a legacy link in SCIMS when a customer has active contracts 

on file and/or has received or is due any program payments.  Deleting a legacy link 
from a customer’s record affects other applications and processes that use SCIMS.  
Entity/joint operation files must be deleted according to subparagraph 7 D before 
deleting the legacy link. 

 
B Example 1 

 
A customer is linked to County A.  As of 2010, the customer no longer has any interest in 
County A; however, the customer is still due a payment for 2009.  The legacy link shall not 
be deleted because the producer still has payments due in County A. 
 

C Example 2 
 
A customer is linked to County A.  As of 2010, the customer no longer has any interest in 
County A and has received all payments for applications or contracts filed.  The customer 
previously received 2009 DCP payments. 
 
The legacy link shall not be deleted because unlinking the customer will cause 2009 DCP 
payments to be reprocessed.  A receivable will then be created because there is no longer a 
legacy link for a customer who received payment. 
 

5  Inactivating Customers in SCIMS 
 

A Do Not Inactivate Customers 
 
Notice CM-664 advises State and County Offices that they shall not inactivate customers 
in SCIMS.  State and County Offices shall continue to not inactivate customers in SCIMS 
until further notice. 
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6  Revocable Trusts and LLC’s Using SSN 
 

A  Overview 
 
SCIMS currently allows a revocable trust or LLC to be entered in SCIMS as a business 
customer using an individual’s SSN when that same SSN is not being used for the respective 
customer as an individual or member of another entity.  When entering or updating a SCIMS 
record involving a revocable trust or LLC, users shall follow the instructions in the following 
table to ensure that SCIMS records are updated correctly. 
 

WHEN a customer 
is… 

AND has a “Tax 
Id Type” of… THEN the user shall… 

currently recorded 
in SCIMS as an 
“Individual” 

“No Tax Id” or 
“Social Security 
Number” 

update the current record to a revocable trust or LLC according 
to the following steps. 
 
Note: When a record is currently recorded in SCIMS for an 

“Individual” electing to use their SSN for a revocable 
trust, the user shall update the “Individual’s” current 
record and not record a new record for the revocable 
trust or LLC. 

Step Action 
1 Enter the “Tax Id” and “Tax Id Type” as “Social 

Security Number”, if applicable. 
2 Change the “Customer Type” to “Business”. 
3 Enter the “Business Name”. 

 
Note: This will cause all records to be listed with the 

trust or LLC name that is acceptable.  Users 
shall not create a new SCIMS record for the 
individual with “no tax ID” to maintain prior 
year records in the name of the individual. 

4 Select “Business Type”, “Trust-Revocable”, or 
“Limited Liability Company” as applicable. 

5 CLICK “Submit” to update SCIMS. 
not currently 
recorded in SCIMS 
as an “Individual” 

 add the revocable trust or LLC to SCIMS as a new business 
customer according to 1-CM. 

currently recorded 
in SCIMS as a 
“Revocable Trust” 
or “Limited 
Liability Company” 

“Social Security 
Number” and 
elects to be 
recorded as an 
“Individual” 

update the current record according to the following steps. 
 
Note: When a record is currently recorded in SCIMS for a 

“Revocable Trust” or “Limited Liability Company” 
using SSN, the user shall update the current record 
for the revocable trust or LLC and not record a new 
record for the individual. 

Step Action 
1 Change the “Customer Type” back to “Individual”. 
2 Enter the “Last Name” and “First Name”. 
3 Update “Gender” and “Gender Determination” 

information. 
4 CLICK “Submit” to update SCIMS. 
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6  Revocable Trusts and LLC’s Using SSN (Continued) 
 

A  Overview (Continued) 
 

WHEN a 
customer is… 

AND has a “Tax Id 
Type” of… 

 
THEN the user shall… 

currently 
recorded in 
SCIMS as a 
“Revocable Trust” 
or “Limited 
Liability 
Company” 

“Social Security 
Number” and 
subsequently elects 
to use an “Employer 
Identification 
Number” (EIN) 

update the current record back to an “Individual” according to the 
following steps. 
 
Note: The user shall not update a current record using SSN for 

revocable trust or LLC to record EIN. 
Step Action 

1 Change the “Customer Type” to “Individual”. 
2 Enter the “Last Name” and “First Name”. 
3 Update “Gender” and “Gender Determination” information.
4 CLICK “Submit” to update SCIMS. 
5 Add a completely new business record for the revocable 

trust or LLC in SCIMS according to 1-CM. 
currently recorded 
in SCIMS with an 
incorrect TIN 

 update the current record with the correct TIN. 
 
Note: The user shall not create a new record in SCIMS. 

 
Note: FLP customers using a personal Social Security number for an entity, including a 

1-member LLC or revocable trust, will be required to have an EIN when applying for 
a new loan.  Existing FLP borrowers do not need to obtain an EIN unless they are 
requesting a new loan or applying for primary loan servicing.  The requirement to 
obtain an EIN does not apply to FLP joint operations. 

 
B Example 1 

 
James Jones is currently recorded in SCIMS as an individual using SSN.  Jones’ Living Trust 
(revocable trust) has been created and it will be using James Jones’ SSN as TIN.  County 
Offices shall take the following steps to update SCIMS. 
 

Step Action 
1 Access James Jones’ current SCIMS record. 
2 Change the “Customer Type” to “Business Customer”. 
3 Enter Jones’ Living Trust as the “Business Name”. 
4 Update “Business Type” to “Trust-Revocable”. 
5 CLICK “Submit” to update SCIMS. 

 
Notes: It is essential that the existing record be updated in SCIMS and that a new record for 

the individual or revocable trust is not created. 
 
County Offices shall not access farm records to update the producer information 
from James Jones to Jones’ Living Trust.  The Farm Records System will be 
automatically updated. 
 
Do not access the contract or application unless James Jones does not have signature 
authority for Jones’ Living Trust.  If James Jones does not have signature authority 
cancel the contract or application and obtain new signatures. 
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6  Revocable Trusts and LLC’s Using SSN (Continued) 
 

C Example 2 
 
Jones’ Living Trust has dissolved.  The farming operation that had been a revocable trust will 
now be participating in FSA programs as an individual using SSN.  County Offices shall take 
the following steps to update SCIMS. 
 

Step Action 
1 Access Jones’ Living Trust current SCIMS record. 
2 Change the “Customer Type” to “Individual”. 
3 Update the “Last Name” and “First Name” to James Jones. 
4 Update “Gender” and “Gender Determination” to “Male” and “Employee Observed”.
5 CLICK “Submit” to update SCIMS. 

 
Notes: It is essential that the existing record be updated in SCIMS and that a new record for 

the individual or revocable trust is not created. 
 
County Offices shall not access farm records to update the producer information 
from James Jones to Jones’ Living Trust.  The Farm Records System will be 
automatically updated. 
 
Do not access the contract or application unless James Jones did not sign for Jones’ 
Living Trust.  If James Jones did not sign: 
 
 cancel the contract or application 
 obtain new signatures. 
 

D Example 3 
 
Jones’ Living Trust is currently recorded in SCIMS using SSN and has elected to start using 
EIN for the revocable trust.  County Offices shall take the following steps to update SCIMS. 
 

Step Action 
1 Access Jones’ Living Trust current SCIMS record. 
2 Change the “Customer Type” to “Individual”. 
3 Update the “Last Name” and “First Name” to James Jones. 
4 Update “Gender” and “Gender Determination” to “Male” and “Employee 

Observed”. 
5 CLICK “Submit” to update SCIMS. 
6 Add a completely new business record for the revocable trust or LLC in SCIMS 

according to 1-CM. 
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6  Revocable Trusts and LLC’s Using SSN (Continued) 
 

D Example 3 (Continued) 
 
The Jones’ Living Trust with SSN is on a current year DCP contract.  After modifying the 
Jones’ Living Trust record back to James Jones and adding a new record for Jones’ Living 
Trust with EIN, farm records will automatically update producer data for Jones’ Living Trust 
to James Jones.  However, the correct producer is actually Jones’ Living Trust. 
 
The County Office must access and update farm records to change James Jones back to 
Jones’ Living Trust.  To update farm records and the DCP contract, County Offices shall take 
the following steps. 
 
Step Action 

1 Access current year farm records, remove James Jones, and add Jones’ Living Trust 
to all farms to which Jones’ Living Trust is associated. 
 
Note: The farm records change will automatically cancel the DCP contract for the 

current year.  A receivable will be automatically created for Jones’ Living 
Trust with SSN. 

2 Access the current year DCP contract and re-enter all signature and approval data. 
 
Note: If any producers on the farm have changed, new signatures must be obtained. 

3 Follow existing FI policy to satisfy the receivable for Jones’ Living Trust with SSN. 
 
7  Farm Records Changes 
 

A Cancellation of Contract 
 
Changes in farm records may affect contracts and payments.  The following changes made to 
a farm record automatically cancel a contract: 
 
 decrease in DCP cropland, if effective DCP cropland is reduced below the farm level 

base acres 
 
 farm level base acres 
 
 farm level direct yield 
 
 farm level counter-cyclical yield 
 
 operator 
 
 deletion of other tenant with share greater than zero 
 
 owner. 
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7  Farm Records Changes (Continued) 
 

B Automatic Updates 
 
The customer in farm records automatically updates when the following changes are made in 
SCIMS: 
 
 TIN  
 customer type  
 business type. 
 
TIN, customer type, and business type changes made in SCIMS are automatically updated 
and will be reflected correctly in farm records.  Farm records shall not be accessed to delete 
and/or add the records changed in SCIMS.  If farm records are accessed to delete and/or add 
a changed record, all contracts, associated with those records, will be canceled and 
overpayments may be created. 
 

C Increasing DCP Cropland 
 
An increase in DCP cropland does not cancel applications and contracts; however, it may 
affect program payments.  If a program requires certification of all cropland acreage and the 
DCP cropland is increased, all the cropland acreage is no longer certified.  The additional 
acreage must be certified to meet the requirement that all crop acreage is certified.  
Overpayments may be computed if the requirement has not been met. 
 

D Deleting Subsidiary Records 
 
Entity/joint operation files, if recorded, must be deleted in all counties with a SCIMS legacy 
link before the following revisions to a SCIMS customer record: 
 
 changing TIN 
 merging duplicate SCIMS records 
 inactivating a SCIMS record 
 changing the customer type from an “Individual” to a “Business” 
 changing the business type. 
 
Important: Entity/joint operation files must be deleted when the customer is: 
 

 a business 
 an individual that is a member of an entity/joint operation. 
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8  Action 
 

A State Office Action 
 
State Offices shall: 
 
 ensure that County Offices are immediately informed of the contents of this notice 
 
 ensure that County Offices follow policy and procedure according to 1-CM and this 

notice when correcting customer records 
 
 ensure that all SCIMS users are adequately trained and provide refresher training on a 

regular basis 
 
 contact Mike Sienkiewicz about SCIMS issues by either of the following: 

 
 e-mail at mike.sienkiewicz@wdc.usda.gov 
 telephone at 202-720-8959 
 

 contact Ginny Haynes about farm records issues by either of the following: 
 
 e-mail at ginny.haynes@wdc.usda.gov 
 telephone at 202-690-2798 
 

 contact Alison Groenwoldt about DCP-ACRE contract issues by either of the following: 
 
 e-mail at alison.groenwoldt@wdc.usda.gov 
 telephone at 202-720-4213 
 

 contact Deb Krusemark about subsidiary issues by either of the following: 
 
 e-mail at debra.krusemark@wdc.usda.gov 
 telephone at 202-720-6157 
 

 ensure that the NRCS State Office receives a copy of this notice. 
 

B County Office Action 
 
County Offices shall: 
 
 follow policy and procedure according to 1-CM and this notice 
 not submit requests for SCIMS access until users are adequately trained 
 contact their State SCIMS Security Officer with any questions 
 ensure that NRCS receives a copy of this notice. 
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