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National Park Service Trail Project Form 

Tutorial 

 

This tutorial provides further description and explanation for completing the Trail Project 

Form. A step-by-step walkthrough video for the Trail Project Form is also available on the 

North Country Trail Association (NCTA) YouTube: https://youtu.be/v4irkQOBEXI?t=1020  

For further questions about the form or the type of information that is required, please 

contact Steph Liguori, National Park Service NEPA Specialist for the North Country Trail 

– stephanie_liguori@nps.gov, (616)-302-2005 – or your state’s NCTA Regional Trail 

Coordinator (RTC). 

 

Table of Contents 

Project Name & NCTA Chapter ....................................................................................... 2 

Chapter Preferred Project Order ..................................................................................... 3 

Project Description .......................................................................................................... 3 

Project Location .............................................................................................................. 7 

Project Coordinates ......................................................................................................... 9 

Land Management .......................................................................................................... 9 

Save and Continue Later ............................................................................................... 12 

Submit ........................................................................................................................... 13 

Appendix A: How to "Share current map extent" on NCTA’s online map ................... 15 

Appendix B: How to create a map (examples) ........................................................... 16 

Appendix C: How to get latitude and longitude on NCTA’s online map ...................... 20 

 

 

  

https://youtu.be/v4irkQOBEXI?t=1020
mailto:stephanie_liguori@nps.gov


2 
 

Project Name & NCTA Chapter 

 

Enter a descriptive name for the project, for example: Spring Creek Reroute; Ferber 

Park New Trail; Bear River Bridge Replacement. 

 

 

This is a dropdown selection box. Click in the box and select the name of your 

Chapter. 

 

 

Choose one that best matches your submittal. The project is “new” if you have 

never submitted it via the Trail Project Form before. The project is “updated” if you 

have submitted it via the Trail Project Form in previous years and have significant 

changes to the project location, design, and/or timeline to communicate. 
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Chapter Preferred Project Order 

 

This box will only accept numbers (e.g., 1, 2, 3, etc.). For example, if your Chapter 

submitted 6 projects, and this project is deemed the most valuable, this project 

would be 1. If this project is of great value, but is not deemed the most valuable of 

them all, it may be project 2 or 3. If this is valuable, but is the least pressing, it may 

be project 6. Each submitted project should have its own unique order. 

Project Description 

 

Enter the first and last name, email, and phone number of the best person in your 

Chapter to serve as the Leader (i.e., Point of Contact) for the project. 
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This is a calendar selection. Click in the box a choose the desired start date for the 

project. If you do not have a specific day, select the first day in the month. This 

date does not have to be specific or exact; it can be an estimate. 

 

Choose the option that best matches the purpose of the project. If none of the 

options suit the project, describe the purpose of the project in “Other.”  
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If you choose “New Trail” or “Trail Relocation” this will show: 

 

Enter the estimated length in miles. The length can be less than 1 mile (e.g., 0.5, 

0.25, etc.). The length box will only accept numbers (e.g., 0.5, 3, 10, etc.). 

If applicable, list the structures that would be on the new or relocated trail, for 

example: puncheon, boardwalk, bridge, etc. 

 

If you choose “Linear Trail Structure” this will show: 

 

Enter the estimated length in feet. If the project is multiple linear structures, add 

the total length of all structures. The length will only accept numbers (e.g., 10, 50, 

100, etc.). 
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Choose the reason(s) for the project’s implementation. You can choose more than 

one. If none of the options suit the project, describe the reason for implementation 

in “Other, please explain.”  

 

 

This is a calendar selection. If known project deadlines exist, click in the box and 

choose the date of the deadline. For example, this could be a grant deadline date 

or a permit expiration date. 
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This is a text box to add any additional details for project understanding. For 

example, this box could include further description of the project features, 

estimated timelines, and/or status of the planning and design process. If you 

included a Known Project Deadline above, please include the reason for the 

deadline in the Project Description box (for example, a grant deadline or a permit 

expiration). 

 

Project Location 

 

This is a dropdown selection box. Click in the box and select the state the project 

is in. 

 

 

If the centerline for the project exists on NCTA’s online map, use the NCTA's online 

map to create a project map and copy and paste the sharing link here. See 
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Appendix A for more information on how to share an extent link on NCTA’s online 

map. 

 

If the project does not exist on NCTA’s online map, please upload a map drawing, 

photo, screen capture, or GPS data that shows the estimated line a proposed trail 

would follow. See Appendix B for more information on how to create a map for 

upload. To upload a map: 

1. Click on “Choose File” to navigate the files in your desktop or mobile. 

2. When you see the map file you want to upload, click on it. 

3. The file you click on will automatically be uploaded when the form is 

submitted. You should see the file name next to the “Choose File” button. 

If you click on the wrong file, follow the above steps 1-3 again. The incorrect file 

will be replaced by the correct one. 

 

 

Indicate if you have collected GIS/GPS data (SHP, GPX, or KML files) for the project 

by checking “Yes” or “No.” If you have GPS data for the project and have not sent 

it to your Regional Trail Coordinator yet, you can share this data by emailing it 

directly to your Regional Trail Coordinator.  
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Project Coordinates 

 

This is the geographic coordinates (i.e., latitude and longitude) of the estimated 

center location of the project. The location of the project’s center does not have to 

be specific or exact; it can be an estimate. You can use the NCTA's online map 

measure tool to determine the latitude and longitude in decimal degrees for the 

center of the project’s area. See Appendix C for more information on how to share 

get the latitude and longitude on NCTA’s online map. 

 

Land Management 

 

Check the box that indicates the type of landowner for the project’s area. If there is 

more than one type of landowner associated with the project area, you can check 

more than one box. 
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Identify if there is landowner agreement(s), support, or concurrence in place for all 

landowners involved (Yes or No). If needed, explain the landowner agreement(s), 

support, or concurrence further in the box below. For example: 

• A landowner agreement is not yet in place, but is in progress. 

• The USFS has provided their support for this project in writing. 

• The State DNR approved this project and provided a Land Use Permit. 

• Two of the landowners have approved of the project on their land; we are 

still waiting to hear back from one more. 

• There is a handshake/verbal agreement, but nothing in writing. 
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Enter the names, emails, and phone numbers of all land management agencies 

and/or landowners associated with the project’s area. If there is only one 

landowner, only one name, email, and phone number is required. If there are 

multiple landowners, please include all landowner names, emails, and phone 

numbers. For example, this could include: 

• US Forest Service 

• Wisconsin DNR 

• Kent County Parks 

• City of Petoksey 

• Lyme Timber 

• Jim Smith, private landowner 

In most cases, the NPS will contact your Chapter’s Project Leader and/or the NCTA 

with any questions or clarifications for projects on private lands. 
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Type in any known or potential site concerns or issues in the project’s area. These 

concerns or issues can be environmental or human. For example: wetlands, stream 

or riparian area, flooding concerns, and/or safety concerns (e.g., roadwalk). 

 

 

Type in any known permit or approval needs and their status. For example: 

• NEPA in progress with the US Forest Service. 

• Wetland and water crossing permits already obtained from the State. 

• The project uses cultural/historical features and will need approval. 

 

Save and Continue Later 

 

Click “Save and Continue Later” at the bottom of the form if you want to finish the 

project submittal at a later time. 
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After clicking “Save and Continue Later,” there will be a unique link that can return 

you to the incomplete and unsubmitted form. The link will expire in 30-days or when 

the Trail Project Form period closes. To email the link, enter an email in the box 

and click “Send Link.”  

 

 

A “Success” box will appear after the link is emailed. The link should arrive via 

email from web@northcountrytrail.org.   

 

Submit 

 

When you are ready to submit the project, click the “Submit” button at the bottom 

of the form. It may take a moment for the form to submit once the button is clicked.  
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The submittal is successful when you see this text: 

 

A confirmation email with the project details you submitted will be emailed to the 

identified Project Leader. If you have more projects to submit, the “Click here” link 

will take you back to the form. 

 

The form will not submit successfully if there are errors on the form. A form that 

has errors will reload with this text at the top of the form: 

 

Errors will be highlighted in red within the form. Some common reasons for errors 

include: 

• Text in a box that only accepts numbers. 

 

• A required box that was not filled-in. Required sections are indicated on the 

form with an asterisk (*). 

 

 

After correcting the errors, you can re-click the Submit button for successful 

project submittal. 
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Appendix A: How to "Share current map extent" on NCTA’s online map 

1. Go to https://northcountrytrail.org/the-trail/trail-map-and-downloads/  

2. Click on the “+Full Interactive Map” button 

3. Navigate to the project location. You can utilize the “Find address of place” search 

bar. 

4. Zoom in and out as needed to show the full extent of your project area. 

5. Once the project is visible on the map, click the “Share” symbol. It looks like an 

angle with dots on the corners. A Share pop-up will appear. 

 

 

 

 

 

6. Check-off the “Share current map extent” box in the Share pop-up. 

7. A bit.ly Map Link will appear in the text box. This is the project’s map link. Highlight 

and copy this link and then paste it into the form. 

  

Type in the project 

address or the 

nearest town, park, 

or street to the 

project 

Zoom 

in (+) 

and 

out (-) 

Share 

symbol 

Make sure this box 

is checked before 

copy/pasting the link 

After the box is 

checked, copy this 

link and paste it into 

the form 

https://northcountrytrail.org/the-trail/trail-map-and-downloads/
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Appendix B: How to create a map (examples) 

This appendix provides some examples of how to create a map for upload. These 

examples are not comprehensive, and you can use another preferred method for 

map creation. A video about making and uploading maps for the Trail Project Form 

is available on the NCTA’s YouTube: https://youtu.be/HKn9QPyHnN8?t=783 More 

map making options, including mobile phone options, are included in the video. 

Example 1: Trail reroute and associated structures on a hand-drawing photo 

Step 1: Hand-draw the project, ideally on a paper or hard-copy map 

Step 2: Take a photo of the drawing and save the photo for upload 

 

 

 

https://youtu.be/HKn9QPyHnN8?t=783
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Example 2: Trail reroute and bridge repair in Adobe Acrobat Reader (PDF) 

Step 1: Adobe Acrobat Reader is free to download: https://get.adobe.com/reader/  

Step 2: Open a PDF map in Adobe Acrobat Reader, such as the NCTA’s printable PDF Avenza maps: https://northcountrytrail.org/the-trail/trail-map-and-downloads/  

Step 3: Click “Enable all features” in the yellow banner at the top (if needed)  

Step 4: Click the yellow “Comment” icon to use the drawing and commenting tools that will appear at the top 

Step 5: Save PDF drawing for upload 

  

yellow “Comment” 

icon 

Line and shape 

drawing tools 
Call-out text box 

tool 

Commenting tool Text box tool 

https://get.adobe.com/reader/
https://northcountrytrail.org/the-trail/trail-map-and-downloads/
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Example 2: New boardwalk in NCTA’s online map: https://northcountrytrail.org/the-trail/trail-map-and-downloads/ 

 

  

Step 1: Click on 

the Measure 

symbol 

Step 2: Click on the 

ruler symbol) and use 

the Distance tool 

Step 3: A single-click 

starts the drawing 

Step 4: A double-click ends the 

drawing (if you click again after double-

clicking, your drawing will disappear) 

 

Step 5: Take a 

screenshot and save 

the screenshot for 

upload 

https://northcountrytrail.org/the-trail/trail-map-and-downloads/
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Example 3: New trail and associated structures in Google Earth 

 

Step 1: Click on 

the “Add Path” 

symbol 

Step 2: Click to create a path; you 

can edit the style/color of the line in 

the “New Path” pop-up if so desired. 

Click “Ok” in the pop-up when done 

Step 3: If needed, 

click “Add 

Placemark” to add 

trail structures 

Step 4: Move the placemarks 

(yellow thumbtacks) to estimated 

locations; you can name the 

placemarks in the “New 

Placemark” pop-up 

Click “Ok” in the pop-up when 

done 

 

Step 5: Take a 

screenshot, print, or 

save to PDF and 

save that file for 

upload 
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Appendix C: How to get latitude and longitude on NCTA’s online map 

1. Go to https://northcountrytrail.org/the-trail/trail-map-and-downloads/  

2. Click on the “+Full Interactive Map” button 

3. Navigate to the project location. You can utilize the “Find address of place” search 

bar. 

4. Mentally identify the approximate center location of the project. You can zoom in 

and out as needed. 

5. Once you have identified the approximate center location of the project, click the 

“Measure” symbol. It looks like a ruler. A Measure pop-up will appear. 

 

 

 

 

 

6. Within the Measure pop-up, click the “Location” symbol. It looks like a scope cross.  

7. In the dropdown box next to the Location symbol, choose “Degrees.” 

8. Click on the approximate center location of the project you previously identified. A 

green arrow will appear at the spot you clicked. If you accidentally clicked the 

wrong location, re-click onto the right location and the green arrow will 

automatically move. 

  

Type in the project 

address or the 

nearest town, park, 

or street to the 

project 

Zoom 

in (+) 

and 

out (-) 

Measure 

symbol 

https://northcountrytrail.org/the-trail/trail-map-and-downloads/
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9. A Latitude and Longitude will appear in the Measure pop-up next to the green 

arrow. This is the estimated center location of the project. Highlight and copy the 

latitude and longitude numbers and then paste them into the form. 

 

 

 

 

After you click on the 

center location and the 

green arrow appears, 

copy the green arrow 

numbers and paste 

them into the form 

Choose Degrees from 

dropdown 

Location symbol 


