Reimbursement Check list
Please Note:  DFS-SFM reserves the right to update this check list throughout the life of the grant to ensure compliance with applicable federal and state rules and regulations.

Equipment

 FORMCHECKBOX 
  1.
Has a Details of Claims form been completed and attached? 

 FORMCHECKBOX 
  2. 
Has a completed Equipment Reimbursement Request form to include AELs been included?

 FORMCHECKBOX 
  3 
Have all invoices been included?

 FORMCHECKBOX 
  4.
Has proof of vendor payment been included? (E.g. canceled check, Electronic Funds Transfer (EFT) confirmation, or P-Card back up documentation which will include receipt with vendor, copy of credit card statement showing expense charged, and payment to credit card company for that statement)
 FORMCHECKBOX 
  5.
Has a Receiving Report - Commodities form been signed and included for all items?

 FORMCHECKBOX 
  6.
If service/warranty expenses are listed, are the expenses only for the period of performance of the grant?

 FORMCHECKBOX 
  7.
If EHP form needed (permanent fixtures or alterations to structures) - has copy of it and approval from State/DHS been included?

 FORMCHECKBOX 
  8.
Has the Grant, year and issue number been clearly identified?

Training

 FORMCHECKBOX 
  1.
Is the course name clearly identified?  
 FORMCHECKBOX 
  2.
Has a description of the course been provided, if it is not an ICS course?  
 FORMCHECKBOX 
  3.
Has the DHS G&T course number been clearly indicated?  If course is under DHS review provide the DHS tracking number.
 FORMCHECKBOX 
  4.
Have class sign-in sheets, rosters and a course agenda been provided?

 FORMCHECKBOX 
  5. 
If claiming overtime has documentation been provided that lists attendee names, department, # of hours spent in training, hourly rate and total amount paid to each attendee? 
 FORMCHECKBOX 
  6.
If claiming backfill hours has person providing coverage been tied to the person in class?
 FORMCHECKBOX 
  7.
Have print outs from entity's payroll system been provided as proof attendees were paid?  
 FORMCHECKBOX 
  4. 
Have the names on the sign-in sheets been cross-referenced with the names of the individuals for whom training reimbursement costs are being sought?
 FORMCHECKBOX 
  5,
Refresher skills training: Has the class/course been entered into the Florida State Fire College FCDICE system to include the roster of students and their grades? Include print out for class. 

 FORMCHECKBOX 
  6.
Certificate training:  Have copies of each students training certificate been included in the claim package?  

 FORMCHECKBOX 
  7.
Have any expenditures occurred in support of the training (e.g., printing costs, costs related to administering the training, planning, scheduling, facilities, materials and supplies, reproduction of materials, and equipment)?  If so, receipts and proof of payment must be submitted. (E.g. canceled check, Electronic Funds Transfer (EFT) confirmation, or P-Card back up documentation which will include receipt with vendor, copy of credit card statement showing expense charged, and payment to credit card company for that statement).
*Note: Only Overtime OR Backfill may be elected to cover the same position for reimbursement purposes.  DHS allows reimbursement for base pay and fringe benefits.  Fringe benefits include, but are not limited to, the costs of leave, employee insurance, pensions and unemployment benefit plans.  Except as provided elsewhere in these principles, the costs of fringe benefits are allowable to the extent that the benefits are reasonable and are required by law, governmental unit-employee agreement, or an established policy of the governmental unit.
NOTE: Straight time IS NOT eligible for reimbursement with DHS SHS funds.  Only personnel expenses over and above regular payroll as a result of the approved training may be eligible.
Shift personnel who serve as SME instructors for specialized approved training are eligible for overtime/backfill reimbursement of hours spent preparing for and conducting training classes.  Personnel who are regularly assigned to the training division ARE NOT eligible for overtime/backfill through DHS SHS funds.
Exercise

 FORMCHECKBOX 
  1. 
Has documentation been provided on the purpose/objectives of the exercise?  Such as, SITMAN/EXPLAN.

 FORMCHECKBOX 
  2. 
If exercise has been conducted - has after-action report been included? Have sign-in sheets, agenda, rosters been provided?

 FORMCHECKBOX 
  3. 
If billing for overtime, has a spreadsheet been provided that lists attendee names, department, # of hours spent at exercise, hourly rate and total paid to each attendee? Have print outs from entity's financial system been provided to prove attendees were paid? For backfill, has a clear delineation/cross reference been provided showing who was backfilling for who?
 FORMCHECKBOX 
  4. 
Have the names on the sign-in sheets been cross-referenced with the names of the individuals for whom training reimbursement costs are being sought?



(See note in Training above reference to personnel cost, same applies)

 FORMCHECKBOX 
  5. 
Has any expenditures occurred on supplies (e.g., copying paper, gloves, tape, etc) in support of the exercise?  If so, receipts and proof of payment must be submitted. (E.g. canceled check, Electronic Funds Transfer (EFT) confirmation, or P-Card back up documentation to include receipt with vendor, copy of credit card statement showing expense charged, and payment to credit card company for that statement).
 FORMCHECKBOX 
  6. 
Has any expenditures occurred on rental of space/locations for exercises planning and conduct, exercise signs, badges, etc.?  If so, receipts and proof of payment must be submitted. (E.g. canceled check, Electronic Funds Transfer (EFT) confirmation, or P-Card back up documentation to include receipt with vendor, copy of credit card statement showing expense charged, and payment to credit card company for that statement).
Travel/Conferences

 FORMCHECKBOX 
  1.
Have all receipts been turned in such as: airplane receipts, proof of mileage, toll receipts, hotel receipts, car rental receipts?  Are these receipts itemized? Do the dates of the receipts match the date(s) of travel/conference?  Does the hotel receipt have a zero balance? If applicable, have a travel authorization and travel reimbursement form been included to account for per diem, mileage and other travel expenses which have been reimbursed to the traveler by sub grantee? 

 FORMCHECKBOX 
  2.
If travel is for a conference has the agenda been included?

 FORMCHECKBOX 
  3.
Per diem print outs/verification for amount charged in accordance with Section 112.061 F.S.? 
 FORMCHECKBOX 
  4.
Has proof of payment to traveler been included? (E.g. canceled check, Electronic Funds Transfer (EFT) confirmation, or copy of payroll check if reimbursed through payroll).

For All Reimbursements - The Final Check

 FORMCHECKBOX 
  1.
Have the costs incurred been charged to the appropriate POETE category? Are the line item #s documented?

 FORMCHECKBOX 
  2.
Does the total on the summary form match the totals of all forms?

 FORMCHECKBOX 
  3.
Have the forms been sighed by the Sub-Recipient’s Manager or Financial Officer?

 FORMCHECKBOX 
  4.
Has the reimbursement package been inputted into the "reimbursement log" spreadsheet?
Quarterly Reports

 FORMCHECKBOX 
  1.
Does the amount listed for each issue reflect the cumulative amount claimed for that issue from all previous claims and payments?

 FORMCHECKBOX 
  2.
Does the final cumulative amount reflect all payments and adjustments?
Receiving Reports

Receiving report for Commodities:  This form is completed and signed by the recipient agency to confirm receipt of equipment/items.

Receiving report for Services:  This form is completed and signed by the recipient agency to confirm receipt of services such as training, travel or equipment repairs.

Fire Discipline Overtime and Backfill policy for DHS funded Training and Exercises.

To: State Working Group Executive Board

Via: John J. Delorio, II - CFO, EFO, MIFireE - State Fire Marshal Domestic Security Coordinator

Fr: Les Hallman, Director State Fire Marshal - ESF 4/9 ECO

Cc: Dave Casey, Bureau Chief Fire Standards and Training

Date: February 28, 2008

Re: SHSGP Training Overtime/Backfill Reimbursement Policy

As coordinator of ESF 4/9 and the Florida Urban Search and Rescue system, the Division of State Fire Marshal requests that the State Working Group on Domestic Security Executive Board approves the following policy for reimbursement of overtime and backfill for State Homeland Security Grant Program identified training, and advances this policy to the Domestic Security Oversight Council for approval as well: 

· Overtime and/or Backfill will be reimbursed to the request local entity for either the attendee of the training, and the backfilling member for the attendee, on an hour for hour basis relative to the duration of the training, including reasonable travel time. 
· For the purposes of this policy, reasonable travel time for the attendee of training shall be within 50 miles, or up to one hour of travel time each way. 
· If travel to the training site is greater than 50 miles, it is recommended that the attendee obtain lodging and the overtime and/or backfill would then be approved for the appropriate duration for the attendee of the training, and the necessary backfill for the position.
· When OT/Backfill reimbursement is requested, supporting documentation must indicate who was attending the training, who was backfilling, and verification (copy of payroll records) that the personnel actually received the overtime and/or backfill related to the SHSGP training.
