
Financial Reimbursement

EMAC: The Cornerstone of Mutual Aid
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Objective

Understand and apply the EMAC reimbursement 
process.
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9a!/ !ǊǘƛŎƭŜ L· {ǘŀǘŜǎ ƛƴ tŀǊǘΧ

That any state rendering aid in another state 
shall be reimbursed by the party state receiving 
such aid for eligible expenses incurred in the 
completion of missions as specified in fully 
executed mission documentation. 
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Reimbursement Options

ÅNo payment requested

ÅSingle payment for each completed REQ-A mission

ÅSingle lump-sum payment for ALL completed 
missions

ÅReimbursement for specific costs only (travel, 
lodging,  per diem, etc.) 

ÅResource Owners have the option not to charge for 
ǘƘŜ άǎǘǊŀƛƎƘǘ-ǘƛƳŜ Ŏƻǎǘέ ƻŦ ŘŜǇƭƻȅŜŘ ǇŜǊǎƻƴƴŜƭΦ
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EMAC Missions

EMAC REQ-A

ÅFully executed by the 
Requesting & Assisting state 
EMAC Authorized 
Representatives

EMAC Mission Order

ÅGiven to personnel who 
deploy under EMAC

ÅProof of EMAC Mission

ÅTracks back to EMAC REQ-A

Both Document Identify

ÅMission Assignment

ÅDeployment and Demobilization Dates

ÅIn-State Resource Coordinator

ÅWorking Conditions

ÅLiving Conditions

ÅSafety Concerns

ÅStaging Area

ÅEstimated Total Mission Costs

EMAC REQ-A has personnel information
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Amendments to the Mission

ÅMission Order changes  must be 
documented and re-authorized by EMAC 
Authorized Representatives of the State 
Emergency Management Agencies

ÅAmendments to the mission will result in 
changes to the REQ-A. Mission Orders will 
not reflect these amendments.
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Eligible Reimbursement Costs

ÅPersonnel

ÅTravel

ÅLodging & Meals

ÅEquipment

ÅRental Equipment

ÅContracts and Materials

ÅEquipment Repair or Replacement costs

ÅOther mission related costs
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Non-Reimbursable Costs

ÅSelf-deployments/self-dispatching

ÅLǘŜƳǎ ǇǳǊŎƘŀǎŜŘ ƻǳǘǎƛŘŜ ǘƘŜ ŘŀǘŜǎ  ƻŦ ǘƘŜ άǘƻǳǊ ƻŦ 
Řǳǘȅέ ƻƴ ǘƘŜ w9v-A or Mission Order

ÅPersonal items (alcohol, tobacco, toiletries)

ÅCosts not specified in the REQ-A/Mission Order

ÅBackfill costs unless mutually agreed upon in 
advance
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Reimbursement Rule

ÅIf the expense item is stated in the mission 
documentation - you need a receipt

ÅIf the expense item is not in the mission 
documentation - you may not be reimbursed.
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Reimbursement Responsibilities

ÅMaintain Good Records

ÅKeep receipts

ÅCommunicate with home state during mission

ÅCompile all documentation and submit to 
home agency upon demobilization to 
complete paperwork

ÅUnderstand home state travel policies
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Supporting Documentation

ÅTimesheets signed by an authorized individual

ÅWork records

ÅPayroll documents

ÅTravel expense reports/vouchers

ÅState warrants/checks

ÅReceipts or invoices for authorized purchases 

ÅPhoto to support damaged equipment

ÅMileage logs

ÅLocal/State policies and procedures

ÅOther similar documentation evidencing cost 
incurred.11



Non-Eligible  Documentation

ÅCredit card statements

ÅCosts not specified in the REQ-A/Mission 
Order

ÅUnverifiable documents 
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Resource Owner Assisting State Requesting State

EMAC Form R-2 EMAC Form R-1 Reimburse Assisting State

ÅReview/Audit Reimbursement 
Claims from Resource Owner: 
Seek additional documentation 
or decline costs
ÅCompile Documentation (that 
support mission expenses) on 
EMAC R1 Form

ÅTimesheets/payroll
ÅLodging/Food (if not 
provided on mission)
ÅPayment Vouchers
ÅReceipts
ÅEtc.

ÅSubmit audited claim with 
cover letter and support 
documentation (retain copy)

ÅReview claims and supporting 
documentation
ÅRequest additionally needed 
documentation and/or discuss 
claim issues with Assisting State
ÅIssue payment to Assisting 
State per instructions on cover 
letter
ÅIf seeking Federal 
Reimbursement:  Use records 
to write Project Worksheet if 
available for public assistance 
under Stafford Act

Pay Assisting State

Reimbursement Packages Should Follow State GAAP Procedures

ÅCompile Documentation (that 
support mission expenses) & 
compare costs to mission

ÅTimesheets/payroll
ÅLodging/Food (if not 
provided on mission)
ÅPayment Vouchers
ÅReceipts
ÅEtc.

ÅPrepare Payment Vouchers
ÅSubmit  audited claim to home 
state EMA with costs compiled 
on EMAC R2 Form with  
supporting documentation 
(retain copy for files)

Pay Resource Owner 
(when receive reimbursement package or when reimbursed)
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Reimbursement Form R-2 Sample 
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Reimbursement Form R-1 Sample
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Cover Letter (Sample)

Request For 
Reimbursement Cover 
Letter
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Federal Public Assistance Program 

In the event a Requesting State is declared eligible for 
ŦŜŘŜǊŀƭ ǇǳōƭƛŎ ŀǎǎƛǎǘŀƴŎŜΧ

ÅProject worksheets are submitted to re-claim eligible 
EMAC mission costs identified as Protective 
Measures under Category B

ÅEligible costs are specified in FEMA R&R Policy 
9523.6

ÅRegardless of eligibility for receiving Public 
Assistance, the Requesting State is still obligated pay 
Assisting State
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Summary

In this unit we looked at:

ÅMission Documentation

ÅEMAC reimbursement Options

ÅEMAC reimbursement Process

ÅFederal reimbursement under the Robert T. 
Stafford Act
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QUESTIONS?
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Think About It

What steps can your entity take in advance of 
an emergency or disaster to expedite 
reimbursement of costs?
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