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Understand and apply the EMAC reimbursement

process.




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.




Reimbursement Options

A No payment requested
A Single payment for each completed REQ-A mission

A Single lump-sum payment for ALL completed
missions

A Reimbursement for specific costs only (travel,
odging, per diem, etc.)

A Resource Owners have the option not to charge for
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VIACU IVIISSIONS

EMAC REQ-A EMAC Mission Order
A Fully executed by the A Given to personnel who
Requesting & Assisting state deploy under EMAC
EMAC Authorized A Proof of EMAC Mission
Representatives A Tracks back to EMAC REQ-A
Both Document ldentify
AMission Assignment ALiving Conditions
ADeployment and Demobilization Dates ASafety Concerns
Aln-State Resource Coordinator AStaging Area
AWorking Conditions AEstimated Total Mission Costs

EMAC REQ-A has personnel information




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

A Amendments to the mission will result in
changes to the REQ-A. Mission Orders will

not reflect these amendments.




Igible Reimbursement Costs

A Personnel

ATravel

A Lodging & Meals

A Equipment

A Rental Equipment

A Contracts and Materials

A Equipment Repair or Replacement costs
A Other mission related costs




A Self-deployments/self-dispatching
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A Personal items (alcohol, tobacco, toiletries)
A Costs not specified in the REQ-A/Mission Order

A Backfill costs unless mutually agreed upon in
advance




~eimopursement xuie

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

A If the expense item is not in the mission
documentation - you may not be reimbursed.
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A Maintain Good Records
A Keep receipts
A Communicate with home state during mission

A Compile all documentation and submit to
home agency upon demobilization to
complete paperwork

A Understand home state travel policies




A Timesheets signed by an authorized individual
A Work records

A Payroll documents

A Travel expense reports/vouchers

A State warrants/checks

A Receipts or invoices for authorized purchases
A Photo to support damaged equipment

A Mileage logs

A Local/State policies and procedures

A Other similar documentation evidencing cost
N Incurred. "




Igible Documentation

A Credit card statements

A Costs not specified in the REQ-A/Mission
Order

A Unverifiable documents
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Assisting State Requesting State

&ﬁ

Reimburse Assisting State

ACompile Documentation (that
support mission expenses) &
compare costs to mission
Aimesheets/payroll
A odging/Food (if not
provided on mission)
Mayment Vouchers
Receipts
Atc.
Mrepare Payment Vouchers
ASubmit audited claim to home
state EMA with costs compiled
on EMAC R2 Form with
supporting documentation
(retain copy for files)

AReview/Audit Reimbursement
Claims from Resource Owner:
Seek additional documentation
or decline costs
Aompile Documentation (that
support mission expenses) on
EMAC R1 Form
Alimesheets/payroll
A odging/Food (if not
provided on mission)
Mayment Vouchers
Receipts
Atc.
ASubmit audited claim with
cover letter and support

AReview claims and supporting
documentation

ARequest additionally needed
documentation and/or discuss
claim issues with Assisting State
Alssue payment to Assisting
State per instructions on cover
letter

Alf seeking Federal
Reimbursement: Use records
to write Project Worksheet if
available for public assistance
under Stafford Act

documentation (rew\

Pay Resource Owner

(when receive reimbursement package or when reimbursed)

Pay Assisting State

13 Reimbursement Packages Should Follow State GAAP Procedures



Reimbursement Form R-2 Sample

Emergency Management Assistance (EMAC)
Reimbursement Form (R-2)

Event:

Submitted to the Requesting State of: Date:

From City/Cs D of: Vendor No:

For Services Rendered Under State Missicn No.: EMAC Mission No:
Copies of Receipts and Payment Vouchers for Each Claim are attached: Yes No

Personnel Costs:

Regular Time:

Qvertime:

Employer Share of Fringe Benelits:
Total Personnel Costs:

Travel Costs:

Air Travel:
Auto Rental/Gas/Mileage:
Lodging:
Govemment Vehicle Costs:
Meals/Tips:
Total Travel Costs:
Equipment Costs:
Contractual Costs:

Commodities:

HHMHUDUU HHUB

Other Costs (Explain in Remarks)

H

Grand Total

Remarks:

Certified and ized By: Signature:

(P pirsype)

Date:

‘exact costs expendad by ihe Assisling S
intained by the Assisting State for a period of hree (3) years following he above dete of submizsion
named herain.

his claim
author
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Reimbursement Form R-1 Sample

Emergency Management Assistance (EMAC)
Interstate Reimbursement Form (R-1)

Event. i
Submitted to the Requesting State of: ‘ Date: ‘
By the Assisting State of: | Form -8 Enclosed: ‘ O Yes | O No

For Services Specified in REQ-A Under the Requesting State Mission No: \

Copies of Receipts and Payment Vouchers for Each Claim are attached: | O ves O No

Personnel Costs:

| Regular Time

| overtime

|

l Employer Share of Fringe Benefits I—I

Total Personnel Costs I

Travel Costs

‘ Air Travel
| | Auto Rental £ Gas 1 Mileage
| ‘ Lodging

1 Government Vehicle Costs

| Meals Tips | |

Total Travel Costs

Equipment Costs
Contractual Costs

Commadities I |

Other Costs (Explain in Remarks)
Grand Total

Remarks

EMAC Authorized Representative: Signature: i

Title: ‘ Date:

The Authorized official of the Assisting State exact costs expended by the Assisting Stateto perform the services requested in the REQ-

A Al 30t supporting documansation net olided weh this O wll s maaancd by the Assisting ate fora period of three (3) years following the above date of submission and
may be obtained for audit purposes by notifyingthe Assisting State authorized official named herein.

4/2/2007
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Me. Carmahan STATE OF MISSOURIL
EMERGENCY MANAGEMENT AGENCY

DEPARTMENT OF PUBLIC SAFETY
QFFECE OF THE ADJUTANT GENERAL

P.O. Box 116, Jefitrson City, Missoun 63102
Pl 526-3100 Fax: 575/634-7966
: mosemaigimail state mo.us

Decenber 20, 1999

Mr. Michae] Cline, Ir., State Coordinator %}@
Depariment of Emergency Services @]&
10501 Trade Court

Richmond, VA 23236-3713

Dear Mr. Cling, Jr.,

Mr. Daate Gliniecki with Missouri State Emergency Management Agency assisted the Virginia
Department of Emergency Management Services with the disaster declared afier Hurricane
Floyd. Mr. Gliniecki assisted the State of Virginia during the period, September 22, through
October 6, 1999, This travel is authorized under the EMAC agreement REQ-- 10

Listed below is a summary of expenscs. Please see the attached report for detall expenses.

Alrling {ravel $ 51425
Car rental, fucl S
Mileage to airport, airport purking  §
Meals, miscellancous expenses $ 46225
Payroll and benefits $4.320.97

Total expenscs incurred: $6,034.43

[['vou have any questions please call me at (573)526-9106.

Siyely,
P
/
“raig Rédick

Admin -Fiscal Officer
Encl. "
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In the event a Requesting State Is declared eligible for |
FSRSN}Yf Lzt AO |aaarail y(
A Project worksheets are submitted to re-claim eligible

EMAC mission costs identified as Protective
Measures under Category B

A Eligible costs are specified in FEMA R&R Policy
9523.6

A Regardless of eligibility for receiving Public
Assistance, the Requesting State is still obligated pay
Assisting State




ummary

In this unit we looked at:
A Mission Documentation
A EMAC reimbursement Options
A EMAC reimbursement Process

A Federal reimbursement under the Robert T.
Stafford Act
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What steps can your entity take in advance of
an emergency or disaster to expedite
reimbursement of costs?
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