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GENERAL INFORMATION FOR 

DOCUMENTATION OF

HAZARD MITIGATION PROJECTS
PURPOSES

The purposes of this handbook are: 

1) to assist applicants in documenting the actual cost of their projects. 

2) to provide instructions on enclosed forms. 

3) to provide information concerning final payment. 

Since federal and state payments are based on inspections and audits, proper documentation of progress and cost is an absolute requirement.  It is not enough just to complete a project; all work must be fully and accurately documented.  This handbook does not contain or discuss the federal and state regulations on determining cost and reimbursements, only how documentation shall be maintained.

CONFLICT OF INTEREST

Applicants and Sub-applicants must avoid conflicts of interest.  Sub-applicants must comply with the procurement guidelines at 44 CFR 13.36.  Among other requirements, 44 CFR 13.36 urges Sub-applicants to avoid situations where local officials with oversight authority might benefit financially from the grant disbursement.  Applicants must comply with guidelines for awarding and administering sub-grants at 44 CFR 13.37.  (44 CFR 13.36 & 13.37 are on pages 3, 4 and5.) 

FILES

A separate file folder should be established for each approved project.  Each folder should contain the following information:

1. Approved application

2. Advertisement for bids

3. List of bidders and the selected bidder

4. Contracts for the work

5. Cost documentation (labor-equipment-materials)

6. Notes and correspondence

7. Progress reports

8. Financial work papers and records (I.E. time sheets, invoices)

9. Close-Out Documentation

TITLE 44--EMERGENCY MANAGEMENT AND ASSISTANCE  

CHAPTER I--FEDERAL EMERGENCY MANAGEMENT AGENCY, DEPARTMENT OF HOMELAND SECURITY 

PART 13--UNIFORM ADMINISTRATIVE REQUIREMENTS FOR GRANTS AND COOPERATIVE AGREEMENTS TO STATE AND LOCAL GOVERNMENTS--Table of Contents 

Subpart C--Post-Award Requirements   Sec. 13.36 Procurement. 

(a) States. When procuring property and services under a grant, a State will follow the same policies and procedures it uses for procurements from its non-Federal funds. The State will ensure that every purchase order or other contract includes any clauses required by Federal statutes and executive orders and their implementing regulations. Other grantees and subgrantees will follow paragraphs (b) through (i) in this section. 

(b) Procurement standards. (1) Grantees and subgrantees will use their own procurement procedures which reflect applicable State and local laws and regulations, provided that the procurements conform to applicable Federal law and the standards identified in-this section. 

(2) Grantees and subgrantees will maintain a contract administration system which ensures that contractors perform in accordance with the terms, conditions, and specifications of their contracts or purchase orders. (3) Grantees and subgrantees will maintain a written code of standards of conduct governing the performance of their employees engaged in the award and administration of contracts. No employee, officer or agent of the grantee or subgrantee shall participate in selection, or in the award or administration of a contract supported by Federal funds if a conflict of interest, real or apparent, would be involved. Such a conflict would arise when: 

(i) The employee, officer or agent, (ii) Any member of his immediate family, (iii) His or 
her partner, or (iv) An organization which employs, or is about to employ, any of the above, has a financial or other interest in the firm selected for award. The grantee's or subgrantee's officers, employees or agents will neither solicit nor accept gratuities, favors or anything of monetary value from contractors, potential contractors, or parties to subagreements. Grantee and subgrantees may set minimum rules where the financial interest is not substantial or the gift is an unsolicited item of nominal intrinsic value. To 
the extent permitted by State or local law or regulations, such standards or conduct will provide for penalties, sanctions, or other disciplinary actions for violations of such standards by the grantee's and subgrantee's officers, employees, or agents, or by contractors or their agents. The awarding agency may in regulation provide additional prohibitions relative to real, apparent, or potential conflicts of interest.  (4) Grantee and subgrantee procedures will provide for a review of proposed procurements to avoid purchase of unnecessary or duplicative items. Consideration should be given to consoli-dating or breaking out procurements to obtain a more economical purchase. Where appropriate, an analysis will be made of lease versus purchase alternatives, and any 
other appropriate analysis to determine the most economical approach.

TITLE 44--EMERGENCY MANAGEMENT AND ASSISTANCE 

CHAPTER I--FEDERAL EMERGENCY MANAGEMENT AGENCY, DEPARTMENT OF HOMELAND SECURITY 

PART 13--UNIFORM ADMINISTRATIVE REQUIREMENTS FOR GRANTS AND COOPERATIVE AGREEMENTS TO STATE AND LOCAL GOVERNMENTS--Table of Contents 

Subpart C--Post-Award Requirements Sec. 13.37 Subgrants. 

(a) States. States shall follow state law and procedures when awarding and administering subgrants (whether on a cost reimbursement or fixed amount basis) of financial assistance to local and Indian tribal governments. States shall: 

(1) Ensure that every subgrant includes any clauses required by Federal statute and 
executive orders and their implementing regulations; 

(2) Ensure that subgrantees are aware of requirements imposed upon them by 
Federal statute and regulation; 

(3) Ensure that a provision for compliance with Sec. 13.42 is placed in every cost 
reimbursement subgrant; and 

(4) Conform any advances of grant funds to subgrantees substantially to the same 
standards of timing and amount that apply to cash advances by Federal agencies. 

(b) All other grantees. All other grantees shall follow the provisions of this part which are applicable to awarding agencies when awarding and administering subgrants (whether on a cost reimbursement or fixed amount basis) of financial assistance to local and Indian tribal governments. Grantees shall: 

(1) Ensure that every subgrant includes a provision for compliance with this part; 

(2) Ensure that every subgrant includes any clauses required by Federal statute and 
executive orders and their implementing regulations; and 

(3) Ensure that subgrantees are aware of requirements imposed upon them by 
Federal statutes and regulations. 

(c) Exceptions. By their own terms, certain provisions of this part do not apply to the 
award and administration of subgrants: 

(1) Section 13.10; 

(2) Section 13.11; 

(3) The letter-of-credit procedures specified in Treasury Regulations at 31 

CFR part 205, cited in Sec. 13.21; and 

(4) Section 13.50.

COMPLETION OF WORK
There are basically three ways to complete a Hazard Mitigation Project: 

1)  Contract method

2)  Force Account method 


3)  Combination of 1 & 2 

Following on the next pages are the methods of documentation for contract and force account project completion. If the combination method is utilized, then the applicant shall combine documentation as necessary.

CONTRACT METHOD

Applicants shall adhere to all state laws concerning procurement of services, provided that such procurement conforms to applicable federal laws and standards.   Applicants are encouraged to use value engineering clauses in contracts for construction projects of sufficient size to offer reasonable opportunities for cost reductions.

Applicants will make awards only to responsible contractors possessing the ability to perform successfully under the terms and conditions of a proposed procurement.  Consideration will be given to matters such as contractor integrity, compliance with public policy, record of past performance, and functional and technical resources.

Applicant will maintain records sufficient to detail the history of procurement.  The records will include, but are not limited to: rationale for method of procurement, selection of contract type, contractor selection or rejection, and basis for contract price. 
It is the policy of the State of Arkansas that contracts for professional services follow statute 19-11-801. All public bodies must follow Statutes 22-9-307, and 22-9-308, which is the State of Arkansas Prevailing Wage Law.  Davis-Bacon does not apply to sub-grantee contracted work.

Bidders must comply with requirements of the Contractors Licensing Law (Act 150 of 1965 as amended by Act 162 of 1987) and all Bonds shall comply with Arkansas Statutory Performance and Payment Bond Law, Act 351 of 1953, as amended by Act 209 of 1957, Act 468 of 1969, Act 539 of 1979, Act 757 of 1987 and Act 961 of 2001.   

Each file must contain a copy of the contract and all invoices. An invoice must indicate the 
date, amount paid, and the check number. The file must also contain a copy of the contract advertisement, list of bidders and proof that the work was awarded to the lowest bidder. In the event that the applicant does not accept the low bid, there must be an explanation why this occurred. 
The bid process will include the following: (1) issuance of invitation for bids with a purchase description and contractual terms and conditions applicable to the procurement, (2) public, contemporaneous opening of bids at a predesigned time and place, (3) unconditional acceptance of a bid without a alteration or correction, except as authorized, (4) award to the responsive and responsible bidder who has submitted the lowest bid that meets the requirements and criteria set forth in the invitation for bids, and (5) public notice.
ADEM must review and approve all plans and specifications before bidding occurs.  

The contract form most commonly used along with an example of a bid advertisement and a bid list are provided after this page.

CONTRACT

THIS AGREEMENT, made this 2214 day of December, 1999, by and between East Arkansas Planning and Development District (EAPDD) on behalf of the City of Bono, hereinafter called "Employer" acting through Mayor L. M. Duncan and Protek Environmental, Inc. of Paragould, Arkansas, hereinafter called "Contractor", acting through Jerry Dortch.

WITNESSETH

That for and in consideration of the payments and agreements hereinafter mentioned, to be made and performed by the Employer, the Contractor hereby agrees with the Employer to perform the following duties:

Notification to required state agencies, removal and legal disposal of friable asbestos material in six residential dwellings located at 415 Deborah St., 431 Deborah St., 435 Deborah St, 437 Deborah St., 440 Deborah St, and 508 Jeff St. In the City of Bono, Craighead County, Arkansas. Contractor will complete the aforementioned duties by January 31, 2000 or Contractor will submit written notification of delay.

Contractor will be paid $14,686.00 In one lump sum after the completion of work and final inspection.

Said Contract entered into as of the date above written.

Employer:
Contractor: 

_____________________________
_______________________________

_____________________________               _______________________________

Attest
 Attest

[image: image1.png]BID TABULATION

Tornado Safe Room

College Station Elementary School
Bid No. 03007

Bid Opening Date:
2:00pm November 5, 2002

Carter & Burgess Consultants, Inc.
10809 Executive Center Drive, Ste 204
Little Rock, Arkansas 72211

(501) 223-0515

Location - Congference Room "A" - PCSSD Admin. Building

River City
Painting &
Kullander L. R. Mourning SAMCO Construction | Construction Co.,| V.R.Smith & Whitehurst
- Bell Construction| Construction Co., Inc. D&H Construction Company, Inc. Inc. Sons, Inc. Brothers
License # License # License # License # License # License # License #
0014780203 0024820403 0015360103 0022670403 License # 0077430403 0034400103 0039510703 0013910103
A. Base Proposal - Bid
Amount $561,187.00 $599,000.00 $518,428.00 $597,000.00 $625,900.00 $678,000.00 $599,500.00 $689,885.00
B. 5% Bid Bond Yes Yes Yes Yes Yes Yes Yes Yes
C. Acknowledged .
Addendum Yes Yes Yes Yes Yes Yes Yes Yes
D. Subcontractors:
Mechanical: Voegele Voegele Russell & LeMay Voegele Ar Heat & Air Voegele Voegele
License # = 0035300503 0035300503 0026800403 0035300503 0081110403 0035300503 0035300503
Plumbing Voegele Voegele Russell & LeMay Voegele DEL Inc Voegele Voegele
License# 0035300503 0035300503 0026800403 0035300503 0053470403 0035300503 0035300503
Electrical Central Indust Ceico Elect Fleming Elec DE Wiison DE Wilson Bennett Elect Central Indust DE Wilson
License# 0000050803 0000050708 0023160403 0054430303 0054430303 0021850403 0000050708 0054430303
Roofing/ Sheetmetal Bell Const Kullander L.R. Mourning Russell & LeMay Voegele River City A.C.S. Whitehurst
License # = 0014780203 0024820403 0015360103 0026800403 0035300503 0034400103 0100760503 [0013910103
Other Masonry - WEE. Clark  |S& J Masonry Lowery Masonry |Whitehurst
License # 00110371202 0125061202 0024120303 10013910103
Other Concrete - SAMCO Whitehurst
License # 0077430403 "10013910103

Certified by: William S. Cato, P.E..
Carter & Burgess, Inc.

Date:





INVITATION TO BID 










Sealed bids will be received until 2 p.m. local time, November 6, 2002, in Conference Room "A" of the Administration Building of the Pulaski County Special School District, 925 E. Dixon Rd., Little Rock, AR for the following construction: 

Bid Number 03007 

Tornado Safe Room 

College Station Elementary School 4710 Frasier Pike 

College Station, Arkansas 

Bid Documents may be examined at the following locations: 

F.W. DODGE CO.                           
CONSTRUCTION MARKET DATA 

1701 CENTERVIEW DRIVE., STE. 110         

1501 N. PIERCE, STE. 102 

LITTLE ROCK, AR 72211                    

LITTLE ROCK, AR 72207 

CARTER-BURGESS CONSULTANTS, INC.  
NAMC 

10809 EXECUTIVE CENTER, STE. 204         

2200 MAIN STREET 

LITTLE ROCK, AR 72211                    

LITTLE ROCK, AR 72201 

TAYLOR/KEMPKES, ARCHITECTS, P.A. 

210 CENTRAL AVE., STE. 2A 

HOT SPRINGS, AR 71901 

Bidding Documents may be obtained from Southern Reprographics, 901 W. 7th Street, Little Rock, AR. Prime Bidders may obtain up to three sets of documents upon receipt of a refundable deposit, made payable to Carter-Burgess Consultants, Inc., of One Hundred Dollars ($100.00) per set. Deposit is refundable upon return of usable documents to Capitol Blueprint within ten (10) working days of the Bid Opening. Documents will not be issued to suppliers, materials companies, or subcontractors. Additional sets of documents, if available, may be obtained at the contractor's expense, upon receipt of a check covering the cost of reproduction and mailing. No partial sets will be issued. 

A bid bond in the amount of 5% of the Bid shall accompany each bid in accordance with the Instructions to Bidders. 

The School District reserves the right to waive irregularities, reject any and all bids, and waive formalities not bound by Arkansas Statutes. Bidders shall conform to the requirements of the Arkansas State Licensing Law for contractors.
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Federal Procurement Requirements

For Mitigation Grants

The Federal Emergency Management Agency's (FEMA) procurement requirements and standards are designed to ensure that goods and services are procured at a reasonable price and in a manner providing for full and open competition. State and local jurisdictions will use their own procurement procedures which reflect State and local laws and regulations, provided such procedures conform to applicable Federal law and standards identified in 44 CFR § 13.36. When using federal mitigation grant funds to obtain goods or services you may use your procurement procedures if they meet or exceed FEMA’s minimum requirements.

RESPONSIBILITIES

State and local jurisdictions alone are responsible for the settlement and satisfaction of all contractual and administrative issues arising out of procurements awarded using mitigation grant funds.  This includes such issues as disputes, claims, and protests of award, source evaluation or other matters of a contractual nature. FEMA’s standards do not relieve the State (Grantee) or local jurisdiction (SubGrantee) of any contractual responsibilities under its contracts.

CODE OF CONDUCT:

Grantees and SubGrantees must have written standards of conduct governing employees involved in the award and administration of contracts for goods and services procured with Mitigation funds. This code must ensure that:

· Employees, officers or agents do not participate in the selection, award, or administration of a contract under a FEMA grant if the employee, employee's family members or partners, or an organization which employs or is about to employ any of these persons, has a financial or other interest in the organization selected for the contract. This would be a conflict of interest. 

· Employees, officers or agents do not solicit or accept gratuities, favors, or anything of monetary value from contractors. Grantee and SubGrantee may, however, set standards for situations in which the financial interest is not substantial or the gift is an unsolicited item of nominal value. 

· If any employees, officers or agents violate the code, the code must make them subject to disciplinary action. 

DEBARMENT AND SUSPENSION:

Grantees and SubGrantees must not make any award or permit any award (subgrants or contracts) at any tier to any party which is debarred or suspended or is otherwise excluded from or ineligible for participations in Federal assistance programs under Executive Order 12549, “Debarment and Suspension..”

Information regarding nationwide debarred and suspended parties maybe obtained from Excluded Parties List System, www.epls.gov.

PROCUREMENT PROCESS

COMPETITION:

Grantees and SubGrantees will ensure that all procurement actions using federal mitigation funds are conducted in a manner providing for full and open competition.

CONTRACT TYPES:

Grantees and SubGrantees must decide which type of contract is appropriate given the circumstances of each procurement action. Contract types include:

· FIXED PRICE CONTRACTS: Fixed price contracts are used when there will likely be effective competition based on a complete project description and clear plans and specifications. There should not be any significant technical or engineering unknowns. The contractor must furnish the goods or services for a fixed price, and so assumes a portion of risk. Profit is not stated or negotiated separately.

For Example: $500 per house for acquisition, $75 per square foot to elevate

· COST REIMBURSABLE CONTRACTS: Cost reimbursable contracts should be used when it is not feasible to award a fixed price contract. The contractor's cost and profit must be negotiated separately. The Grantee or SubGrantee may negotiate a cost reimbursable contract which includes a ceiling which may not be exceeded but still requires completion of the work. In this situation the contractor assumes a portion of risk.

· COST PLUS CONTRACTS: Cost plus a percentage of cost contracts and percentage of construction cost methods of contracting shall not be used. 

METHODS OF PROCUREMENT:

1) SEALED BID METHOD (FORMAL ADVERTISING)

The sealed bid procurement method is the preferred method for procuring construction projects. Under this method, Grantees and SubGrantees must publicly solicit bids, and a firm fixed-price contract (lump sum or unit price) is awarded to the responsible bidder whose bid conforms to the terms and conditions of the solicitation and is the lowest in price. 

If this method is used, the following requirements apply: 

· The Grantee or SubGrantee have a complete, adequate, and realistic specification or project description, and

· Two or more responsible bidders are willing and able to compete for the contract, and

· The procurement will result in a firm fixed price contract and the selection of the successful bidder can be made principally on the basis of price. 

Grantee or SubGrantee must: 

· Publicly advertise all bids and shall solicit from an adequate number of known suppliers allowing sufficient time to prepare bids prior to the date set for opening the bids. Advertisements should be published in newspapers, trade journals, or your procurement web sites. They may also be sent to contractors who are likely to be interested in providing the goods or services.

· The advertisement must state that any or all bids may be rejected if there is a sound documented reason. The advertisement should contain: 

· A clear, accurate description of the project or service to be procured, 

· Requirements which the bidder must meet and all other factors you will use to evaluate bids or proposals,

· A description, whenever practicable, of technical requirements in terms of functions to be performed or performance required, including the range of acceptable characteristics or minimum acceptable standards, 

· Publicly open all bids at the time and place announced in the advertisement,

· Award a fixed-price contract to the lowest responsive and responsible bidder. 

If you award a fixed-price contract to the lowest responsible bidder and there is more than one bidder, no further price or cost review is required.

2) COMPETITIVE PROPOSAL METHOD

When conditions are not appropriate for the use of the sealed bid method (i.e., the award cannot be made based primarily on price) the next preferred method is the Competitive Proposal method. This method is normally conducted with more than one source submitting an offer, and either a fixed-price or a cost-reimbursement type contract is awarded.

If this method is used, the following requirements apply:

· Requests for proposals will be publicized and all evaluation factors and their relative importance will be identified. Any response to  publicized requests for proposals shall be honored to the maximum extent practical,

· Proposals will be solicited from an adequate number of qualified sources,

· Grantees and SubGrantees will have a system for conducting technical evaluations of the proposals received and for selecting the awardees, 

· Awards will be made to the responsible firm whose proposal is most advantageous to the program, with price and other factors considered,

· Architectural/Engineering professional services may be procured using qualifications-based competitive proposal procedures. The most qualified competitor is selected, subject to negotiation of fair and reasonable compensation. Price is not a selection factor. The Grantee or SubGrantee must then negotiate a price with the most qualified firm. If an agreement on price cannot be reached with that firm, reject the bid and open negotiations with the next most qualified firm. The Grantee or SubGrantee must conduct a cost review before agreeing on price.

3) NON-COMPETITIVE PROPOSAL METHOD (SOLE SOURCE)

Procurement by noncompetitive proposal may only be used when the award of a contract is infeasible under either Sealed Bid or Competitive Proposals, and one of the following circumstances applies:

· The service is available only from a single source. The fact that you have a long standing relationship with a contractor does not mean the service is available from only one source, or

· You determine public exigency or emergency will not permit a delay resulting from competitive solicitation, or

· You request and obtain FEMA approval to use the noncompetitive proposal method, or 

· After solicitation of a number of sources, competition is determined inadequate.

· The Grantee or SubGrantee must conduct a cost review of noncompetitive proposals.  The cost review must verify cost data, projections of data, and evaluate of the specific elements of costs and profits. 
The Grantee should contact FEMA program officer before using the non-competitive proposal procurement method. The program officer will instruct you to submit the proposed contract and related information, including cost information provided by the bidder and your justification for the non-competitive procurement.

4) SMALL PURCHASE METHOD

The Small Purchase procurement method is a relatively simple and informal method for purchasing supplies, equipment, and services that do not exceed the simplified acquisition threshold (currently set at $100,000) found at 41 U.S.C. 403(11). If the Grantee or SubGrantees organizations have lower small

purchase limits in its procedures, you must follow those limits. For purposes of this section, the total project cost must be less that $100,000.

Price and Rate quotes must be obtained from an adequate number of qualified sources which can provide goods or services meeting the needs of the project. Grantees and SubGrantees will select the lowest priced goods or services which meets the project requirements.

If this method is used, the following requirements apply:

· Grantee or SubGrantee must clearly document why other than the lowest priced was selected 

· Keep files of the procurement, including the list of sources contacted and the prices obtained

CONTRACT COST AND PRICE REVIEW

COST vs. PRICE ANALYSIS:

Grantees and SubGrantees must perform a cost or price analysis in conjunction with every procurement action, including contract modifications to ensure the cost or price of procured supplies, equipment, and services is reasonable. The method of analysis is dependent upon the particular procurement and Grantee and SubGrantees must make independent estimates before receiving bids and proposals. 

· COST ANALYSIS is the review and evaluation of each element of cost to determine reasonableness.

· A cost analysis must be performed when an offeror is required to submit the elements of their estimated cost.

· A cost analysis will be necessary when adequate price competition is lacking, and in all sole source procurements, including contract modifications.

· PRICE ANALYSIS includes the comparison of price quotations submitted, with market prices, and bid prices for firm fixed price contracts or similar information. This analysis will be used when a Cost Analysis does not apply.

PROFIT AS A SEPARATE ELEMENT:

To establish a fair and reasonable profit, consideration will be given to the complexity of the work, risk borne by the contractor, contractor’s investment and amount of subcontracting, quality of past performance, and industry profit rates in the surrounding geographic area. Grantees and SubGrantees must negotiate profit as a separate element of the price of each procurement when

· There is no price competition, and

· In all cases where a Cost Analysis is performed

ESTIMATED COSTS:

Costs or prices based on estimated costs for contracts will be allowable only to the extent that actual costs incurred, or estimates included in negotiated prices are consistent Federal cost principles. Mitigation grants funds may only be used for

· Allowable costs of Grantees and SubGrantees, cost-type contractors, and payments to fixed-price contractors, and

· Reasonable fees or profit to cost-type contractors, but no fee or profit to the Grantee or SubGrantee.  

DISADVANTAGED BUSINESS OPPORTUNITY

Grantees and SubGrantees will take all necessary affirmative steps to assure that minority firms, women's business enterprises, and labor surplus area firms are used when possible. Steps shall include

· Placing qualified small and minority businesses and women’s business enterprises on solicitation lists, and.

· Assuring that small and minority businesses and women’s business enterprises are solicited whenever they are potential sources, and
· Dividing total project requirements when economically feasible into smaller tasks to permit maximum participation by small and minority businesses and women’s business enterprises, and
· Establishing delivery schedules, where the project permits, which encourage participation by small and minority businesses and women’s business enterprises, and
· Using the services and assistance of the U.S. Small Business Administration, and the Minority Business Development Agency of the U.S. Department of Commerce, and
· If subcontracts will be let, requiring the prime contractor to take the affirmative steps listed above.
RECORDS

Grantees and SubGrantees must maintain records sufficient to detail the significant history of all procurements. These records must include, but are not limited to, the rationale for the method of procurement, selection of contract type, the justification for lack of competition when competitive bids or offers are not obtained, the reasons for contractor selection or rejection, and the basis for the contract price, including documentation of required price and cost analyses. 

CONTRACT PROVISIONS

Grantees and SubGrantees must ensure awarded contracts are sound and complete under applicable state and local law, and must reflect the following provisions required by federal law and FEMA regulations. To the extent these requirements are met by provisions in your standard contracts, they need not be repeated.

1. Remedies – Contracts in excess of $100,000 must include administrative, contractual, and legal remedies for use in cases in which contractors violate or breach contract terms. And provide for such sanctions and penalties as may be appropriate.

2. Termination – Contracts in excess of $10,000 must explain the conditions under which the Grantee and SubGrantee may terminate them for convenience, in event of a contractor's failure, or in event of event beyond the control of the contractor; the process for bringing about the termination; and the basis for settlement.

3. Equal Employment Opportunity – Construction contracts in excess of $10,000 must require compliance with Executive Order 11246, ``Equal Employment Opportunity,'' as amended by Executive Order 11375, ``Amending Executive Order 11246 Relating to Equal Employment Opportunity,'' and as supplemented by regulations at 41 CFR Part 60, ``Office of Federal Contract Compliance Programs, Equal Employment Opportunity, Department of Labor.'' 

4. Copeland ``Anti-Kickback'' Act  – Construction contracts must require compliance with the Copeland ``Anti-Kickback'' Act (18 U.S.C. 874), as supplemented by Department of Labor regulations (29 CFR part 3, ``Contractors and Subcontractors on Public Building or Public Work Financed in Whole or in Part by Loans or Grants from the United States''). The Act prohibits contractors from inducing, by any means, any person employed in the construction, completion, or repair of public work, to give up any part of the compensation to which he is otherwise entitled.

5. Contract Work Hours and Safety Standards Act – Construction contracts in excess of $2,000 or other contracts that involve the employment of mechanics or laborers which exceed $2,500 must require compliance with sections 103 and 107 of the Contract Work Hours and Safety Standards Act (40 U.S.C. 327-330), as supplemented by Department of Labor regulations (29 CFR part 5). 

6. Reporting Requirements – Notice of FEMA’s requirements and regulations pertaining to reporting.

7. Rights to Inventions – Experimental, developmental, or research work contracts must provide for both Grantee and SubGrantees and FEMA's patent rights in any resulting discovery or invention (37 CFR part 401, ``Rights to Inventions Made by Nonprofit Organizations and Small Business Firms Under Government Grants, Contracts and Cooperative Agreements'').

8. Copyrights – Notice of FEMA’s requirements and regulations pertaining to copyrights and rights in data.

9. Access to Records – Access by the Grantee, SubGrantee, FEMA, the Comptroller General of the United States, or any of their duly authorized representatives, access to any books, documents, papers and records of the contractor directly pertinent to your contract for the purpose of making audits, examinations, excerpts and transcriptions.

10. Record Retention – Retention of all required records for three years after Grantees or SubGrantees make final payments and all other pending matters are closed. 

11. Environmental Conservation. – Contracts, subcontracts and subgrants in excess of $100,000 must require compliance with all applicable standards, orders, or requirements issued under Section 306 of the Clean Air Act (42 U.S.C. 1857(h)), section 508 of the Clean Water Act (33 U.S.C. 1368), Executive Order 11738, and Environmental Protection Agency regulations (40 CFR part 15).

12. Energy Efficiency – All contracts must include mandatory standards and policies relating to energy efficiency which are contained in the state energy conservation plan issued in compliance with the Energy Policy and Conservation Act (Pub. L. 94-163, 89 Stat. 871).   

12. Byrd Anti-Lobbying Amendment (31 U.S.C. 1352) – Contractors who apply or bid for a contract in excess of $100,000 must file a certification that it will not and has not used Federally appropriated funds to pay any person or organization for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, officer or employee of Congress, or an employee of a Member of Congress in connection with obtaining a grant. The contract must also require that any subcontractor who applies or bids for subcontracts in excess of $100,000 must provide a similar certification to the next higher tier contractor or subcontractor. Contractor and subcontractors must also disclose any lobbying with non-Federal funds in connection with obtaining the grant. Each contractor or subcontractor must forward any disclosures from tier to tier up to the recipient.

CONSTRUCTION CONTRACT BONDS

Grantees and SubGrantees must ensure that FEMA's interest in construction or facility improvement grants is adequately protected. The following minimum standards are required.

1. For construction or facility improvements contracts less than $100,000, unless your grant indicates otherwise, you may follow your own requirements relating to bid guarantees, performance bonds, and payment bonds. The grant will include terms and conditions advising of any additional FEMA requirements if required by statute.

2. For construction or facility improvements contracts which exceed $100,000, unless FEMA authorizes different limits or requirements, Grantees and SubGrantees must require:

Bidders to provide a bid guarantee equivalent to five percent of the bid price. The bid guarantee may be a firm commitment such as a bid bond, certified check, or other negotiable instrument accompanying a bid to ensure the bidder will accept award of a contract if you accept the bidder's bid.

Successful bidders to provide a performance bond for 100 percent of the contract price to ensure fulfillment of the contractors' obligations under the contract.

Successful bidders to provide a payment bond for 100 percent of the contract price. A payment bond ensures payment as required by statute to all persons supplying labor and material under the contract.

FORCE ACCOUNT, LABOR/EQUIPMENT/MATERIALS  
If temporary workers or extra help are required, they must be placed on the payroll with identification of job, wages, and time of employment. When an applicant uses another organization for personnel (prison labor), the required documentation is the same as if the applicant’s resources were utilized. In addition, an invoice is required to show that the applicant paid for the use of the resources. The invoices must indicate the date, amount paid, check number, and services provided. Convicts, working off fines, may be utilized by also using the above methods.

Each applicant must establish procedures to record daily those employees who worked on a project, how long and what they were paid. Holidays, insurance, and other benefits should be added to the hourly rate scales. Time records must indicate how much time each employee worked on the specific project. Time-and-a-Half will not be paid unless it can be shown that it was being paid before the disaster. Force Account/Labor form is used for recording all of the above information.  The DSR number is the Disaster Number and the category can be ignored. 

Applicants must document type, description, date used, hours used, total hours used, rate per hour, and total cost for each piece of equipment. Rates claimed for an applicant’s equipment must correspond to those approved on the FEMA Schedule of Equipment Rates (Attachment A).  If the equipment is not in actual use it is considered standby and is not eligible for reimburse-ment, (I.E. lowboy tractor and trailer used to transport another piece of equipment to the job site could be reimbursed for the time to and from the site but not for all the hours it sits at the site unused). Force Account/Equipment form is utilized to document cost associated with equipment use.  If equipment is rented, applicants must also indicate the date, amount paid, and check number. Repair cost for rental equipment is not eligible for reimbursement. 

Applicants must document the use of materials and supplies on Force Account/Materials form. This form must contain unit price, quantity, total cost, description, date purchased, date used on project site, and check number.  Claims for materials taken from stock must be supported by either the original purchase invoice or invoice for replacement materials.  

The forms most commonly used are on the following pages.

FORCE ACCOUNT LABOR SUMMARY RECORD INSTRUCTIONS

(OVERTIME AVAILABLE FOR EMERGENCY WORK ONLY!)

Force account is the term to refer to your own personnel and equipment.  Keep the following points in mind when compiling force account labor information:

· Record regular and overtime hours separately.

· Record the benefits separately for regular and overtime hours.  Most overtime hours include fewer benefits than regular hours.

· Attach a Fringe Benefit Rate Sheet giving a breakdown of what is included in your benefits, by percentages, e.g., social security – 15.2%, worker’s compensation – 4.3%, insurance – 18.5%, etc.  You can use an average rate if you have different benefit rates for different employees.

Complete the Record as Follows:

· Heading:

· Applicant Name:  Enter the name of your jurisdiction.

· Site Name:  Enter the name of the site.

· Disaster Number: Enter the Disaster Number.

· Employee Name:  Enter the names of each employee who worked on the project.

· Title/Occupation:  Enter the title or occupation of each employee who worked on the project.

· REG.:  Enter the regular hours that each employee worked on the project.

· OT:  Enter overtime hours that each employee worked on the project.
REMINDER:  Only overtime is eligible for reimbursement for emergency work.  Record both regular and overtime hours, so that personnel hours can be compared with equipment hours, if necessary.

· Total HR:  Total the hours for each employee and enter the result in this block.

· Rate/Hr:  Enter each employee’s hourly rate.

· Benefits/Hr:  Enter each employees hourly benefit rate.  There should be different percentages for benefits pertaining to regular and overtime wages.

· Total Rate/Hr:  Add the employee’s hourly rate in the Rate/Hr block and the hourly benefits rate in the Benefits/Hr block and enter the result here.

· Total Cost:  Multiply the entries in the Total Hr and Total Rate/Hr blocks and enter the result here.

· Total Cost for Force Account Labor Regular Time:  Add the entries in the Total Cost, REG block for each employee and enter the results here.

· Total Cost for Force Account Labor Overtime:  Add the entries in the Total Cost, OT block for each employee and enter the results here.
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Force Account Labor Summary Record

	Applicant Name:     Logan County

	Site Name:      Rock Creek Bridge                                                      
Disaster Number:  1636-DR-AR             


	Employee Information
	Year

2006
	Date

4/17
	Date

4/18
	Date

4/19
	Date

4/20
	Date

4/21
	Date
	Date
	Total
Hr
	Rate/
Hr
	Benefits/ Hr
	Total Rate/Hr
	Total Cost $

	Employee Name/Occupation
Dan Tennison/Driver
	REG
[image: image2.wmf]Calculator.lnk

EG 
	4


	8
	8


	8
	8
	
	
	36
	10.50
	3.46
	13.96
	502.56

	Employee Name/Occupation
Joe Wiley/Driver
	REG
	8
	8
	8
	4
	2
	
	
	30
	10.75
	3.54
	14.29
	428.70

	Employee Name/Occupation
Larry Adams/Driver 
	REG
	6
	8
	4
	8
	8
	
	
	34
	11.50
	3.79
	15.29
	519.86

	Employee Name/Occupation
     
	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation
     
	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation
     
	REG
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	Employee Name/Occupation
     
	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation
     
	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation
     
	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation
     
	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation
     
	REG
	[image: image7.png]



	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation
     
	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation
     
	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation
     
	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Total Cost for Force Account Labor Regular Time
	$1,451.12


Force Account Labor Summary Record

	Applicant Name:     

	Site Name:      
Disaster Number: 


	Employee Information
	Year


	Date


	Date


	Date


	Date


	Date


	Date
	Date
	Total
Hr
	Rate/
Hr
	Benefits/ Hr
	Total Rate/Hr
	Total Cost $

	Employee Name/Occupation

	REG
[image: image3.wmf]Calculator.lnk

EG 
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation

	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation

	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation

	REG
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	Employee Name/Occupation

	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation

	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation

	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation

	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation

	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation

	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation

	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation

	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation

	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Name/Occupation

	REG
	
	
	
	
	
	
	
	
	
	
	
	

	Total Cost for Force Account Labor Regular Time
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FORCE ACCOUNT EQUIPMENT SUMMARY RECORD INSTRUCTIONS

Complete the record as follows:

· Heading

· Applicant Name: Enter the name of your local jurisdiction.

· Site Name:  Enter the name of the site.

· Disaster Number:  Enter the Disaster Number.

· Project Number:  Enter your project number.

· Date:  Enter the dates for each day the project was worked on.

· FEMA Code:  Enter the FEMA cost code for the equipment.                     

· Equipment Description:  Enter a brief description of the equipment, including the rated horsepower or capacity of the equipment.  Be sure to include this information if you also use a trade name or common name to describe the equipment, e.g., Ditch Witch.

· Operator:  Enter the equipment operator’s name.                                        

· Hours Used:  Enter the hours the equipment was used on the project.                

· Cost/Hour:  Enter the hourly cost to use the equipment.

· Total Cost:  Multiply the number in the Hours Used block by the number in the Cost/Hour block and enter the result here.

· [image: image10.png]


Total Cost for Force Account Equipment:  Add the numbers in the Total Cost blocks and enter the result here.

Force Account Equipment Summary Record
	Applicant Name:  Logan County

	Site Name:   Rock Creek Bridge
Disaster Number:  1636-DR-AR






	Date
	FEMA Code
	Equipment Description
	Operator
	Hours Used
	Cost/ Hour
	Total Cost $

	4/17-4/21 2006
	8721
	Truck, Dump – 10 CY
	Dan Tennison
	36
	22.00
	704.00

	4/17-4/21 2006
	8252
	Dozier – 160 HP
	Joe Wiley
	30
	30.00
	1,200.00

	4/17-4/21 2006
	8571
	Loader – Backhoe 1.5 CY
	Larry Adams
	34
	14.50
	493.00
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Total Cost for Page       
	$2,397.00


Force Account Equipment Summary Record
	Applicant Name:  Logan County

	Site Name:   Rock Creek Bridge
Disaster Number:  1636-DR-AR






	Date
	FEMA Code
	Equipment Description
	Operator
	Hours Used
	Cost/ Hour
	Total Cost $
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THE MATERIAL RECORD SUMMARY INSTRUCTIONS

Complete the record as follows:

· Heading

· Applicant Name:  Enter the name of your local jurisdiction

· Applicant’s Project Number:  Enter your project number

· Site Name: Enter the name of the site

· Disaster Number:  Enter the Disaster Number

· Invoice Number:  Enter the invoice number

· Date:  Enter the date on the invoice

· Vendor:  Enter the name of the supplier if the material was bought specifically as a result of the disaster

· Description:  Enter a brief description of the supplies or materials used or purchased

· Invoice Total:  Enter the total cost listed on the invoice

· Total Cost for Material:  Add the numbers in the Invoice Total block and enter the result here


Material Summary Record

	Applicant Name:  Logan County







  

	Site Name:    Rock Creek Bridge
Disaster Number:  1636-DR-AR


	Invoice Number
	Date
	Vendor
	Description
	Unit Cost
	Total Cost $

	860
	4/10/06
	Camden Surplus
	16’ x 80’ Flatcar (2)
	3,400.00
	6,800.00     

	2048
	4/18/06
	Jones Stone
	Gravel
	270.00
	270.00

	495
	4/20/06
	Cabot Quarry
	Rip-rap
	295.00
	295.00

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	
	
	
	
	
	

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	Total Cost for Material
	
	$7,365.00


Material Summary Record

	Applicant Name:      

	Site Name:     

 FORMTEXT 
     
Disaster Number:


	Invoice Number
	Date
	Vendor
	Description
	Unit Cost
	Total Cost $

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	     
	     
	     
	     
	
	     

	Total Cost for Material
	
	




NOTES ON DOCUMENTATION
Information identified on the progress reports, time sheets, equipment and material forms are crucial for a successful audit of a mitigation project. Without this information, audit problems will occur, and applicants will lose money.

All dates used on all documentation must be in the allowable time period. The period is from the date of final project approval to completion date. Final project approval occurs upon receipt of a letter stating that the project has been funded.

NOTE:

If at any time documentation, inspection, and or other reviews reveal problems in performance of work or documentation of work, the State Hazard Mitigation Officer shall work with the applicant to correct the deficiencies.

QUARTERLY REPORTS

The applicant shall submit quarterly progress reports to:

Arkansas Department of Emergency Management

State Hazard Mitigation Officer
Building #9501

Camp Joseph T. Robinson
North Little Rock, AR  72199-9600

This report should begin the first full quarter after receipt of the funding letter.

(See example on the following pages)
PERFORMANCE PERIOD - PDM

The performance period is the period of time specified in the Agreement Articles during which the grant recipient is expected to perform the activities and to incur and expend funds approved for PDM activities.  The performance period for the grant shall be equal to the longest performance period of the sub-grant awarded to the Grantee. 

Mitigation project grant performance periods are limited to three years.  Designs must be completed and construction contracts must be awarded within 12 months.  Mitigation projects must be completed within three years of award. 

The grant recipient has up to 90 days following the expiration of the performance period to liquidate valid expenditures incurred during the performance period.  Unexpended funds, or cost underruns, remaining after the performance period expiration date must be reported to FEMA for de-obligation. Cost underruns from one Sub-grantee cannot be used to meet another Sub-grantee’s cost overrun. 


HAZARD MITIGATION GRANT 

PROGRAM

QUARTERLY REPORT


APPLICANT:____________________________________________________________
PHONE NO.:
___________________________ DATE:___________________________
ADDRESS: 
____________________________________________________________
DISASTER NUMBER:_____________________________________________________
FUNDING DATE: ________________________________________________________
ESTIMATED COMPLETION:_______________________________________________
TOTAL FUNDS EXPENDED:_______________________________________________
SUMMARY OF PROGRESS:_______________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
DISCUSS PROBLEMS OR ASSISTANCE NEEDED:
_______________________________________________________________________________________________
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
STATUS:  ____ ON SCHEDULE                __XX_ DELAYED  
____ SUSPENDED


                     _XX_ EXTENSION NEEDED   ____ COMPLETED


HAZARD MITIGATION GRANT 

PROGRAM

QUARTERLY REPORT

APPLICANT:____________________________________________________________
PHONE NO.:
_____________________________    DATE:_______________________

ADDRESS: 
____________________________________________________________
DISASTER NUMBER:______________________________________________________________
FUNDING DATE:     ______________________________________________________
ESTIMATED COMPLETION:_______________________________________________
TOTAL FUNDS EXPENDED:_______________________________________________
SUMMARY OF PROGRESS:_______________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
DISCUSS PROBLEMS OR ASSISTANCE NEEDED

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
STATUS:          ____ ON SCHEDULE      ______ DELAYED

____ SUSPENDED


                         ____ EXTENSION NEEDED___ COMPLETED


PAYMENT OF CLAIMS

The Hazard Mitigation Grant Program is a reimbursement program. A Request for Reimbursement of Funds for both project and administrative funds (form on page 37) should be submitted, along with proper documentation (receipts, invoices, and copies of checks issued) to the Mitigation Branch, ADEM.  The funds will be ordered upon receipt of these documents.  A Request for Reimbursement can be made at any time and as often as needed; however, reimbursements will only be ordered a maximum of one per month.  Payment requests will only be honored if quarterly reports are up to date.
PRE-AWARD COSTS - PDM

FEMA may provide project pre-award costs at FEMA’s discretion and as funds are available.  Eligible costs incurred prior to the grant award are identified as pre-award costs and must be submitted with the project sub-application.  Recipients may be reimbursed for pre-award costs incurred up to six months prior to the publication of the Notice of Funding Availability for activities directly related to the development of the proposed project.  Activities may include, but are not limited to, Benefit-Cost Analysis, environmental consideration documentation processing, and engineering design.  Pre-award costs associated with construction activities started prior to grant award will not be considered.

NON-FEDERAL COST SHARE - PDM

The non-Federal cost share must be in direct support of the approved activities and must be an eligible cost for PDM funding.  All contributions, cash and in-kind or any combination, may be accepted as part of the non-Federal cost share.  In lieu of requesting pre-award costs, Applicants and Sub-applicants may submit eligible costs incurred prior to award for eligible activities as their non-Federal cost share.  Generally the non-Federal cost share may not include funds from other Federal agencies, except for Federal funds that have authorizing statues that explicitly allow the funds to be used as cost share for other Federal grants.  

Examples include:

(
Department of Housing and Urban Development Community Development Block 
Grant (CDBG) monies may be used as cost share for property acquisition projects as 
long as the 
projects are eligible under the CDBG program.

(
The U.S. Small Business Administration loan funds and the U.S. Department of 
Agriculture’s Farm Service Agency loan funds, which lose their Federal identity 
once the loan to the individual is approved, may be used as cost share.

(
Indian Health Services funds may be used as cost share for PDM funds as long as the 
mitigation activity “contributes to the purposes for which grants…are made” under 
the Indian Health Services statute.

(
Bureau of Indian Affairs funds may be used as cost share.

(
Appalachian Regional Commission funds may be used as cost share per Section 
302(a)(3) of the Appalachian Regional Development Act of 1965.

The NFIP Increased Cost of Compliance (ICC) claim payment from previous flood events can be used to meet the non-Federal cost share requirements, to the extent that the period for making such a claim remains open.  ICC insurance coverage provides a claim payment for qualified owners’ costs to elevate, demolish, relocate, or floodproof (non-residential buildings only) after a flood.  The maximum amount of ICC coverage as of May 1, 2003, is $30,000.  Because these types of activities are also eligible under PDM activities, owners cannot receive PDM funds for the same costs covered by their ICC claim.  However, if the insurance claim does not pay the total mitigation cost, then a PDM grant can pay the cost of eligible activities above the ICC claim payment.  PDM funds do not lose their Federal identity and cannot be used as cost share for another Federally funded activity.  In addition, neither Federal PDM program funds nor non-Federal funds used to cost share the PDM program can be used as cost share for another Federal grant program.

COST SHARE DOCUMENTATION
Requirements for in-kind contributions can be found in 44 CFR 13.24.  In-kind contributions must be comprised of eligible program costs.  All of the following documentation is required for third-party cash and in-kind contribution:


( Record of donor;


( Date of donation;


( Rates for staffing, equipment or usage, supplies, etc.;


( Amounts of donation; and


( Deposit slips for cash contributions.
(44 CFR 13.24 is on the following pages)
TITLE 44--EMERGENCY MANAGEMENT AND ASSISTANCE 

CHAPTER I--FEDERAL EMERGENCY MANAGEMENT AGENCY, DEPARTMENT OF HOMELAND SECURITY 

PART 13--UNIFORM ADMINISTRATIVE REQUIREMENTS FOR GRANTS AND COOPERATIVE AGREEMENTS TO STATE AND LOCAL GOVERN-MENTS--Table of Contents 

Subpart C--Post-Award Requirements Sec. 13.24 Matching or cost sharing. 

(a) Basic rule: Costs and contributions acceptable. With the qualifications and exceptions listed in paragraph 


(b) of this section, a matching or cost sharing requirement may be satisfied by either or both of the following: 


(1) Allowable costs incurred by the grantee, subgrantee or a cost- type contractor under the assistance agreement. This includes allowable costs borne by non-Federal grants or by others cash donations from non- Federal third parties. 


(2) The value of third party in-kind contributions applicable to the period to which the cost sharing or matching requirements applies. 


(b) Qualifications and exceptions--(l) Costs borne by other Federal grant agreements. Except as provided by Federal statute, a cost sharing or matching requirement may not be met by costs borne by another Federal grant. This prohibition does not apply to income earned by a grantee or subgrantee from a contract awarded under another Federal grant. 

(2) General revenue sharing. For the purpose of this section, general revenue sharing funds distributed under 31 U.S.C. 6702 are not considered Federal grant funds. 

(3) Cost or contributions counted towards other Federal costs- sharing requirements. Neither costs nor the values of third party in- kind contributions may count towards satis-fying a cost sharing or matching requirement of a grant agreement if they have been or will be counted towards satisfying a cost sharing or matching requirement of another Federal grant agreement, a Federal procurement contract, or any other award of Federal funds. 

(4) Costs financed by program income. Costs financed by program income, as defined in Sec. 13.25, shall not count towards satisfying a cost sharing or matching requirement unless they are expressly permitted in the terms of the assistance agreement. (This use of general program income is described in Sec. 13.25(g).) 

(5) Services or property financed by income earned by contractors. Contractors under 
a grant may earn income from the activities carried out under the contract in addition to the amounts earned from the party awarding the contract. No costs of services or property supported by this income may count toward satisfying a cost sharing or matching requirement unless other provisions of the grant agreement expressly permit this kind of income to be used to meet the requirement. 

(6) Records. Costs and third party in-kind contributions counting towards satisfying a cost sharing or matching requirement must be verifiable from the records of grantees and subgrantee or cost-type contractors. These records must show how the value placed on third party in-kind contributions was derived. To the extent feasible, volunteer services will be supported by the same methods that the organization uses to support the allocability of regular personnel costs. 

(7) Special standards for third party in-kind contributions. (i) Third party in-kind contributions count towards satisfying a cost sharing or matching requirement only where, if the party receiving the contributions were to pay for them, the payments would be allowable costs. 


(ii) Some third party in-kind contributions are goods and services that, if the grantee, subgrantee, or contractor receiving the contribution had to pay for them, the payments would have been an indirect costs. Costs sharing or matching credit for such contributions shall be given only if the grantee, subgrantee, or contractor has established, along with its regular indirect cost rate, a special rate for allocating to individual projects or programs the value of the contributions. 


(iii) A third party in-kind contribution to a fixed-price contract may count towards satisfying a cost sharing or matching requirement only if it results in: 


(A) An increase in the services or property provided under the contract (without additional cost to the grantee or subgrantee) or 


(B) A cost savings to the grantee or subgrantee. 


(iv) The values placed on third party in-kind contributions for cost sharing or matching purposes will conform to the rules in the succeeding sections of this part. If a third party in-kind contribution is a type not treated in those sections, the value placed upon it shall be fair and reasonable. 

(c) Valuation of donated services—

(l) Volunteer services. Unpaid services provided to a grantee or subgrantee by individuals will be valued at rates consistent with those ordinarily paid for similar work in the grantee's or subgrantee's organization. If the grantee or subgrantee does not have employees performing similar work, the rates will be consistent with those ordinarily paid by other employers for similar work in the same labor market. In either case, a reasonable amount for fringe benefits may be included in the valuation. 


(2) Employees of other organizations. When an employer other than a grantee, subgrantee, or cost-type contractor furnishes free of charge the services of an employee in the employee's normal line of work, the services will be valued at the employee's regular rate of pay exclusive of the employee's fringe benefits and overhead costs. If the services are in a different line of work, paragraph (c)(1) of this section applies. 


(d) Valuation of third party donated supplies and loaned equipment or space. (1) If a third party donates supplies, the contribution will be valued at the market value of the supplies at the time of donation. (2) If a third party donates the use of equipment or space in a building but retains title, the contribution will be valued at the fair rental rate of the equipment or space. 


(e) Valuation of third party donated equipment, buildings, and land. If a third party donates equipment, buildings, or land, and title passes, to a grantee or subgrantee, the treatment of the donated property will depend upon the purpose of the grant or subgrant, as follows: 

(1) Awards for capital expenditures. If the purpose of the grant or subgrant is to assist the grantee or subgrantee in the acquisition of property, the market value of that property at the time of donation may be counted as cost sharing or matching,

(2) Other awards. If assisting in the acquisition of property is not the purpose of the grant or subgrant, paragraphs (e)(2) (i) and (ii) of this section apply: 

(i) If approval is obtained from the awarding agency, the market value at the time of donation of the donated equipment or buildings and the fair rental rate of the donated land may be counted as cost sharing or matching. In the case of a subgrant, the terms of the grant agreement may require that the approval, be obtained from the Federal agency as well as the grantee. In all cases, the approval may be given only if a purchase of the equipment or rental of the land would be approved as an allowable direct cost. If any part of the donated property was acquired with Federal funds, only the non-Federal share of the property may be counted as cost-sharing or matching. 

(ii) If approval is not obtained under paragraph (e)(2)(i) of this section, no amount may be counted for donated land, and only depreciation or use allowances may be counted for donated equipment and buildings. The depreciation or use allowances for this property are not treated as third party in-kind contributions. Instead, they are treated as costs incurred by the grantee or subgrantee. They are computed and allocated (usually as indirect costs) in accordance with the cost principles specified in Sec. 13.22, in the same way as depreciation or use allowances for purchased equipment and buildings. The amount of depreciation or use allowances for donated equipment and buildings is based on the property's market value at the time it was donated. 


(f) Valuation of grantee or subgrantee donated real property for construction/acquisition. If a grantee or subgrantee donates real property for a construction or facilities acquisition project, the current market value of that property may be counted as cost sharing or matching. If any part of the donated property was acquired with Federal funds, only the non-Federal share of the property may be counted as cost sharing or matching. 


(g) Appraisal of real property. In some cases under paragraphs (d), (e) and (f) of this section, it will be necessary to establish the market value of land or a building or the fair rental rate of land or of space in a building. In these cases, the Federal agency may require the market value or fair rental value be set by an independent appraiser, and that the value or rate be certified by the grantee. This requirement will also be imposed by the grantee on subgrantees.
ARKANSAS DEPT. OF EMERGENCY MANAGEMENT





MITIGATION BRANCH



P.O. BOX 758


CONWAY, AR  72033
REQUEST FOR REIMBURSEMENT OF FUNDS


DISASTER NUMBER:___________ DATE____________ REQUISITION NO.__________________
APPLICANT:____________________________________________PHONE:
___________________

ADDRESS:
​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​
EMAIL_____________________________________SIGNATURE___________________________

	ASSISTANCE CATEGORIES


	PROJECT COST



	
	Funds Expended


	Reimbursement Request

	planning
	
	

	CONSTRUCTION
	$29,262.00
	$29,262.00

	RETROFITTING
	
	

	ENGINEERING/ ARCHITECTURAL FEES
	
	

	ACQUISITION
	
	

	DEVELOP STANDARDS/
PROGRAM PLANNING
	
	

	ADMINISTRATIVE FUNDS
	
	

	TOTALS
	
	




ARKANSAS DEPT. OF EMERGENCY MANAGEMENT





MITIGATION BRANCH


P.O. BOX 758


CONWAY, AR  72033

REQUEST FOR REIMBURSEMENT OF FUNDS

DISASTER NUMBER:___________ DATE____________ REQUISITION NO.__________________

APPLICANT:____________________________________________PHONE:
___________________

ADDRESS:
​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​

EMAIL_____________________________________SIGNATURE___________________________

	ASSISTANCE CATEGORIES


	PROJECT COST



	
	Funds Expended


	Reimbursement Request

	planning
	
	

	CONSTRUCTION
	
	

	RETROFITTING
	
	

	ENGINEERING/ ARCHITECTURAL FEES
	
	

	ACQUISITION
	
	

	DEVELOP STANDARDS/
PROGRAM PLANNING
	
	

	ADMINISTRATIVE FUNDS
	
	

	TOTALS
	
	




SCOPE OF WORK- HMGP

A change to the scope of work of an approved project is defined as any:

· Revision of the objectives of an approved project (regardless of budget implications).

Examples:

· The number of houses in a retrofit or acquisition project;

· The size of a replacement culvert; or
· The expanded or reduced project area.

· Change in the period of availability of funds; or
· Change in key personnel if specified in application.
Applicants must obtain prior approval from ADEM before implementing scope changes.

Per the Uniform Administrative Requirements for Grants and Cooperative agreements to State and Local Governments:

· For construction projects, the subgrantee (applicant) and grantee must “obtain prior written approval for any budget revision which would result in a need for additional funds” (44 CFR 13(c));

· A change in the scope of work must be approved by ADEM in advance regardless of the budget implications; and

· The subgrantee must notify ADEM as soon as significant developments become known, such as delays or adverse conditions or favorable conditions allowing for reduced cost or time schedule.

Additionally, under non-construction projects, contracting out, subcontracting (if authorized by law), or otherwise obtaining the services of a third party to perform activities which are central to the purposes of the award requires prior approval.  

SCOPE OF WORK- PDM 

FEMA will not consider changes to the Scope of Work between the time the application period has closed and the selection and award process is completed.  Requests for changes to the Scope of Work for selected and approved PDM activities after award are permissible as long as they do not change the nature of the project.  Requests must be supported by adequate justification from the applicant in order to be processed. The justification is a written explanation of the reason or reasons for the change; and outline of remaining funds available to support the change; and a description of the work necessary to complete the project.  There is no guarantee that Scope of Work changes will be approved.  No Scope of Work changes will be approved for cost overruns. 

For acquisition projects, changes to the properties in an approved mitigation project will be considered but will not be approved automatically.  The applicant must have identified the alternate properties in the project application, including a BCA for each property.  The alternate properties should not be included in the cost estimate or the overall project BCA. 
Eligible properties may be substituted as long as the substitution does not change the overall nature of the project or increase the amount of the Federal share.

COST OVERRUNS AND COST UNDERRUNS - PDM

The PDM program is a competitive grant program and, therefore, Federal award amounts are final.  There will be no additional FEMA funding beyond the initial allocation.  FEMA will not cover cost overruns associated with grant activities.  All costs for which funding is requested should be included in the original application budget.  Mitigation project applications should include the cost of the cost of engineering designs; performing the Benefit Cost Analysis; the cost of obtaining any environmental/ historic permits and clearances;  and the cost of any anticipated environmental/historic compliance measures, treatments, or alternatives identified through the development of the environmental documentation.

Unexpended funds, or cost underruns, remaining after the performance period expiration date must be reported to FEMA for de-obligation.  Cost underruns from one Sub-grantee cannot be used to meet another Sub-grantee’s overrun.

EXTENSION REQUEST JUSTIFICATION

HMGP AND PDM

Requests for time extensions to the Performance Period will be considered but will not be granted automatically and must be supported by adequate justification in order to be processed.   The justification is a written explanation of the reason or reasons for the delay; an outline of the remaining project funds available to support the extended Performance Period; and a description of performance measures necessary to complete the project.   Without the justification, extension requests will not be processed.  Listed below are examples of the areas that should be addressed in order to complete the review of Extension Requests.

1. REQUEST:  The request must be submitted 90 days prior to the expiration date of the Performance Period.  

2.     REASON FOR DELAY:

a. Identify the status of the project.

b. Give a brief description for delay in completion of the project within the Performance Period.  Identify the circumstance(s), e.g. NAPA review, lack of match, unavailable contractors, etc., and if appropriate why this circumstance(s) caused the delay.

3.    BUDGET:

a. Identify the remaining funds, both FEMA and match, available for the extended period.

b. Outline how the remaining funds will be used.

c. Identify the source for additional funding, if remaining FEMA funds will not support the extension period.

4.    PLAN FOR COMPLETION:

a. Identify the Objectives necessary to complete the project.

b. Identify completion dates for each of the Objectives.  

c. List the position/person responsible for oversight of the completion of the project.

5. PROJECT COMPLETION DATE: Identify the projected completion date for the project.

6. NO CHANGE TO THE SCOPE OF WORK: Provide a certification that the project will not be completed within the extended period without any modifications to the original and/or FEMA approved modified project.

PROJECT COMPLETION
The following documents are required upon project completion:

1. Summary of Documentation

2. Certification form
3. Hazard Mitigation Grant Close-Out Certification 

4. Pictures of completed project

5. Materials, labor and equipment forms if required

6.  Copies of all deeds for acquisition projects

7.
Final Quarterly Report concerning the project 

HAZARD MITIGATION GRANT PROGRAM

SUMMARY OF DOCUMENTATION

APPLICANT:___City of Morehead_______________    DISASTER NO.____1636 DR-AR      
	APPLICANTS

REFERENCE NO.

WARRANT,

VOUCHER, OR

CLAIM NO.


	DELIVERY DATE
	LIST DOCUMENTATION BY CATEGORY AND LINE ITEM IN THE APPLICATION AND GIVE A DESCRIPTION OF THE SERVICES PROVIDED
	LINE ITEM IN THE 

APPLICATION

DOLLARS


	APPLICANT’S

ELIGIBLE 

COST

DOLLARS

	#1011

#1076

#1100


	6/01/06
6/12/06
6/15/06
	Category F – Lift Station Pump

Contract to clean sewers

Contract for parts and labor to repair pump,

deliver and install pump

Contract for jet service to sewers feeding into

city life station

(THIS IS AN EXAMPLE OF WORK

 DONE BY CONTRACT)

	  $1,800.00

$21,400.00

  $3,612.50

$26,812.50
	  $1,800.00

$21,400.00

  $3,612.50

$26,812.50


        HAZARD MITIGATION GRANT PROGRAM 

  SUMMARY OF DOCUMENTATION

APPLICANT:                                                                         DISASTER NO.___________              

	APPLICANTS

REFERENCE NO.

WARRANT,

VOUCHER, OR

CLAIM NO.


	DELIVERY DATE
	LIST DOCUMENTATION BY CATEGORY AND LINE ITEM IN THE APPLICATION AND GIVE A DESCRIPTION OF THE SERVICES PROVIDED
	LINE ITEM IN THE 

APPLICATION

DOLLARS


	APPLICANT’S

ELIGIBLE 

COST

DOLLARS

	
	
	
	
	


(Example) 
(Grantee Letterhead)

Hazard Mitigation Grant Program (HMGP)

PROJECT COMPLETION CERTIFICATE

Disaster Declaration No:  ___________                     
HMGP Grant No:   __________

Applicant Name: ____________________________________________________________
Certification

I hereby certify that, to the best of my knowledge and belief, all work and costs claimed are eligible in accordance with the 44 Code of Federal Regulations, all work claimed has been completed and all costs claimed have been paid in full.

Signed: ___________________________________________________________________ 
Date:_____________________________________________________________________
Sub-grantee’s Authorized Representative
I certify that all funds were expended in accordance with the FEMA-State Agreement, and I recommend a final payment of $ ________________.

Signed: ___________________________________________________________________

Date: _____________________________________________________________________
Governor’s Authorized Representative

     

 
ARKANSAS DEPARTMENT OF EMERGENCY MANAGEMENT

HAZARD MITIGATION PROGRAM

Hazard Mitigation Grant Close-Out Certification

Project Name:  ____________________________________________________

1. Federal Share:  ______________________________________

2. State Share:  ________________________________________

3.  Local Share:  ________________________________________

4.  Project Total:  ______________________________________

5.  Administrative Funds:  _______________________________

I certify that the figures listed on this form are correct.  I understand that once the above figures are certified the State Share cannot be changed.  

Signed_____________________________________Date__________

HMGP PROJECT CLOSE-OUT CHECKLIST

GRANTEE: ____________________________________________________________________________________

APPLICANT: __________________________________________________________________________________

APPLICANT'S POINT OF CONTACT: _____________________________________________________________

POC'S ADDRESS:  
 ____________________________________________________

POC'S PHONE: 
____________________________________________________


POC'S FAX: 
____________________________________________________


POC'S E-MAIL: 
____________________________________________________


DISASTER NUMBER:
____________________________________________________


HMGP FEMA PROJECT NUMBER:
____________________________________________________


TOTAL FEDERAL SHARE:
____________________________________________________


FINAL FEDERAL SHARE:
____________________________________________________


FINAL ADMINISTRATION FEE: 
____________________________________________________


FINAL LOCAL SHARE: 
____________________________________________________


FINAL GRANTEE SHARE: 
____________________________________________________


AMOUNT TO BE DEOBLIGATED: 
____________________________________________________


NAME OF STATE INSPECTOR: 
____________________________________________________


DATE OF CLOSE-OUT INSPECTION(S)
____________________________________________________


LIST ANY FOLLOW-UP ACTIONS REQUIRED:___________________________________________________

_____________________________________________________________________________________________

1. FINANCIAL                                                                                                                         

a.
Date approved by FEMA Region VI (obligation letter) _________________________

b. 
Is the amount of the local match documented by the applicant?

c.  
Did the applicant earn any interest on any of the federal share provided?

d.  
Have all federal funds been expended?

e.  
If there are any unused federal funds, have they been returned to the State?

f.  
Does the applicant have any unpaid bills for the project?

g.  
Has the applicant (subgrantee) received all authorized subgrantee administrative funds?

h.  
Does the applicant (subgrantee) have documentation to support costs associated with 
subgrantee administrative funds?

i.  
Did the applicant have any unallowable costs?

j.  
Has the applicant accounted for subgrantee administrative funds?

2.  PROJECT ADMINISTRATION                                                                                            

a. 
Does the completed project scope of work agree with the approved original application and 
 
any approved amendments for the project?

b. 
Did the applicant submit timely Quarterly Project Progress Reports?

c. If this is an acquisition project, is there documentation on file at the local level that:

1) The property shall be dedicated and maintained in perpetuity for uses compatible

 
with open spaces, recreational or wetlands management practices.
______

2) No new structure(s) will be built on the property except a public facility that 

 
is open on all sides and functionally related to a designed open space that is 

 
approved by FEMA Region VI Director before construction begins.
______

d. Obtain a copy of the deed restriction that applies to (c) above.

e.  If this is an acquisition project, does the applicant know that no application for 
additional disaster assistance will be made for any purpose in the future on this 
particular project?

f. If this is an acquisition project, did the applicant remove the structure within 90 days of the property close date?

g. Does the applicant have records retention procedures in place that will allow retention of the HMGP project records for at least three years after the project completion date and final site inspection by the State?


h. Obtain photos of the completed project (does not include plan).

Acquisition:  Open Space
Elevation: Structure elevated to include address

Drainage:  Overall site
School Safe Room: Structure

5% initiative: Photos or brochure


i. If this project was in the floodplain or floodway, was a LOMR completed by the applicant?

j. If this was a mitigation project affecting a repetitive loss structure, was an AW-501 completed by the applicant?

k. If this was an elevation project, did the subgrantee present the grantee with an elevation certificate assuring the structure is above the BFE?

3.
ANNUAL AUDIT REPORTS:


a. 
If the applicant received $500,000 or more in federal funds in any one fiscal year, a single 



audit must be conducted.  Is there an audit on file locally?

b.
If the applicant received between $25,000 and $300,000 in federal funds in any one fiscal 



year, has an audit been conducted at the local level to those funds?

c.
In accordance with the local audit, are there any discrepancies relative to HMGP funds, and 



have those discrepancies been corrected?

d.
If the applicant received between $25,000 and $300,000 in federal funds in any one fiscal 



year, and chose not to have a city wide or county wide audit, there must be an individual 



grant audit conducted.  Does the applicant have a copy of the audit?

e. 
If the applicant received less than $25,000 in federal funds in any one fiscal year, the 



applicant is still subject to State and local auditing requirements.  Have audits been 



conducted?

4. CLOSE-OUT AGREEMENT BETWEEN THE APPLICANT AND THE STATE:

a. Does the applicant agree with all of the closeout checklist findings?

b. Does the applicant have any unresolved issues that will keep the project open?

c. Insure that the applicant has a copy of this completed checklist when all closeout procedures 
are finalized by FEMA.

5.  GENERAL COMMENTS:

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

AUDIT REQUIREMENTS

If you expend more than $500,000.00 in federal funds in a fiscal year, you should provide a Single or Program Specific audit in accordance with OMB CIR.A-133 Subpart B.  If a Single audit is selected, it must be in accordance with subpart B.500.  If you expend federal awards under only one program then a Program Specific audit must be conducted in accordance with Subpart B.235.  

Upon completion send the audit to:

Arkansas Department of Emergency Management


Administration Division

Building #9501


Camp Joseph T. Robinson


North Little Rock, AR  72199-9600

ATTACHMENT A

ALLOWABLE AND UNALLOWABLE COSTS

( ALLOWABLE COSTS
To be allowable, costs incurred by State, Local, or tribal governments must meet the following general criteria:

· Be necessary and reasonable for proper and efficient performance and administration of Federal awards;

· Conform to any limitations or exclusions set forth in OMB Circular A-87, Federal laws, terms and conditions of the Federal award, or other governing regulations as to types or amounts of cost items;

· Be allocable to Federal awards under the provisions of OMB Circular A-87;

· Be authorized or not prohibited under State or local laws or regulations;

· Not be included as a cost or used to meet cost sharing or matching requirement of any other Federal award in either the current or a prior period, except as specifically provided by Federal law or regulation;

· Be consistent with policies, regulations, and procedures that apply uniformly to both Federal awards and other activities of the governmental unit;

· Be accorded consistent treatment.  A cost may not be assigned to a Federal award as direct cost if any other costs incurred for the same purpose in like circumstances has been allocated to the Federal award as indirect cost; 

· Except as otherwise provided in OMB Circular A-87, be determined in accordance with generally accepted accounting principles;

· Be the net of all applicable credits; and

· Be adequately documented

(UNALLOWABLE COSTS
The State may disallow costs that are unreasonable or are not part of the approved scope of work.  Therefore, the State will always exercise judgment in its review of costs.  Obvious areas of caution include:

· Costs incurred prior to grant approval;

· Costs incurred prior to grant approval other than design and technical or feasibility studies that were incurred post disaster;

· Items covered by the subgrantee administrative costs (since such items are not allowable project costs);

· The loss of tax revenue due to the public acquisition of land for open space (which does not meet the criteria for allowable costs); and

· Maintenance of the project after initial implementation (for example, mowing open space, or ensuring hurricane shutters are operable).

(SEE CHARTS ON FOLLOWING PAGES FOR EXAMPLES OF ALLOWABLE/UNALLOWABLE COSTS)

Allowable Costs Under OMB Circular A-87

The table below lists categories and examples of allowable and unallowable costs under FEMA’s disaster assistance programs.  The table is not a complete list, however.  For more information about allowable and unallowable administrative costs, refer to Office of Management and Budget (OMB) Circular A-87, Cost principles for State, Local and Native American Tribal Governments.  Note:  These costs are allowable within the total amount of the grant and relevant administrative or management caps. (See Section 13 to calculate caps.)  costs must be reasonable and must apply to grant performance. 

	Cost Category
	Examples
	Notes/Restrictions

	→ Advertising
	√ Radio, television, and           
newspaper ads.

√  Direct mail campaigns.
	When incurred for:

√  Recruitment of personnel.

√  Procurement of goods and 
services.

Χ  Advertising costs are not 
allowable if they are incurred solely
to promote the governmental unit.

	→Alcoholic    
Beverages
	
	Χ  Costs for alcoholic beverages 

     are not allowable.

	→Audit Services
	√  Case or project reviews.

√  Project inspections.
	Provided that the audits:

√  Comply with the provisions of

     the Single Audit Act (see 

     OMB Circular A-128)

                       OR

√  Have otherwise been required

     and/or approved by FEMA.

	→Bad Debts
	√  Uncollectible funds.
	Χ  Losses arising from uncollectible

     amounts and other claims, and         
related costs, are not allowable. 

	→Bonding Costs
	Costs associated with attaining

surety bonds for employees and officials.
	Provided that bonding is in accordance with sound business practices.

	→Communications
	√  Telephone.

√  Mail and messenger service.
	Allowable

	→Compensation for 

     Personnel
	√  Wages and salaries.

√  Fringe benefits.
	Provided that compensation is reasonable for the services provided.

	→Donated Services
	Volunteered time by:

√  Technical personnel.

√   Consultants.

√   Skilled and unskilled labor.
	X  The value of donated services 

      is not reimbursable as either a

      direct or indirect cost. 

	→Disbursing

    Services
	Costs associated with the accounts payable function.


	Allowable.

	→Equipment and 

    Other Capitol

    Expenditures
	√  The net invoice price of 

     equipment, including 

     modifications, attachments, 

     or accessories.

√  Ancillary charges, including

    taxes and freight.


	For nonexpendable items of 

Equipment having:

√  A useful life of more than 1 yr.

√  An acquisition cost of $5,000 

     or more.

Items of equipment with an acquisition cost of less than $5,000 are considered supplies.



	→General

    Government

    Expenses
	√  Salaries and expenses of the 

     Office of the Governor and/

     State legislature, tribal 

     councils, or other local

     governmental bodies.

 √  Costs associated with 

     government services 

     normally provided to the 

     general public (e.g., fire and

     police).


	X  Normally not allowed.

	→Legal Expenses
	√  Professional and/or support

    staff time.

√  Filing fees.
	√  Legal expenses required for

    program administration are 

    allowable.

X  Legal expenses for prosecution

     of claims against the Federal

     Government are not allowable.



	→Maintenance,

    Operation, and

    Repairs


	√  Utilities.

√  Insurance.

√  Security.

√  Janitorial services.

√  Equipment repairs.


	Allowable if they:

√  Keep property in efficient 

    operating condition.

√  Do not add to the permanent

     value of the property. 

√  Are not included in rental 

    charges for space.

	→Materials and

    Supplies
	√  Stationery.

√  General office supplies.

√  Equipment with an   

    acquisition cost of less than

    $5,000.   

                                       
	Allowable after deducting:

√  Cash and/or trade discounts.

√  Rebates.

√  Other allowances.

	→Motor Pools
	Vehicle:

√  Maintenance.

√  Inspection.

√  Repair services.
	Allowable if charged to the program at a mileage or fixed rate

√  Under HMGP, State travel is

     only allowable under 

     Administrative Costs.



	→Public Relations
	Activities directed toward:

√  Maintaining the image of the

    governmental unit.  

√  Promoting understanding and

     favorable relations with the

     public.
	When:

√  Incurred to communicate with

     the public and press pertaining

     to the specific program.  

√  Necessary to conduct general

     liaison with the news media 

     and government public affairs

      officers to keep the public

     informed.

X  Public relations costs are not 
     Allowable if they are incurred

     Solely to promote the govern-

     Mental unit.



	→Training
	Employee training and development.
	Allowable to the extent that the training is required for program operation.



	→Travel
	√ Transportation.

√  Lodging.

√  Subsistence.
	Provided that:

√  Employees are traveling on 

     official business.

√  The costs do not exceed the 

 
amount normally allowed by the 
agency in its regular operations.
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EXAMPLE





City of Allentown,  Arkansas  
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September 15, 2005





(501) 555-2222





FEMA-1528-DR-AR





P.O. Box 123,  Allentown, Arkansas  77777





July 25, 2005





February, 2007





$29,262.00





The contractor should start work in mid-August.





Bids were received in May.  The City has started their in-kind work.





The project has been delayed.  A time extension has been submitted.
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1528-DR-AR





P.O. Box 123, Allentown, Arkansas 77777





Allentown, Arkansas 77777





Allentown.ar.com





(501) 555-2222





1





August 1, 06





ADEM Form 325 1/07
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1/02/07
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ADEM Form 306 1/07
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