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	Reimbursement Procedures

	


Instructions for completion:
· The Planning/Exercise Reimbursement Worksheet must be completed for each building(s) upon completion of all elements.  You may submit multiple buildings on one sheet, but each completed building name and number must be listed at the bottom of the reimbursement worksheet. 

· There must be an element sign-off sheet attached for each building listed.
· Signed by school administrator
AND fire chief (designee)
OR police chief (designee)
OR local emergency manager (one of the three).
· You must list amounts expended for each exercise budget category (i.e. amount for personnel for orientation meeting, amount for overtime for table top, etc.)  Each expense must be verified by receipts, timesheets or contracts.

· Refer to checklist for required submittal documents and mailing address.
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	Reimbursement Submittal Checklist
State Homeland Security Grant Program Part II 

	


The following documents must be completed and submitted for reimbursement upon completion of all grant elements for each participating building.

· Element Completion Sign Off Sheet

· Building/Campus Vulnerability Assessment Worksheet    (3 pages)

· Needs Assessment Worksheet

· Exercise/Event Report Worksheet (with attendance rosters)

· Exercise Evaluation Worksheet

· Orientation Planning Workshop

· Tabletop Exercise OR Full Scale Exercise

(
Planning/Exercise Reimbursement Worksheet*

*Receipts for all expenses and copies of contracts and timesheets must accompany the budget worksheet for reimbursement.

Submit completed forms to:





Denise Cole, Federal Grant Administrator





Michigan State Police





Emergency Management Division





Homeland Security Section





4000 Collins Road, PO Box 30636





Lansing, MI  48909-8136





TX 517/324-2330





coledm@michigan.gov

	[image: image3.png]



	Element Completion Sign-Off
State Homeland Security Grant Program Part II 

	


	District Name

	District ID No.


	Building Name 

 
	Building No.


	Address


	City

	Zip

	County



Each element signoff must include school official AND fire chief (designee) OR police chief (designee) OR local emergency manager.

	Element One – Vulnerability Assessment

	I certify that this element was completed for the above cited building location as prescribed in the grant agreement.

	Name of School Official (printed)

	Title of School Official


	Signature of School Official
	Date

	Name of Documenting Agency (print)
	Agency Official Name (print)

	Signature of Agency Official
	Date

	Element Two – Hazardous Response Plan Update

	I certify that this element was completed for the above cited building location as prescribed in the grant agreement.

	Name of School Official (printed)

	Title of School Official

	Signature of School Official
	Date

	Name of Documenting Agency (print)
	Agency Official Name (print)

	Signature of Agency Official
	Date

	Element Three – Training Exercise (tabletop, full-scale) 

	I certify that this element was completed for the above cited building location as prescribed in the grant agreement.

	Name of School Official (printed)
	Title of School Official

	Signature of School Official
	Date

	Name of Documenting Agency (print)
	Agency Official Name (print)

	Signature of Agency Official
	Date
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