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Marketing & Outreach StaffMarketing & Outreach Staff

Recruitment and Retention Manager
Dennis Fox
517-373-6714
foxd3@michigan.gov

Recreation Education Program Coordinator 
Shar McConeghy
517-335-3417
mcconeghys@michigan.gov

Departmental Technician
Rudy Lawrence
517-335-3418
lawrencer@michigan.gov



Instructor Website InformationInstructor Website Information

https://secure1.state.mi.us/rsi/

Login: Your Instructor Number   

Password: lowercase z uppercase O lowercase 
bracket ] uppercase V and the last four of your ssn      
zO]V9999  (until further notice)

Questions regarding your class material ordering or class 
posting on this website, please call 517-335-3418.



https://secure1.state.mi.us/rsihttps://secure1.state.mi.us/rsi





FormsForms

• Instructor Summary (scan sheet) 
(version 2009 – current)

• Student Application (scan sheet) 
(version 2009 – current)

• Expense Report

• Return Envelope



• Student Manual

• Test

• Certificate

• Instructor Summary

• Student Application

• Return Envelope

• Expense Report

Class Materials



Instructor Summary (Scan form)Instructor Summary (Scan form)







Student CertificatesStudent Certificates



Instructor CertificationInstructor Certification

• To request application packets call 
517-335-3418 

• Complete the required material and mail to the 
address at the bottom of the application 

• Background investigation and DNR conservation 
violations will be conducted on all applicants. 

• Applicants for ORV must attend the ORV 
academy prior to certification 



Handbook DistributionHandbook Distribution

• DNR Operations Service Centers

• Secretary of State branch offices

• Sheriff offices

• DNR website
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Department of Natural Resources 
Marine Safety Fund
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Marine Safety FundMarine Safety Fund





State of Michigan Registered Boats
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Marine Safety 
Reimbursement 

Processes

Marine Safety Marine Safety 
Reimbursement Reimbursement 

ProcessesProcesses



Deadlines Deadlines –– Yearly Activity Yearly Activity 
ReportReport

October 31, 2012

(Counties with federal funds)

January 15, 2013

(Counties with state funds)

January 15, 2013

(Counties with a mix of federal & state)



Deadlines Deadlines ––State Aid State Aid 
VouchersVouchers

• All federal funds
– Work Completed by September 30th  

– Documentation due by October 31st  
(include any purchases made by 
September 30 but paid in October)



Deadlines Deadlines ––State Aid State Aid 
VouchersVouchers

• State funds
– Work Completed by December 31st
– Payments made in time to submit with 

reimbursement request  
– Documentation due by March 1st

• State & Federal Funds
– Submit federal portion as soon as funds 

are earned, but no later than September 
30th



Activity ReportsActivity Reports

There was a new version of the Activity Report 
that came out in 2010. Please make sure you 
are using the correct up-dated form

– Online at: www.michigan.gov/dnr

– grants/marine safety grants to 
counties/forms and

– publications

– Please make sure you are listing the No. 
of Full  

– Time and part Time Officers



Activity ReportsActivity Reports

• Remember to complete the Boating 
Safety information. 

• Officer Training
– DNR Approved Training
– Other Training

• Travel Time – Include with category 
hours



State Aid VoucherState Aid Voucher
PR1929PR1929

• Online at: www.michigan.gov/dnr

grants/marine safety grants to 
counties/forms and publications

• Make sure this form is included

• Must be signed

• Need name and address of the county 
treasurer



Financial ReportsFinancial Reports

PR1932-1, PR1932-2 and PR1932-3

Online at: www.michigan.gov/dnr

grants/marine safety grants to 
counties/forms and publications

• If designing your own forms, be sure all 
DNR information is included and the 
format is the same.

• Font size should be no smaller than 10 
point



Financial ReportsFinancial Reports

– List expenditures by the date paid not 
incurred 

– List expenditures in chronological order
– Put back up in same order as expenses 

listed on CSS&M Detail
– List each applicable invoice, not the 

individual items on the invoice
– Note what was purchased
– Only one set of documentation



Salaries and Wagaes  Salaries and Wagaes  
(PR1932(PR1932--1)1)

– Straight pay

– Holiday pay 

– Overtime pay

– Fringe benefits

– Do not list ineligible time

– Multiple pages, use subtotals with grand 
total on last page



Contractual Services, Contractual Services, 
Supplies, and Materials Supplies, and Materials 

•PR1932-2
• Includes the following:

– Administrator’s Workshop 
– New officer training
– All other training that is pre-approved 

by the DNR (must be requested in 
writing prior to attending the training)



Contractual Services, Supplies, Contractual Services, Supplies, 
and Materialsand Materials

– PR1932-2
All expenses related to the operation of a 
boat or PWC, including trailer repairs.

– Cost of winterizing the boats

– Fees for boat dockage/storage 

– Boat registrations 

– Leased Vehicles -- $300.00/month plus 
gas & oil



Contractual Services, Supplies, Contractual Services, Supplies, 
and Materialsand Materials

– PR1932-2

– Vehicle Mileage – applicable state rate 
(.39 per mile as of 10/1/11), no 
additional expenses

– Actual Vehicle costs – gas, oil & repairs

– Reimbursement method used for vehicles 
must be consistent with your budget



Contractual Services, Contractual Services, 
Supplies, and MaterialsSupplies, and Materials

– (PR1932-2)
Uniform purchases 

– Dry cleaning of uniforms

– Personal flotation devices

– Office supplies

– Telecommunications 



Student TrainingStudent Training

– PR1932-3
Dates, hours and locations

– List training done by paid staff first, 
then list training done by volunteers

– Numbers should match those on 
Activity Report

– NOTE:  Send all Scantron forms to 
Marketing & Outreach Division



Ineligible ItemsIneligible Items

– Dive expenditures and training

– Training not pre-authorized by the DNR

– Firearms, holsters, ammunition, gun 
belts, pepper spray, gun belt accessories 
and belt keepers

– Employee physicals & drug testing



Ineligible ItemsIneligible Items

– Rental in county-owned buildings

– Sales tax/finance charges 

– Equipment unless authorized

– Overtime pay not qualified



Common ErrorsCommon Errors

– Incorrect forms (using old versions)

– No PR1929 (State Aid Voucher)

– Hours on PR1932-1 not the same as 
the Activity Report

– Activity Report not signed

– Ineligible expenditures included



Common ErrorsCommon Errors

– No backup documentation for 
expenditures over $100.  Need to include 
documentation if two or more invoices 
are paid by one check and the total is 
$100 or more

– No canceled checks

– Credit card company should not be listed 
as the vendor



EquipmentEquipment

– Equipment purchased no later than 
September 1st

– Reimbursement request due by 
September 30th 

– Forms needed are PR1929 Equip,  
PR1929-1 Detail, PR1925 and PR1926    
(if applicable)

– Include copy of invoices and canceled 
checks





More Information Available at:More Information Available at:

www.michigan.gov/dnr-grants



Off-road Vehicle 
and Snowmobile 
Grant Programs

OffOff--road Vehicle road Vehicle 
and Snowmobile and Snowmobile 
Grant ProgramsGrant Programs







Department of Natural Resources 
ORV Trail Improvement Fund
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ORV Trail ImprovementORV Trail Improvement





Department of Natural Resources  
Snowmobile Registration Fee Fund
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Snowmobile Registration Fee FundSnowmobile Registration Fee Fund




