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Finance Section Chief Requirements

The Finance Section Chief is responsible for all financial,
administrative, and cost analysis aspects of the
Incident and for supervising members of the
Finance/Administration Section

A Daily Cost report is generated at 10:00 am
every day for the purpose of updating the
TDEM Chief and Governors office when
applicable.




Time Unit Leader (TIME)

Responsible for equipment and personnel time
recording.

Finance/Administration
Section

Procurement
Unit

Compensation/

Claims Unit




Procurement Unit Leader (PROC)

Responsible for administering all financial
matters pertaining to vendor contracts, leases,
and fiscal agreements.

Finance/Administration

Section

Procurement
Unit

Compensation/

Claims Unit



Compensation/Claims Unit Leader (COMP)

Responsible for the overall management and direction of
all administrative matters pertaining to compensation
for injury and claims-related activities (other than

Finance/Administration Injury) for an incident.

Section

Procurement
Unit

Compensation/

Claims Unit



Cost Unit Leader (COST)

Responsible for collecting all cost data, performing
cost-effectiveness analyses, and providing cost
estimates and cost-saving recommendations for

Finance/Administration the incident.

Section

Procurement
Unit

Compensation/

Claims Unit



Team Briefing / Objectives

Justify all expenses

Track all assets

Document all expenses

Know the contract deliverables

Demobilize immediately when not required

Rent before purchase




Every member on an IMT impacts a
Budget

Incident Commander
— Liaison

— Safety

Operations Section
Logistics Section

— Service Branch

— Support Branch

Plans Section

e Labor Cost
— Straight Time
— Overtime

* Equipment Cost
— Mileage
— Hours

e Travel Cost

— Hotel
— Per Diem




Identifying the differences

Are there differences in the expenses to be captured?

Supporting a City/County (MOU)
Vs.
Supporting a City/County (IMT)
Vs.
Supporting a DDC




Identifying the impacted Budgets

Home Agency Budget

Impacted City Budget

Impacted County
Budget

Impacted State Budget

e Labor Cost
— Straight Time
— Overtime

* Equipment Cost
— Mileage
— Hours

e Travel Cost

— Hotel
— Per Diem
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BE@ THE AUDITOR

Incident Command Auditor
— Liaison Auditor
— Safety Auditor

Operations Section Auditor

Logistics Section Auditor
— Service Branch Auditor
— Support Branch Auditor

Plans Section Auditor







TEAM MEMBER RESPONSIBILITIES

e Does the required action have a written justification.
— Will the justification make sense when it is reviewed in 5 years?
e Was the action approved by the proper administrator?
* Isthe action requested specific?
— Quantity
— Length of time
— Purpose
— Destination
e  Will the action result in a service or supply ?
— Is there a check-in process
— Are there any contract deliverables
— Is there a tracking process
— Is there a demobilization process
e Has each step been documented ?
— Signatures / Dates




Documentation comes in many forms

e New State of Texas Assistance Request

e STAR

e 213RR

e 213 General Message Form

e Email

* Fax

e Big Chief Tablet Sheet

e Text — message — forward as email and print
e Paper Napkin
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Documentation comes in many forms

e Delivery / Drop Slip

e Packing Slip

e Bill of Lading

e Check-in

e Service Ticket

e Repair/Maintenance Ticket
 Fuel Receipt

* |nvoice




FILLING
THE NEEDS

PROCESS
REVIEW




FILLING
THE NEEDS

@

PROCESS
REVIEW




D-LAN%  PO4 VENDOR QUANTITY DESCRIFTION SERIAL NUMBER DELIVERY ADDRESS

100354 1008 Admar Supply 1 45 KVA Generator 9200096/029671 DHSES Logistics, Oriskany
100354 1008 Admar Suppl 1 45 KVA Generator 9200104/029790 DHSES Logistics, Oriskany
100354 ll]l]EAd marSuI I 1 70 KVA Generator 201276590 DHSES Logistics, Oriskany
100354 1008 Admar Supply 1 70 KVA Generator 20127688 DHSES Logistics, Oriskany
100579 1028 Admar Supply 10 6" Trash Pumps DHSES Logistics, Citifield, Queens

102751 1157 ADS Operational Equipment & Logs 8 Fire Vulcan Rechargable Lights Nassau County Emergency Operations Ctr.
100532 1017 Alden Equipment 1 2007 Nissan Forklift MAPIF2A25LV AP1F2-960495 G5A Warehouse Hoyt Ave Binghamton

100744 1041 Annapolis Inflatables 1 Eveinrude 30HP Rescuepro outboard Republic Airport, East Farmingdale

101207 1076 Audio-Video Corporation 6 Cisco TelePresence VX actical Portable and Compact Video System NYS OEM Blda. 22, Suite 101, 1220 Washington Ave. Albany !
101207 1076 Audio-Video Corporation 1 Cisco Integrator Package with NPP, Remote Control, Mic, Cable NYS OEM Bldg. 22, Suite 101, 1220 Washington Ave. Albany !




D-LAN%  PO# VENDOR QUANTITY DESCRIPTION SERIAL NUMBER DELIVERY ADDRESS POCH
100175 1001 COW - 100 gty 1 HP LAPTOP B470P I5-3210M 500GB 4GB W7P (2733059)  CNU242B5C6 DHSES Bldg 7A Albany Recaver
100175 1001 COW 1 HP LAPTOP 8470P I5-3210M S00GB 4GB WTP (2733053)  CNU242BRNX DHSES Bldg 74 Albany Recover
100175 1001 CoW 1 HP LAPTOP 8470P 15-3210M 500GB 4GB W7P (2733053)  CNU242BRPK DHSES Bldg 74 Albany Recove
100175 1001 COW 1 HP LAPTOP B470P I5-3210M 500GB 4GB W7P (2733059)  CNU242BRQS9 DHSES Bldg 7A Albany Recaver
100175 1001 CoW 1 HP LAPTOP 8470P 15-3210M 500GB 4GB W7P (2733053)  CNU242BRRH DHSES Bldg 74 Albany Recaver
100175 1001 CoW 1 HP LAPTOP 3470P 15-3210M 500GB 4GB W7P (2733053)  CNU242BRRQ DHSES Bldg 74 Albany Recaver
100175 1001 COW 1 HP LAPTOP B470P I5-3210M 500GB 4GB W7P (2733059)  CNU242BRS1 DHSES Bldg 7A Albany Recaver
100175 1001 CoW 1 HP LAPTOP 3470P 15-3210M 500GB 4GB W7P (2733053]  CNU242B52K DHSES Bldg 74 Albany Recaver
100175 1001 CoW 1 HP LAPTOP 3470P 15-3210M 500GB 4GB W7P (2733053]  CNU242852T DHSES Bldg 74 Albany Recaver
100175 1001 COW 1 HP LAPTOP B470P 15-3210M 500GB 4GB W7P (2733059)  CNU24285DB DHSES Bldg 7A Albany Recaver
100175 1001 CoW 1 HP LAPTOP 8470P 15-3210M 500GB 4GB W7P (2733053)  CNU242B5GD DHSES Bldg 74 Albany Recaver
100175 1001 COW 1 HP LAPTOP 3470P |5-3210M S00GB 4GB W7P (2733058)  CNU2428SHK DHSES Bldg 7A Albany Recover
100175 1001 COW 1 HP LAPTOP B470P 15-3210M 500GB 4GB W7P (2733059)  CNU2428SID DHSES Bldg 7A Albany Recaver
100175 1001 CoW 1 HP LAPTOP 8470P 15-3210M 500GB 4GB W7P (2733053)  CNU242BSK4 DHSES Bldg 74 Albany Recaver
100175 1001 COW 1 HP LAPTOP 3470P |5-3210M S00GB 4GB W7P (2733058)  CNU242BSKP DHSES Bldg 7A Albany Recover
100175 1001 COW 1 HP LAPTOP B470P I5-3210M 500GB 4GB W7P (2733059)  CNU242BSMVY DHSES Bldg 7A Albany Recaver
100175 1001 CoW 1 HP LAPTOP 3470P 15-3210M 500GB 4GB W7P (2733053]  CNU2428308 DHSES Bldg 74 Albany Recaver
100175 1001 COW 1 HP LAPTOP B470P I5-3210M 500GB 4GB W7P (2733059)  CNU242830M DHSES Bldg 7A Albany Recaver
100175 1001 COW 1 HP LAPTOP B470P I5-3210M 500GB 4GB W7P (2733059)  CNU242B5QN DHSES Bldg 7A Albany Recaver
100175 1001 CoW 1 HP LAPTOP 3470P 15-3210M 500GB 4GB W7P (2733053  CNU24283R1 DHSES Bldg 74 Albany Recaver
100175 1001 COW 1 HP LAPTOP B470P 15-3210M 500GB 4GB W7P (2733059)  CNU2428STT DHSES Bldg 7A Albany Recaver
100175 1001 COW 1 HP LAPTOP B470P I15-3210M 500GB 4GB W7P (2733059)  CNU242B5V6 DHSES Bldg 7A Albany Recaver
100175 1001 CoW 1 HP LAPTOP 8470P 15-3210M 500GB 4GB W7P (2733053)  CNU242BSVP DHSES Bldg 74 Albany Recaver
100175 1001 COW 1 HP LAPTOP B470P I5-3210M 500GB 4GB W7P (2733053)  CNU242B3WB DHSES Bldg 7A Albany Recaver
100175 1001 COW 1 HP LAPTOP B470P 15-3210M 500GB 4GB W7P (2733059)  CNU242BSWX DHSES Bldg 7A Albany Recaver
100175 1001 CoW 1 HP LAPTOP 3470P 15-3210M 500GB 4GB W7P (2733053]  CNU242BSKX DHSES Bldg 74 Albany Recaver
100175 1001 COW 1 HP LAPTOP B470P I5-3210M 500GB 4GB W7P (2733059)  CNU242BSYR DHSES Bldg 7A Albany Recaver
100175 1001 COW 1 HP LAPTOP 8470P I5-3210M 500GB 4GB W7P (2733058  CNU2428T03 DHSES Bldg 7A Albany Recaver
100175 1001 CoW 1 HP LAPTOP 8470P 15-3210M 500GB 4GB W7P (2733053)  CNU242BTOP DHSES Bldg 74 Albany Recaver




D-LAN%  PO# VENDOR QUANTITY DESCRIPTION SERIALNUMBER DELIVERY ADDRESS POCH
100336 1030 COW - 200ty 1 CANON PIXMA IP100 20PPM (1467110) ACCYS1468 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANOHN PIXMA IP100 20PPM (1467110) ACCY31483 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANON PIXMA IP100 20PPM (1467110) ACCYS1484 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANOHN PIXMA IP100 20PPM (1467110) ACCY31485 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANON PIXMA IP100 20PPM (1467110) ACCY34789 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANOHN PIXMA IP100 20PPM (1467110) ACCY38859 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANOHN PIXMA IP100 20PPM (1467110) ACCY38326 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANON PIXMA IP100 20PPM (1467110) ACCY3R929 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANOHN PIXMA IP100 20PPM (1467110) ACCY38332 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANON PIXMA IP100 20PPM (1467110) ACCYSR334 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANOHN PIXMA IP100 20PPM (1467110) ACCY38335 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANON PIXMA IP100 20PPM (1467110) ACCY39625 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANOHN PIXMA IP100 20PPM (1467110) ACCY39626 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANON PIXMA IP100 20PPM (1467110) ACCY39628 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANON PIXMA IP100 20PPM (1467110) ACCY79847 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANOHN PIXMA IP100 20PPM (1467110) ACCY79850 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANON PIXMA IP100 20PPM (1467110) ACCY79851 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANOHN PIXMA IP100 20PPM (1467110) ACCY79852 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANON PIXMA IP100 20PPM (1467110) ACCY79853 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANOHN PIXMA IP100 20PPM (1467110) ACCY79854 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANON PIXMA IP100 20PPM (1467110) ACCY79855 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANON PIXMA IP100 20PPM (1467110) ACCY79856 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANOHN PIXMA IP100 20PPM (1467110) ACCY79857 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANON PIXMA IP100 20PPM (1467110) ACCY79858 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANOHN PIXMA IP100 20PPM (1467110) ACCY79854 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANON PIXMA IP100 20PPM (1467110) ACCY79860 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANOHN PIXMA IP100 20PPM (1467110) ACCY79861 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANON PIXMA IP100 20PPM (1467110) ACCY79862 DHSES Bldg 22, Suite 101, Albany
100336 1030 COW 1 CANOHN PIXMA IP100 20PPM (1467110) ACCY79863 DHSES Bldg 22, Suite 101, Albany




D-LANg  PO# VENDOR QUANTITY DESCRIPTION SERIAL NUMBER DELIVERY ADDRESS POCKE
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699384 0GS Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699386 0GS Warehouse 101 Wilshire Blvd. Brentwood NY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699393 0GS Warehouse 101 Wilshire Blvd. Brentwood NY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017689380 0GS Warehouse 101 Wilshire Blvd. Brentwood NY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699385 0GS Warehouse 101 Wilshire Blvd. Brentwood NY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699354 0GS Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699389 0GS Warehouse 101 Wilshire Blvd. Brentwood NY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699392 0GS Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699344 0GS Warehouse 101 Wilshire Blvd. Brentwood NY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699339 0GS Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699341 0GS Warehouse 101 Wilshire Blvd. Brentwood NY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699340 0GS Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699343 0GS Warehouse 101 Wilshire Blvd. Brentwood NY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699345 0GS Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699329 0GE Warehouse 101 Wilshire Blvd. Brentwood NY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699342 0GS Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699234 0GE Warehouse 101 Wilshire Blvd. Brentwood NY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699248 0GS Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699247 0GE Warehouse 101 Wilshire Blvd. Brentwood NY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699166 0GS Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699311 0G5 Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699316 0GS Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699319 0G5 Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699183 0GS Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699187 0G5 Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699185 0GS Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699278 0GS Warehouse 101 Wilshire Blvd. Brentwood NY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699277 0GS Warehouse 101 Wilshire Blvd. Brentwood WY
102423 1092 Jere's Hardware 1 4500 Watt B&S Generator 1017699287 0GS Warehouse 101 Wilshire Blvd. Brentwood NY




TEAM MEMBER RESPONSIBILITIES

* Does the required action have a written justification.

— Will the justification make sense when it is rewewedm 5 years? \\

e Was the action approved by the proper adrmnrstrator? \
e Isthe action requested speC|f|c?
— Quantity ’ ®
— Length of time™
‘I{g,r,pOS'é/

—‘\Vlsfth'é’r’e a demobilization process
e Has each step been documented ?
— Signatures / Dates
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Boards

ICS 201 Briefing

ICS 202 Incident Objective
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ICS 205 Radio Communication Plan
ICS 206 Medical Plan
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TOOLS

Incident List Activity List

Filters

Folder:

Search I Clear Search

42124LSR INCIDENT : Irving-area Earthquakes Edited By: MillerSam2944
View (Natural/Weather /Earthquake ) at 1/21/2015 13:41:21

Dallas , 1/6/2015 20:28:00 Response.0 Assist: 1 Coordination:0

Additional Info: Recent seismic activity with epicenters in the Irving-area have stimulated significant media
interest and public inquiry. To date, these earthquakes have been minor in class with the highest
magnitude occurrence being a 3.6 on the Richter scale.

Location:Irving, TX Incident:Daily Operations
DDC04-Garland
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Database Administration
Data Administration
Resources
Demobilization

Incident Action Plan

Time
Cost
Custom Reports

Supply
Injury/lliness
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DEMOB MODULE

The Demob module provides additional fields and
reports for demob planning, reassignment and release
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Time Icon

TIME MODULE

The Time Module allows the user to manage time records,
create payment documents and reports
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SUPPLY MODULE

The Supply Module allows the user to

Issue/return/track items to resources and or locations
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Finance Section Goals
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Finance Section Goals

1)

2)

L2
—

Texas Division of Emergency Management
STATE OF TEXAS MUTUAL AID PARTNER
REIMBURSEMENT SUBMITTAL DOCUMENTATION CHECKLIST

In State Mutual Aid Reimbursement Invoice showing amounts claimed for Force Account Labor, Force Account
Equipment, Matenals, Rented Equipment, Travel, and Contracts.

Q
Q
Q

Mobilize/demobilize orders
Brief narrative of services and tasks performed
Contact Infarmation

Force Account Labor Summary Record (Deployed and Backfill Personnel):

]

a a0

(AR

Force Account Labor Summary Sheet - Accounting of each individual's daily hours spent on disaster work.
Applicant's Benefits Calculation Worksheet — employee benefit information.

Copy of Overtime policy in effect at time of disaster 1

Payroll database reports; to include all hours worked for periods involved, pay rates for Regular and Cvertime
hours, by individual employee.

Time sheets showing all hours worked during the pay periods involved.

Work Schedules and/or Shift Calendars, if work schedules are other than Mon-Fri, 8hriday.

Force Account Equipment Summary Record (equipment owned by applicant)
Description including type, make, model, hp, TIFMAS "E" number, etc.
Operator for each piece of equipment.

FEMA cost code

Daily hours used or mileage (provide maps, fleet logs, etc. to support mileage.)

Provide a description of what the equipment was used for (attach a separate sheet if necessary.)
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4)

3)

Finance Section Goals

Materials Summary Record

4]

]
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Invoices must include the vendor, purchase date, and provide detailed itemization with per unit cost.
Provide a description of what the purchased item was used for.

Attach copies of itemized receipts for all claimed expenses (affix small receipts to 8.5"x11" sheets and in order as listed
on Materials Summary Record.)

Please edit for reimbursement eligibility. Examples of ineligible costs include; alcoholic beverages, tips, and personal
hygiene items.

If materials were purchased and not used could they have been returned for credit?
Contract Services - include proof of competitive bid when applicable, copy of contract, proof of payment.

Travel Summary Record

=]

o o o

Invoice/Receipt should show:
Vendor
Transaction Date
Amount

Food and Beverages ltemized (credit card receipts with only a total are not acceptable)
Name of Diner(s)

Affix small receipts to 8.5"x11" paper, in employee and date order

"Other" costs might include airfare, tolls, parking, etc.

Copy of travel policy in effect at time of event, unless following State Travel Guidelines.




Finance Section Goals

6) Rented Equipment Summary Record
o Invoice/Receipt should show:
Vendor
Transaction Dates
Detailed itemization with per unit cost
A description of what the equipment was used for (attach a separate sheet if necessary.)

7y Contract Work Summary Record
o Invoice/Receipt should show:
Vendor
Transaction Dates
Detailed itemization with per unit cost
A description of what services were provided by contracted parties.

il

Include a copy of the Contract, Memorandum of Understanding, Purchase Orders, or other
documents that outline conditions, terms and rates for services.

o All pre-existing procurement rules must be adhered to.

o Terms and rates must be reasonable.




Where does your Documentation go?

 \What Role are you playing

— Task as Local IMT assisting City/County Govt under
MOU

— Task as State IMT assisting City/County Govt
— Task as State IMT assisting DDC
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Regional Finance Coordinators

e Texas Division of Emergency Management

— Shari Ramirez-MacKay
— 512-777-9454
— Shari.Ramirez-MacKay@dps.texas.gov




Contact Information

e Texas Division of Emergency Management

— Eric Shuey (Emergency Finance Coordinator
—512-623-0559
— Eric.Shuey@dps.texas.gov

* Texas Forrest Service
— Jill Lipsey
—979-218-3106

_ Jlipsey@tfs.tamu.edu




