INTERIM PROCEDURES –HAZARD MITIGATION

PAYMENT PROCESSING
(Final)
In response to recent audits of the hazard mitigation program, the following interim procedures are in effect until a comprehensive update of the hazard mitigation administrative plan is completed.

Section VIII. Project Management, section C. Payments, paragraph 3., shall be amended as follows:

Eliminate the paragraph beginning with “Project funds will be paid”.  Insert the following paragraphs:
In general, all project funds’ disbursements will be processed on a reimbursement basis. Advance of federal funds will only be approved by exception and where allowed by federal regulation.  A participant must demonstrate that an advance for a project is necessary in order to accomplish the work.  The request for advance funding will only be considered with compelling documentation to support the need and in only the amount necessary to execute the project.  The Deputy Director/Emergency Preparedness will be the approving authority for advance funding.

All payment requests require a Form 270 with the original signature of the authorized certifying official on the reverse side of the form.  Payment requests will be accepted on the first day of each federal fiscal quarter (October 1, January1, April 1, and July1) or at project completion. Appropriate documentation of the expended funds shall accompany the request for payment.  At a minimum, this documentation should include a brief summary of the nature of the payment request (i.e. engineer payment, progress payment on contract, etc.) along with copies of supporting invoices and checks.  This information should be summarized and reconciled to the Form 270.  The request should clearly identify the individual project number in instances where the grant includes multiple projects.   For construction projects, a percentage of completion calculations should also be included.  Payments will not be processed without a current signed quarterly report on file with our agency.  On all projects, with the exception of property acquisition, it is required that the applicant has expended their matching share before any reimbursement is made from federal funds.  Proof of applicant’s expenditure will be the submittal of Form 270 along with supporting documentation as previously described in this paragraph.
Additional procedures specific to project type are as follows:

PROPERTY ACQUISITION- Federal funds will not be disbursed until a closing has been scheduled.  The applicant shall submit a payment request approximately two weeks before the scheduled closing date.  This request shall contain the closing date, property description, property appraisal prepared by a certified appraiser, and a closing statement which includes the direct closing cost only (attorney, title exam, etc, excluding administrative cost, management cost, etc.). In addition, a calculation of the 25% local match shall also be attached. The maximum that will be paid before the closing is 75% of the appraised value and direct closing cost.  The balance will be paid once the project is closed out.
PLAN PREPARATION- In cases where the sub-grantee has contracted for the preparation of the plan, the following payment schedule will be used:

Upon signing of the contract-                10%

Upon Submittal of draft plan-                50%

    (To the State)

Upon plan approval by FEMA-             40%

In the event the sub-grantee is using their employees, time sheets supporting hours worked with supporting cost calculations shall be submitted.  No more than 60% will be paid until a draft plan is submitted, with final payment upon acceptance of the plan by FEMA.  Said payment requests shall be submitted on the first day of each federal fiscal quarter.  In the event the sub-grantee is utilizing the services of a contractor, the first payment request will be accompanied by a signed contract for plan preparation.  The administrative allowance will be requested as part of the final payment.
CONSTRUCTION PROJECTS-No more than 80% of the total federal funds obligated to the project shall be paid until the project is closed out.  For projects with total costs greater than $100,000, the sub-grantee shall inform the grantee when the project is at or near 50% complete.  This will allow the grantee to conduct an inspection of the project if deemed appropriate.
