FEMA Reimbursement Procedures for Hurricane Relief
February 1, 2006

Background:

The Department of Commerce (DOC) entered into a formal reimbursable agreement* to help DOC bureaus cover the travel and overtime (OT) costs for volunteers for hurricanes Katrina (New Orleans), Rita (Key West), and Wilma.  DOC will handle submission scheduling to FEMA and give bureaus submission numbers for billing.  Each bureau will be responsible for completing IPAC documents and providing backup documentation to FEMA.  In order to streamline the process, the following procedures will now apply:
Line Office:
1. Each NOAA Line Office (LO) must establish Reimbursable Sales Fixed Fee (RSFF) projects in CFS Fund Code 07 (“R” projects), project type ROTHER.  All travel and OT costs eligible for FEMA reimbursement must be charged to these specific projects.  If an LO has used its direct funding to pay for these costs, it must establish the proper reimbursable project(s) and move the costs via SLT into that project(s).  Each LO should then maintain a list of the reimbursable projects and associated costs and IPAC reimbursements, based on the RA500D billing report (on a project number basis).


2. LOs must retain copies of travel vouchers and listings of OT costs from their FMCs.  The ACCS used on backup documents must cite the proper/related reimbursable project established for this purpose.  If costs are moved onto reimbursable projects via SLT, copies of the SLTs must accompany the backup documents.


3. LOs should review all applicable reimbursable projects on the RA500D billing report and note any new costs on a regular basis.  Then, gather all applicable travel vouchers and OT listings and send copies to Finance using inter-office mail or regular mail (no faxes).    Finance’s address is: US Dept of Commerce/NOAA, Receivables Branch, 20020 Century Blvd., Germantown, MD 20874, Attn: Hurricane Costs.

4. Once a project is complete and no more costs will be charged to it, please alert Finance so that the projects can be closed.

Finance Office:

1. Finance will gather backup documents on a monthly basis, review the billing report for specific projects, and contact DOC (Fred Fanning) for an IPAC “submission number.”  


2. Finance will bill FEMA for the total.  Finance will also fill out FEMA’s Mission Assignment Reimbursement Request Transmittal Form and fax the related travel and OT backup documents to FEMA. 

3. If there are any questions, please contact your regular reimbursable specialist at the Finance Office or contact Mark St. Clair on (301)444-2156 or Mark.J.Stclair@noaa.gov.

*NOTE: The DOC agreement number is 1604DR-MS-DOC-01, but this in not a NOAA agreement, so NOAA projects must be established as RSFF/ROTHER.  
