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SECTION I: EMPG SAMPLE REIMBURSMENT REQUEST OVERVIEW 
 

The purpose of this EMPG Reimbursement Request sample is to assist subgrantees in completing a 
reimbursement request for the Emergency Management Performance Grant (EMPG) Program. This sample 
explains and provides a visual illustration of how an EMPG Reimbursement Request should be organized. It is 
recommended this sample be used alongside the most recent version of the EMPG SLA Program Manual. 

A. Goals of the Reimbursement Request Package:  

The main goal of the “Reimbursement Request Package” is to ensure audit quality documentation has been 
collected prior to reimbursement. This helps to prevent grantee audit findings which may result in a return of 
funds to federal or state entities. 

To meet this goal, the request should be organized in a manner that completes the following tasks: 
• Provides details regarding the item/service that is being reimbursed to confirm its eligibility. 
• Provides proof that the project has been completed within the performance period and that it 

has been paid for by the subgrantee within the approved performance period. 
• Provides proof that the item is an approved and eligible item. 
• Ensures the subgrantee is collecting audit quality documentation, in compliance with both state 

and federal regulations.  
 

B. Reimbursement Request Formatting Best Practices: 

 
There are a variety of best practices that can be used to organize your Reimbursement Request in order to 
quickly and successfully meet the goals listed above. Use of these practices will ensure quicker state review, 
fewer questions from the Regional Office, and a well-organized record of all of your EMPG costs and 
expenditures. The sample request included in this document utilizes the following best practices. 

1. The first page of the request should be the Page 1: Reimbursement Request Data Sheet 
2. The second page of the request should be the EMPG SLA Reporting Form. 
3. Copies of supporting documentation should follow the EMPG SLA Reporting Form in the order listed 

on that reporting form. 
a. It may be beneficial to label each item as it is labeled on the EMPG SLA Reporting Form. 
b. The expenditures listed on the documentation should match the expenditures listed on 

the EMPG SLA Reporting Form. If not, an explanation should be provided. 
4. Supporting documentation should meet the guidelines set forth in the most recent version of the EMPG 

SLA Program Manual.  

If questions arise, please contact your DEMHS Regional Coordinator prior to submitting your documentation. 
This may cut down the number of times the package is sent back as well as the number of questions you 
receive from the DEMHS Regional Office. 

 

https://portal.ct.gov/-/media/DEMHS/_docs/Grants/EMPG/2019-Manual-Sample.docx?la=en
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C. Scenario: Facts of This Sample Reimbursement Request 

This sample reimbursement request was developed to address common documentation issues gathered from 
subgrantee feedback; the DEMHS Regional Offices and the SPCP; and DESPP Fiscal Services.  These 
common issues have been organized into a sample reimbursement request that outlines the common 
documentation issue and subsequent corrective action.  

This sample request is organized around the following facts, issues, and corrective actions: 

 

1. EMD Roger Wilco is paid via salary 
a. His salary report has unlisted payroll codes- Requires written clarification. 
b. His payment amount fluctuates- Requires written clarification. 
c. He has retroactive payments- Requires written clarification. 

2. Deputy EMD Jane Doe is paid via Stipend 
a. She requires a stipend declaration email and proof of payment which may include a check or 

“Munis” report. 
 

3. Newberry Wireless provides Wi-Fi Services and Telephone Services 
a. The amounts spent on Emergency Management must be clearly identifiable. 
b. Amounts on check breakdown should match the amounts on the bill. 

 
4. Uniform purchases 

a. Requires an invoice and proof of payment. 
b. If the total on the check does not match the amount on the total of the invoice, than a check 

breakdown is required.  
 

5. Volunteer In-Kind Services for EM Secretary. 
a. Need volunteer in-kind form with duties listed out. 

 
6. Mileage 

a. A mileage form is required, if the employee was paid, a copy of the check is required. 
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SECTION II: SAMPLE REIMBURSEMENT REQUEST 
 

A. Page 1. EMPG Reimbursement Request Data Sheet 
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B. State and Local Assistance Program (SLA) Financial Reporting and Reimbursement Tool 
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C. Roger Wilco EMD Payment Documentation 
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D. Jane Doe Stipend Documentation: 
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E. Newberry Wireless- November Due Date 

 

 

 

 

Best Practice: Contact the Utility 

If it is not easy to breakout the Emergency Management costs on the overall municipal utility or telephone bill, it may 
be helpful to ask the company to invoice those items (phone lines, MiFi services etc.) separately or to clearly break out 
the costs you are regularly seeking reimbursement for.  
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• The check should match the amount on the front page of the phone/Wi-Fi bill. It may be beneficial for the 
municipal finance office to breakout the Emergency Management costs from the bill on the check breakdown. 

• Period of Performance: If the utility spans into October, a 30 day extension may be necessary. 
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F. Newberry Wireless Bill- December Due Date 

 

 

Best Practice: Contact the Utility 

If it is not easy to breakout the Emergency Management costs on the overall municipal utility or telephone bill, it may 
be helpful to ask the company directly to invoice them separately or to clearly break out the costs you are regularly 
seeking reimbursement for. 
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• The check should match the amount on the front page of the phone/Wi-Fi bill. It may be beneficial for the municipal 
finance office to breakout the Emergency Management costs from the bill on the check breakdown. 

• Period of Performance: If the utility spans into October, a 30 day extension may be necessary. 
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G. Uniforms 
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• The check should match the amount on the front page of the bill. It may be beneficial for the municipal finance 
office to breakout the Emergency Management costs from the bill on the check breakdown. 
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H. Volunteer Time- In Kind Services: 

(Reporting Form Included in the SLA Reimbursement Verification Tool) 
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I. Roger Wilco-Mileage Reimbursement: 

(Reporting Form Included in the SLA Reimbursement Verification Tool) 
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