DIVISION OF EMERGENCY MANAGEMENT & HOMELAND SECURITY

Programmatic Best Practices for NSGP Payments

e Sign and return subgrant award as soon as possible, this allows CT DEMHS to establish the Contract and Purchase
Order in our state financial system.

e Ensure organization is established vendor with State of CT
o This is done through the “Agency Vendor Form” and W-9 which is sent with the subgrant award.
o This can also include the ACH direct deposit form, which is also sent with the subgrant award

e Ensure all federal EHP and State Historic Preservation Officer compliance has been met before submitting any
reimbursements. We cannot process a reimbursement if there is no compliance on file.

e Organize invoices and checks in sequential order
o Do notinclude financial and programmatic reports in the reimbursement package, send those
separately.

e Reimbursement Documentation should include at a minimum:

o Invoices from Vendors matching line items on approved applications and dated within period of
performance on subgrant.

o Original banking information (copies of signed checks, cancelled checks, bank statements, etc.) that
shows those vendor invoices paid, with specific details such as check number and vendor name and the
organization name and address that matches the subgrant.

= Please no do not submit “internal tracking products” such as a ledger, QuickBooks, voucher, etc.
DESPP Fiscal only accepts copies of signed checks, cancelled checks, or bank statements.

= |f a parent organization pays a vendor from its accounts on behalf of a subgrantee, this can
create delays because our state financial system creates the purchase order with the subgrantee,
not the parent organization.

e (Cash Advance Documentation (state program only) must have signed vendor contracts by both parties and be
applicable to the approved budget lines in the application.

e All quarterly reports must be up to date before a reimbursement can be processed, especially in our new Grant
Management System which will not allow a payment to be submitted without that.




