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IBHS FMAG Administrative Plan | 2016

I.  PURPOSE

The purpose of this plan is to identify roles and responsibilities, processes, and procedures for
the Idaho Bureau of Homeland Security (hereinafter referred to as the state) for administering
the State of Idaho and Federal Emergency Management Agency (FEMA) Fire Management
Assistance Grant (FMAG) program. Unless otherwise designated, the Idaho Bureau of Homeland
Security (IBHS) is the agency designated to represent the state. This plan will be incorporated
into the Idaho Emergency Operations Plan.

The State will comply with all applicable federal and state statutes and regulations in effect
during the periods for which it receives federal grant or state disaster funding. The state
acknowledges that funding under the FEMA FMAG program is conditional upon the state’s
compliance with all terms and conditions of this plan.

FMAG assistance grants are “matching programs” with the usual funding of 75 percent federal
and 25 percent non-federal. The subrecipient/applicant will be responsible for contributing the
non-federal share; however, the State may reimburse the subrecipient/applicant pursuant to
Chapter 10, Title 46, of the Idaho Code or as otherwise directed by the Governor (see Appendix

B).
1. AUTHORITY
A. State

1. Idaho Chapter 10, Title 46, Idaho Code, Idaho Disaster Preparedness Act of
1975, amended by the Idaho Homeland Security Act of 2004 (Appendix B)

2. Idaho Chapter 71, Title 39, Idaho Code, Idaho Hazardous Substance Response
Act

3. Idaho Hazard Mitigation Plan approved by FEMA

4. Governor’s Executive Order No. 2014-07, “Assignments of All-Hazard Mitigation,

Preparedness, Response and Recovery Functions to State Agencies in Support of
Local and State Government Relating to Emergencies and Disasters” (Appendix
Q)

5. Idaho Fire Management Assistance Grant Program Administrative Plan and
associated FEMA-State Agreement

6. Idaho Emergency Operations Plan
7. Other Related References (not all-inclusive)
a. Idaho Administrative Manual
b. State Resource Office Procedures Manual
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Federal

1. 42 U.S.C. § 5121-5206, Robert T. Stafford Disaster Relief and Emergency
Assistance Act

2. FEMA Regulation, 44 CFR Part 204 Fire Management Assistance Grant Program

a. Part 206, “Federal Disaster Assistance for Disaster Declared on or After
November 23, 1988”

3. FEMA Regulation, 2 CFR “Grants and Agreements”

4. Executive Orders
a. 12612, Federalism

5. FEMA Policies: Refer to FEMA website http://www.fema.gov/media-library-
data/1394820975537-

a279bff2a4a300676b870154acec922b/FMAG%20Guide%20Feb%202014_508.p
df

. DEFINITIONS AND ACRONYMS

A. Definitions: Appendix D
B. Acronyms: Appendix D
V. ORGANIZATION AND RESPONSIBILIITES

A. General
The Governor has designated the Idaho Bureau of Homeland Security (IBHS), as the
office responsible for managing and administering state disasters and the Fire
Management Assistance Grant program. As such, IBHS is designated as the “Grantee.”

B. Organization — State (see Appendix E, Organization Charts)

1. The Governor will appoint a:

a. Governor’s Authorized Representative (GAR): The GAR is the person
designated by the Governor to execute all necessary documents for
disaster assistance programs on behalf of the state and local grant
recipients. The GAR is responsible for state compliance with the FEMA-
State Agreement (see Appendix F for example of FEMA-State
Agreement). For all FEMA disasters, the GAR is the Adjutant General for
Idaho or the Chief of the Idaho Bureau of Homeland Security.

b. Alternate Governor’s Authorized Representative (AGAR): AGARs will
also be designated by the Governor to assist with these responsibilities.
In the absence of the GAR, the AGAR may act on his/her behalf.
Designations will be identified in the FEMA-State Agreement.
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2. The SCO will/may designate a:

a. Grants Branch Chief: This person will be responsible for administering
the State of Idaho Fire Management Assistance Grant program at the
state level. Disaster Recovery Coordinator: The Disaster Recovery
Coordinator (DRC) Recovery Coordinator is the primary interface with
the subrecipients/applicants and the personnel (IBHS Budget Assistants)
who prepare project worksheets, state mission assighnments and/or
state project agreements. State Budget Assistants will generally be
assigned to a specific county.

b. Subrecipient/Applicant Liaisons, Program Specialists, Program
Assistants, Budget Assistants, Emergency Management Specialists,
Grant State Resource Office Financial Management Specialists, State
Resource Office Technical Specialists, Resource Coordinators, Computer
Specialists, Administrative Technicians, Clerk/Typists, and other state
administrative support personnel (as required): Personnel from other
state agencies may assist the IBHS staff in determining legal matters,
assigning state staff in the resource pool, assessing damages, preparing
and reviewing project worksheets, state mission assignments and/or
state project agreements, and conducting interim and final inspections
(depending on the level of state involvement). IBHS may utilize contract
staff as needed and will follow contractual procedures as outlined in 2
CFR Part 200.

C. Staffing Estimates and Funding

1. Non-Disaster Staffing: The staffing required to manage the State of Idaho Fire
Management Assistance Grant program during the year (with no consideration
of a disaster declaration) is one Disaster Recovery Coordinator, currently funded
through an Emergency Management Program Grant.

2. Disaster Staffing: Staffing requirements vary depending on the magnitude, type
and extent of the disaster. A typical Idaho Emergency Operations Center
(IDEOC) organization chart is included in Appendix E and identifies key positions.
The IDEOC organization chart is modified as needed for each operational period.

a. A staffing structure will be prepared at the time of the disaster based on
the anticipated staffing level required by the event. A budget to support
the appropriate-sized staff for the disaster will also be prepared and
submitted to FEMA as part of the approval process of this plan.

b. Subsequent to a declared disaster authorizing a State of Idaho Fire
Management Assistance Grant, IBHS will evaluate the level of staffing
and administrative resources required to effectively manage the
disaster program based on the size and complexity of the disaster. IBHS
will incur additional costs for administrative support personnel to
implement these programs. These costs will be documented and a
claim for reimbursement will be submitted to FEMA in accordance with
the management and administrative cost provisions of 44 CFR §206.207.
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3. Disaster Staffing Cost Allocation
a. Sources of Disaster Staffing
1) IBHS Idaho Employees (primary funding sources)

i. Emergency Management Performance Grant (EMPG)
Funded: Only disaster overtime can be charged to the
Disaster Emergency Account

ii. Various Grant Programs: All disaster work is charged to the
Disaster Emergency Account

2) State of Idaho Temporary Employees: All work must be disaster
eligible and is charged to Disaster Emergency Account
3) Temporary/Contract Support: Locally-sourced assistance that is

disaster eligible only; all disaster work is charged to Disaster
Emergency Account

b. Pay Eligibility Table: For each disaster, a chart is developed to define the
disaster cost allocation coding based on each individual’s funding source
(see sample in Appendix G)

C. Overtime Classification: Overtime will be administered in accordance
with ldaho Code 67-5302 (20) and the Fair Labor Standards Act (FLSA)
and be in compliance with 44 CFR Parts 206. (See Appendix G Disaster
Staffing Compensation)

IBHS Responsibilities

These responsibilities include, but are not limited to:

1. Complying with federal and state program grant responsibilities.

2. Assisting subrecipients/applicants with operations by providing guidance and
information through the Idaho Emergency Operations Center and/or site visits
when necessary.

3. Assisting subrecipients/applicants (state agencies, city, county, local taxing

authorities, federally-recognized tribal governments and certain private non-
profit organizations) with disaster administration technical assistance.

4, Conducting individual damage assessments.
5. Notifying potential subrecipients/applicants of the availability of assistance.
6. Conducting Subrecipient/Applicant Briefings (see sample agenda in Appendix H)

and attending Kickoff Meetings.

7. Collecting the required forms from the subrecipient/applicant at the
Subrecipient/Applicant Briefing; making preliminary eligibility
recommendations.
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Submitting the FEMA-State Agreement, Attachment C, Declaration Amendment
(Appendix A) the Application for Federal Assistance (FEMA Form 424; see
Appendix A) and Request for Fire Management Assistance Declaration (FEMA
Form 078-0-1; see Appendix A).

Determining budget and staffing requirements necessary for proper program
management.

Advising the subrecipient/applicant that they have 30 days from the close of the
incident period to submit a Request for Fire Management Assistance Subgrant
(RFMAS). If the subrecipient/applicant does not submit the required forms
within the prescribed timeframe, IBHS will assume the subrecipient/applicant is
no longer interested in the grant program and will close the
subrecipient’s/applicant’s file. The subrecipient/applicant will be notified of
their appeal rights and the appeal procedures (Appendix J).

Submitting its initial grant application (SF 424) no later than nine (9) months
after the date of the fire declaration. In extenuating circumstances, such as
delay in receiving bills for Federal resources ordered, the State may submit a
written request for a time extension to the FEMA Regional Administrator. The
request for a time extension must provide a detailed justification for the delay
and need for extension. Upon receipt of the written request from the State, the
FEMA Regional Administrator may approve a time extension of up to six (6)
months.

Assisting FEMA in:

a. Developing project worksheets
b. Determining work and subrecipient/applicant eligibility
C. Identifying special considerations.

Participating in on-site visits to obtain information documenting the location,
damage description, dimensions, scope of work, and cost estimates for each
project, if applicable.

Processing requests for, making recommendations to FEMA, and notifying
subrecipients/applicants of decisions regarding time extensions, cost overruns,
advances, reimbursements, and appeals.

Participating with FEMA in obtaining insurance information, including policies on
damaged structures or equipment, statements of loss and insurance settlements
(anticipated or received) by working with the FEMA Regional Staff during the
formulation of project worksheets; assuring all information is documented;
ensuring subrecipients/applicants obtain and maintain insurance as required.

Notifying FEMA of any special considerations and/or technical assistance
requirements needed to facilitate project approval and assuring all information
is documented.
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Complying with administrative requirements of the Idaho Disaster Preparedness
Act and related state laws, 44 CFR Parts 204, and the audit requirements of 2
CFR Part 200; providing training and ongoing program/technical assistance to
IBHS staff and subrecipients/applicants to assure compliance with
administrative requirements.

Reviewing and making recommendations on state mission assignments and
state project agreements via WebEOC.

Submitting copies of obligated project worksheets and versions to the
subrecipient/applicant.

Providing and/or obtaining additional technical assistance (engineers for
technical projects or mediators to resolve disputes, etc.) from other state
agencies when appropriate.

Reviewing and certifying project completion information.

Closing out project worksheets, state mission assignments, state project
agreements, and associated programs.

Monitoring subrecipients/applicants by conducting site inspections, financial
reviews, and audits as required, to ensure program compliance.

Providing quarterly reports to FEMA.
Processing requests for reimbursement.

Verifying applicants are not debarred, suspended or otherwise excluded for
participation in Federal assistance programs.

FEMA Responsibilities

FEMA'’s responsibilities include, but are not limited to:

Coordinating with the state and other federal agencies, such as the Principal Fire
Advisor (PFA), to determine the incident period for the disaster.

Assigning a member of FEMA personnel to work with the State Disaster
Recovery Coordinator.

Assisting the state with subrecipient/applicant briefings in or in nearby declared
counties.

Assisting the state in its lead capacity when working with
subrecipients/applicants.
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Making eligibility decisions on all potential subrecipients/applicants and advising
the state if any subrecipients/applicants are ineligible.

Making decisions on eligibility of facility, work, and costs.

Coordinating with the state and subrecipients/applicants in preparing project
worksheets.

Coordinating with the state prior to contacting subrecipients/applicants for
performing site or project inspections.

Making determinations on appeals, improved and alternate project requests,
and time extensions.

Obligating grant management costs in accordance with 44 CFR Part 207.

Subrecipient/Applicant Responsibilities

These include, but are not limited to:

Attending the Subrecipient/Applicant Briefing/Kickoff Meeting conducted by
IBHS and ensuring that key personnel representing the subrecipient/applicant
attend this meeting (see Appendix H for sample agenda and presentation
outline).

Receiving and completing required documentation in the Subrecipient/Applicant
Briefing Package (Appendix H).

Identifying the person(s) that will be the principal point of contact for the
subrecipient/applicant and an alternate to work with IBHS in preparing project
worksheets, state mission assignments and/or state project agreements.

Complying with the state program and grant administrative requirements and
deadlines.

Identifying eligible costs incurred within the declaration incident period and that
are a direct result of the fire; providing actual eligible costs associated with the
FMAG to prepare the project worksheets, state mission assignments and/or
state project agreements; submitting required documentation to complete the
project and/or mission formulation process.

Assisting IBHS in project worksheet formulation.

Requesting state assistance via WebEOC, e-mail, phone, or other effective
means of communication.

Providing information on special considerations such insurance coverage that
might have an impact on the preparation of project worksheets, state mission
assignments and/or state project agreements.
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9. Applying for and obtaining all permits needed to complete scope of work
identified in the project worksheet, state mission assignment and/or state
project agreement.

10. Reviewing project worksheets, state mission assignments and/or state project
agreements to ensure that the location of damages, damage description and
dimensions, scope of work and cost estimates are accurate and complete.

11. Executing all approved project worksheets, state mission assignments and/or
state project agreements within the stated scope of work.

12. Establishing a system for tracking costs for project worksheets, state mission
assignments and/or state project agreements as costs are incurred.

13. Monitoring the work outlined in the project worksheet, state mission
assignment and/or project agreement by conducting quarterly reviews, site
inspections, and audits, as required, ensuring program compliance. If
alternative methods of repair are used, additional work is performed, or work is
not completed in its entirety, the subrecipient/applicant will notify the Disaster
Recovery Coordinator. The DRC will contact FEMA for approval and
coordination. Requests for changes in scope of work must be reviewed and
approved by the state and FEMA prior to performing any requested change in
the scope of work.

14. Providing cost documentation for all expenses incurred in completing each
project worksheet, state mission assignment and/or state project agreement
scope of work within the established time deadlines.

15. Submitting appeals, identifying cost overruns, time extensions, and related
issues to IBHS in a timely manner.

16. Submitting quarterly financial reports and progress reports; maintaining contact
with IBHS on all pertinent financial matters (see forms in Appendix H).

17. Certifying completion of scope of work for each project worksheet, state mission
assignment and/or state project agreement.

PRE-FMAG DECLARATION ACTIVITY
A. The state will seek approval to implement the FMAG program only when an
uncontrolled fire on forest or grassland is threatening to become a major disaster.
There are four criteria that the Under Secretary, or designee, uses to evaluate the threat
posed by a fire or fire complex:

1. Threat to lives and improved property, including threats to critical
facilities/infrastructure, and critical watershed areas

2. Availability of state and local firefighting resources

Page 8
C:\Users\jdick\AppData\Local\Microsoft\Windows\INetCache\Content.Outlook\OTU1N693\2016 FMAG Administrative Plan CY 2016 - 06-30-16 Draft.doc



IBHS FMAG Administrative Plan | 2016

3. High fire danger conditions, as indicated by nationally accepted indices such as
the National Fire Danger Ratings System

4, Potential major economic impact

The Governor’s Authorized Representative (GAR) is the person empowered by the
Governor to execute, on behalf of the state, all necessary documents for fire
management assistance, including the declaration request.

When the fire reaches the stage of threatening to become a major disaster, or the fire is
moving fast, the GAR or alternate will submit a declaration request while the fire is
burning uncontrolled and threatening such destruction as would constitute a major
disaster. To expedite processing the state’s declaration request, when a fire is
approaching consideration for a fire management declaration, the Governor or GAR will
submit his or her request by telephone to the FEMA Regional Administrator or
designated Regional Fire Duty Liaison.

In coordination with the U. S. Forest Service Principal Fire Advisor and FEMA, the State
will follow up its phone request with the completed FEMA Form 078-0-1, “Request for
Fire Management Assistance Declaration.” The information entered on Form 078-0-1
provides written confirmation of information submitted during the phone declaration
request and aids the Principal Fire Advisor to complete the FEMA Form 078-0-2,
“Principal Advisor’s Report” and is required for the official FEMA files. The Request for
Fire Management Assistance Declaration will be e-mailed to FEMA Mobile Emergency
Resource Support (MERS) and the FEMA Region X Regional Administrator.

The state will ensure that the processing of grant applications and the provision of the
assistance to eligible applicants under this program will be accomplished in an equitable
and impartial manner, without discrimination on the grounds of race, color, religion,
national origin, sex, age, or economic status.

The state will submit an administrative plan for the State of Idaho which covers both the
Public Assistance and Fire Management Assistance Grant Programs for FEMA Region X
to review and approve. Yearly approval of the state’s administrative plan by the FEMA
Regional Administrator is necessary for the implementation of the FMAG program.

FEMA Region X staff will contact the GAR or alternate if additional information is
needed.

FEMA will notify the state when the request has been approved or denied and, when
possible, make the determination within several hours.

FEMA will notify the GAR or alternate when a declaration number has been assigned to
the event.

The GAR or alternate will work with FEMA and the U. S. Forest Service Principal Fire
Advisor to define the incident period’s start and end dates and times. The start and end
times will typically correspond to a shift change.
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An amendment to the FEMA-State Agreement for the FMAG program will be executed
for that particular declaration (see sample in Appendix F).

Cost Threshold for Requesting a Fire Management Declaration

Before an initial grant award to the state under a FMAG program declaration
can be approved, the state must demonstrate that total eligible costs for the
declared fire meet or exceed either the individual fire cost threshold, which is
applied to a single fire, or the cumulative fire cost threshold, which recognizes
numerous smaller fires burning throughout a state. Under the cumulative fire
cost threshold, assistance will only be provided for the declared fire responsible
for meeting or exceeding the cumulative fire cost threshold and any future
declared fires for that calendar year.

Each year, FEMA sets the individual fire cost threshold and cumulative threshold
for the State of Idaho. In 2016, the individual fire threshold is $110,514.53and
the cumulative threshold is $500,000.

Appeal of Denied Declaration Request

In accordance with 44 CFR Part 26, if FEMA denies the State’s request for a
declaration, the State has one opportunity to appeal the denial. The appeal
must be submitted in writing to the Regional Administrator no later than 30
days from the date of the letter informing the State of the denial, and should
contain any additional information that strengthens the State’s original request
for assistance.

Upon review of the appeal, the Regional Administrator will prepare a
recommendation and forward the appeal package to the FEMA Headquarters
Office. The FEMA Headquarters Office will notify the State of its determination,
in writing, within 90 days of receipt of the appeal, or receipt of the additional
requested information.

The State may request a time extension to submit the appeal, in writing, to the
Regional Administrator not later than 30 days from the date of the letter
denying the declaration request. The request must include a justification for the
need for an extension. The FEMA Headquarters Office will evaluate the need for
the extension, based on the reasons cited in the request, and will render a
determination. The Regional Office will notify the State, in writing, whether the
extension request is granted or denied.

VI. POST DECLARATION ACTIVITIES

A.

Notifying Potential Subrecipients/Applicants

The Idaho Bureau of Homeland Security (including Area Field Officers), the State Public
Information Officer(s), and County/Tribal Emergency Coordinator(s) will be utilized to
notify potential subrecipients/applicants of the availability of the program and potential
assistance available to them. If these entities received damage to public property, they
will be encouraged to attend the Subrecipient/Applicant Briefings.
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Subrecipients/applicants may be notified by a variety of means such as letter, public
notice, IBHS web page, telephone calls, media available in the affected area, or posting
information on community bulletin boards. This notification will include the time, date
and location of the Subrecipient/Applicant Briefing to be held in their area as well as the
appropriate staff to attend and the items the subrecipient/applicant should bring to the
Subrecipient/Applicant Briefing. Notification will occur as early as possible before a
scheduled Subrecipient/Applicant Briefing.

Subrecipient/Applicant Eligibility
1. Eligible Subrecipients/Applicants: The following entities may be eligible to apply
for assistance under the state and/or FEMA Fire Management Assistance Grant
program:

a. State agencies, local governments, and Indian tribal governments
including towns, cities, counties, municipalities, townships, local public
authorities, some local taxing authorities, councils of governments,
regional and interstate special districts or regional authorities or
instruments of local government.

b. For FMAGP, 44 CFR Part 204.41(b) states that entities that are not
eligible to apply for a subgrant, such as privately owned entities and
volunteer firefighting organizations, may be reimbursed through a
contract or compact with an eligible subrecipient/applicant for eligible
costs associated with the fire or fire complex.

c. Federally-recognized Indian tribal governments. These tribal
governments may apply as a direct Recipient, however they may not
directly request an FMAG declaration at this time. An Indian tribal
government acting as a Recipient must assume all the responsibilities of
a State as outlined in 44 CFR Part 204 for the purpose of administering a
grant. An Indian tribal government must have a FEMA-Tribal Agreement
and an approved Tribal Mitigation Plan in place in order to serve as a

Recipient.
2. To be eligible for financial assistance, an item of work must:
a. Be in a disaster-declared county and the county must be included on the
state disaster declaration.
b. Have been damaged as the result of the declared event

Be the legal responsibility of an eligible subrecipient/applicant.

Subrecipient/Applicant Briefing

Once a county has been approved for inclusion in a state declaration, and a Fire
Management Assistance Grant, the IBHS Disaster Recovery Section and the IBHS Area
Field Officer will conduct a Subrecipient/Applicant Briefing. The “Subrecipient/Applicant
Briefing Package” will be distributed to potential subrecipients/applicants attending this
meeting (Appendix H). Typically, the Subrecipient/Applicant Briefing is conducted by the
DRC, with assistance from the IBHS Disaster Recovery Section personnel, as necessary.
The DRC will disseminate information on the roles and responsibilities of IBHS and the
subrecipient/applicant and a brief overview of cost documentation requirements. The

Page 11
C:\Users\jdick\AppData\Local\Microsoft\Windows\INetCache\Content.Outlook\OTU1N693\2016 FMAG Administrative Plan CY 2016 - 06-30-16 Draft.doc



IBHS FMAG Administrative Plan | 2016

IBHS Public Information Officer will disseminate information on the
Subrecipient/Applicant Briefings through their normal communication channels.

This meeting is to provide general program information to all potential
subrecipients/applicants within the designated county (see briefing presentation in
Appendix H). The number of potential subrecipients/applicants and the area involved in
the disaster will determine the number of briefings to be held. The local government
point of contact, which will generally be the county/tribal emergency coordinator, will
arrange for the Subrecipient/Applicant Briefing location in coordination with the DRC.

At the Subrecipient/Applicant Briefing a Request for Fire Management Assistance
Subgrant (FEMA Form 089-0-24; see Appendix A) will be collected from each eligible
applicant for Fire Management Assistance Grant program. (Note: For FMAGP, private
non-profit organizations are not eligible to request assistance, except as indicated in
VI.B.1.c above). For fire management assistance, a Request for Fire Management
Assistance Subgrant (Form 089-0-24; see Appendix A), must be submitted within 30 days
of the end date of the incident period.

Subsequent to the receipt of the Request for Fire Management Assistance Subgrant,
IBHS will screen and make recommendations on the potential subrecipient
subrecipients/applicants for eligibility, with FEMA assistance if necessary.

Kickoff Meeting

A Kickoff Meeting will be scheduled with each subrecipient subrecipient/applicant
submitting a Request for Fire Management Assistance Subgrant (FEMA Form 089-0-24)
to IBHS and subsequently determined to be eligible. The Kickoff Meeting may
immediately follow the Subrecipient/Applicant Briefing. The subrecipient/applicant will
submit their completed subrecipient/applicant briefing documents (Appendix H),
distributed at the Subrecipient/Applicant Briefing, at this meeting.

The Kickoff Meeting is designed to provide each subrecipient/applicant with specific
information on the Fire Management Assistance Grant program and begin the process
of identifying eligible costs.

A subrecipient/applicant has six (6) months from the close of the incident period to
develop and submit a Project Worksheet. At the request of the Recipient, the Regional
Administrator may grant a deadline extension of up to six (6) months, provided the
request is justified and made in writing. The project worksheet forms are used to
document the location, damage description, dimensions, scope of work, and actual costs
for each project. The subrecipient/applicant is responsible for requesting, through IBHS,
additional inspections and/or changes in project worksheets at any point in the grant
process when changes in the project or costs are identified.

VII. PROJECT LISTING DEVELOPMENT

A.

Project Categories

Eligible Work: All eligible work must be associated with the incident period of a declared
fire. FMAGP eligible work directly related to the declared fire is documented into two
general categories:
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1. Category B — Emergency Protective Measures which may include warning of
risks and hazards, search and rescue, temporary emergency medical facilities,
evacuations of medical and custodial care facilities, emergency mass care,
disaster area security, activation of emergency operations centers, etc.

2. Category H — Emergency Fire Fighting Activities, which reimburses state, local
and tribal governments and certain private non-profit organizations for eligible
firefighting activities.

VIIL. SUBRECIPIENT PROJECT FORMULATION

Formulation is the process of identifying applicant eligibility and eligible costs as found in 44 CFR
Subpart C — Eligibility, 204.41-201.43.

A. Special Considerations
1. Insurance Coverage

a. The state shall participate with FEMA in the review of
subrecipient/applicant insurance coverage. FEMA provides
supplementary assistance under the Stafford Act, which generally may
not duplicate benefits received by or available to the applicant from
insurance, other assistance programs, legal awards, or any other source
to address the same purpose (44 CFR Part 204.62). Prior to approval of a
FEMA grant, insurance coverage must be identified.

b. Eligible costs shall be reduced by the amount of any insurance recovery
actually received or anticipated. FEMA will base its determination of
eligible costs on whether the insurance settlement is reasonable and
proper.

IX. PROJECT WORKSHEET PROCESSING (Federal only)
A. Project Worksheet Review Process

Coordination and timeliness in processing project worksheets is important. (See
Appendix L for a sample project worksheet review process.)

1.

Scope of Work Changes

Requests for changes in scope of work must be reviewed and approved by the
state and FEMA prior to performing any requested change in the scope of work.
When changes in the project or its costs are identified, the DRC must be
notified. Close coordination with the DRC is essential. during this timeframe, the
project worksheets, state mission assignments and/or project agreements can
and should be modified in a timely fashion to more accurately reflect the
current situation. IBHS and FEMA will evaluate the information and take
appropriate action.
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PROJECT MANAGEMENT

A.

Project Performance and Tracking

The DRC will monitor each project worksheet, state mission assignment and/or state
project agreement for the disaster. DRC and FEMA Regional Staff will work closely to
identify problems/issues with the subrecipient/applicant, such as the need for time

extensions.

1. Monitoring — Monitoring will occur at various times during preparation and
review of the project to ensure eligibility, which includes

o

Eligible costs that are charged in accordance with 44 CFR Part 204.
Compliance with federal and state laws.

Compliance with project worksheet, state mission assignment and/or
state project agreement scope of work.

Compliance with special considerations Assurance that
technical/advisory support is/was made available to the
subrecipient/applicant.

Validation of accuracy of quarterly reports.

Project Payment Requests and Cost Reconciliations

1. Advances

In accordance with 2 CFR 200.305(b)(1) “Grants and Agreements”,
recipients and subrecipients/applicants shall be paid in advance,
provided they maintain or demonstrate the willingness and ability to
maintain procedures to minimize the time elapsing between the
transfer of the funds and their disbursement by the recipient or
subrecipient/applicant. The “Request for Advance of Reimbursement”
form is available in Appendix H.

Advance payments must be deposited and maintained in insured
accounts in accordance with 2 CFR 200.305 (8). If there is greater than
S500 in interest earned, this will be addressed in accordance with 2 CFR
200.305 (9). If the cost documentation on a specific project worksheet,
state mission assignment and/or state project agreement is not received
within the appropriate deadline, IBHS may start collection proceedings
and close out the subrecipient/applicant project file. No additional
advances will be issued until complete documentation of the
expenditures of all prior advances has been received by IBHS.

An advance of funds will only be completed after the subrecipient has
certified that the costs reported on the project worksheets were
incurred for work that was performed in compliance with federal
regulations, policy, and guidance applicable to the Fire Management
Assistance Grant program, as well as with the terms and conditions
outlined for the administration of the grant in the FEMA-State
Agreement.
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2. Cost Overruns/Underruns: The subrecipient/applicant may incur cost overruns
or cost underruns. The payment of claims will be conducted in compliance with
44 CFR §206.205 (Payment of Claims).

a. FMAG Projects

1)

2)

3)

4)

FMAG project worksheets are obligated and reimbursed based
upon actual eligible costs. Subrecipients/applicants must
monitor their project worksheets and notify IBHS as soon as
possible if there have been cost overruns which might
necessitate additional funding. Subrecipients/applicants must
not assume that such costs can be reported at the end of the
project and that additional funds will be approved
automatically. Early in the disaster, it is understood that the
initial costs may need to be revised.

The cost overrun request must be in writing and contain a
detailed justification for any additional costs in order for IBHS to
make a determination. If the increase is due to additional
damage, the subrecipient/applicant must show how that
damage is disaster related.

The DRC will work with the subrecipient/applicant to identify
and request any additional information or documentation that
may be required to render a decision.

A recommendation justifying the cost overrun will be submitted
by IBHS to FEMA. FEMA will render a decision on the request
and inform IBHS of its decision. If FEMA approves the cost
overrun, FEMA will work with IBHS to prepare a version of the
original project worksheet. If the request is denied, IBHS will be
informed of the appeal process to be followed by the
subrecipient/applicant.

b. State Mission Assignments and Project Agreements: In state
declarations, if the request is approved and funds are available, IBHS will
write an amendment to state mission assignments and/or state project
agreements, adjusting the cost estimate to reflect the increased costs.

If the request is denied, the DRC will submit a letter to the
subrecipient/applicant, informing them that their request is denied, why
it was denied, and the appropriate appeal procedures.

Time Extensions

1. Processing requests for extensions for the submittal of project worksheets. A
six-month request may be requested in writing to FEMA with justification.

Time Limitations

1. The subrecipient/applicant must adhere to the following time limits during the
Fire Management Assistance Grant process:

a. Request for Fire Management Assistance: The subrecipient/applicant
must submit a Request for Fire Management Assistance Subgrant (Form
089-0-24; see Appendix A) no later than 30 days from the end date of
the incident period.
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b. Quarterly Reports: The subrecipient’s/applicant’s Quarterly Reports
(Financial Status and Progress) (see forms in Appendix H) are due to
IBHS 15 days after the quarter ends. Failure to provide quarterly reports
may result in funding being withheld or withdrawn. IBHS will submit
quarterly reports to FEMA for large projects no later than 30 days after
the quarter ends.

E. Audits

1. All subrecipients/applicants receiving financial assistance from FEMA must
comply with 2 CFR Part 200and Grantee and/or subrecipients/applicants that
expend $750,000 or more of federal funds in a fiscal year are required to have a
single audit for that year. IBHS will provide single audit reminders and
verification checkboxes on subrecipient/applicant application packets,
correspondence and closeout documents. The Division of Financial
Management (DFM) compiles a report of all entities that have received federal
funds through the State of Idaho.

2. The Military Division State Resource Office (SRO) Senior Accountant identifies
sub-recipients and verifies information on the report back to DFM. The
Legislative Services Office (LSO) Auditor reviews audits in a timely manner and
compiles a report of audits received by their office indicating if there are any
audit findings. The IBHS Grants Management Branch Chief reviews audit reports
submitted by the LSO and assigns a Budget Assistant to identify sub-recipients
that are missing reports or have findings. The IBHS Grants Management Branch
Chief requests a report from the DFM Technology Assistant to identify which
single audit reports show IBHS as the responsible agency for sub-recipients. The
assigned Budget Assistant corresponds with the sub-recipients to obtain missing
audits or finding resolutions. The IBHS Grants Management Branch Chief
reviews audits not previously submitted to LSO from private non-profit entities
and tribes and communicates any findings and resolutions to LSO.

3. The State Controller’s Office is the agency tasked with ensuring that
subrecipients/applicants submit an audit in accordance with 2 CFR Subpart F
“Audit”, if required, in a timely manner. The State Controller has the authority
to enforce compliance of financial reports and penalties under Idaho Code, Title
67, Chapter 10, for taxing units of government.

4, Single audit requirement information is included in the subrecipient grant
application and in the FEMA Assurances and Certifications document (see forms
in Appendix H). All subrecipients/applicants sign acceptance of these
requirements prior to receipt of approved project worksheets, state mission
assignments and/or state project agreements.

5. Subrecipient/applicant grant management deficiencies identified through
ongoing IBHS sub-recipient monitoring will be reported to the
subrecipient/applicant signatory official for corrective actions. If deficiencies are
not corrected, the Governor’s Authorized Representative will provide formal
notification to the subrecipient/applicant of withdrawal of funding for the

 — —— ]
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project and notify the State’s Single Audit Coordinator for potential further
action.

6. Audit findings issued to IBHS through a state legislative audit or the Office of the
Inspector General (OIG) will be addressed within six months. The Governor’s
Authorized Representative is responsible for ensuring resolution of audit
findings and implementation of corrective actions to prevent further audit
deficiencies.

7. Other Audits: The Office of Inspector General may audit, at their option, state
grants and subgrants. Typically, subrecipients/applicants will be informed of
audit requirements during the Subrecipient/Applicant Briefing.
Subrecipients/applicants will be notified by IBHS when the OIG is conducting an
audit of one of their projects.

Appeals
1. Appeal Types
a. Scope of Work
b. Eligibility Determination
C. Time Extensions
2. Process: (see Appendix J for process and flowchart):
a. The subrecipient/applicant will notify the DRC of the unresolved issues.

The subrecipient/applicant will be given an opportunity to meet with
IBHS personnel to provide documentation and information that
supports/justifies the appeal.

b. The DRC will attempt to resolve the issue with the
subrecipient/applicant. If appropriate, the DRC will assign personnel to
make a site visit to confirm facts. If the issue remains unresolved, the
DRC will notify FEMA.

C. The DRC will work to resolve the issue with the FEMA Region X Staff.

d. Only after all these steps have been taken will the
subrecipient/applicant be referred to the appeal process.

e. The eligible applicant may appeal any decision FEMA makes related to
an application.

f. The subrecipient/applicant will make the appeal in writing through the

grantee to the Regional Administrator. The grantee will review and
evaluate all subrecipient appeals before submitting to the Regional
Administrator.

g. Appellants must file appeals within 60 days after receipt of notice of
action. The documentation should explain why the
subgrantee/applicant believes the original determination is wrong and
the amount of adjustment being requested. The state reviews the
appeal documentation and may request additional information if
necessary.
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h. The state then prepares a written recommendation on the merits of the
appeal and forwards that recommendation to FEMA within 60 days of
its receipt of the appeal letter or receipt of additional information that it

requested.
3. Federal:

a. The first appeal is to the FEMA Regional Administrator.

b. The second/final appeal is to FEMA Headquarters and must be made 60
days from the date of written notice of the determination made on the
first appeal.

4. State:

a. The first appeal is to the Governor’s Authorized Representative.

b. The second/final appeal is to the Governor and must be made within 60
days from the date of written notice of the determination made on the
first appeal.

XI. PROJECT COMPLETION AND CLOSEOUT

A.

Disbursement of State Funds

Approved project worksheets, state mission assignments and/or state project
agreements are the basis for disbursing funds to sub-recipients/applicants in accordance
with this plan and IBHS policies.

IBHS will disburse funds to the sub-recipient/applicant after the scopes of work have
been completed. Funds may be disbursed by the state to sub-recipients/applicants
through a request for an advance of funds, reimbursements for partial payments based
on actual expenditures, or upon completion of the project and submittal of all required
back-up documentation. Typically, the sub-recipient/applicant will have to pay for all
disaster-related costs and then submit all required back-up documentation to
IBHS/FEMA for reimbursement

IBHS Recovery Coordinator will review project worksheets, costs, and final submitted
back up documentation. When applicants submit claims for reimbursement, recovery
coordinator and budget assistant will review claim and back up documentation together.
Once review is complete and eligible cost have been verified, budget assistant will
create an accounting request. This request will include the amount of drawdown of
federal funds, the Federal and State reimbursement amount, the “book” of local funds
into the state accounting system. Accounting request is sent to DRC for program
approval, DRC submits accounting request to Finance Section Chief, who will verify
account codes for accuracy, give final approval and forward to accounting for drawdown
and payment processing.

1. Sub-recipient/Applicant Disbursement Procedure

a. Sub-recipient/applicant submits Request for Reimbursement (RFR) to
IBHS Finance Section- Recovery Coordinator (see form in Appendix H).

Page 18
C:\Users\jdick\AppData\Local\Microsoft\Windows\INetCache\Content.Outlook\OTU1N693\2016 FMAG Administrative Plan CY 2016 - 06-30-16 Draft.doc



IBHS FMAG Administrative Plan | 2016

IBHS Disaster Recovery Coordinator verifies eligibility.

C. IBHS sends Statement of Documentation and document review findings
with request for corrections and/or additional information to sub-
recipient/applicant (see form in Appendix H).

d. Sub-recipient/applicant approves and returns Statement of
Documentation to IBHS.

e. IBHS Disaster budget assistant creates pay memo identifying federal,
state and local share.

f. IBHS Disaster Recovery Coordinator forwards request to Finance Section

Chief for approval

g. State Resource Office (Accounting) processes request:
1) Draws down funds
2) Pays sub-recipient/applicant (federal/state)
3) Books local match

h. IBHS Budget Assistant sends final disbursement letter.

Project Completion and Closeout

Upon completion of all approved work, the subrecipient/applicant will be required to
submit documents to confirm completion of work. If an approved project is not
completed, the subrecipient/applicant may be required to return all funding provided
for the project.

IBHS will conduct a review of the project's documentation upon receipt of the
subrecipient/applicant cost summary to determine eligibility of completed work and
eligible costs.

1. State Mission Assignments and Project Agreements
a. The subrecipient/applicant must notify IBHS of mission/project
completion.

The state may complete a final inspection

The state will review the subrecipient/applicant cost documentation,
determine eligibility of completed work and costs, and send the
subrecipient/applicant a Statement of Documentation (see sample in
Appendix H).

d. The subrecipient/applicant must return the Statement of
Documentation, acknowledging the amount determined eligible by IBHS
and certifying that all work was completed in accordance with funding
approvals and that all claims have been paid in full. Upon receipt of the
Statement of Documentation, the subrecipient/applicant will be
reimbursed the eligible amount.

e. The state will notify the subrecipient/applicant their mission/project has
been completed and closed.
f. The state will close the state mission/project.
2. FMAG Eligible Projects:
a. The subrecipient/applicant will notify the state of project completion.
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The state may complete a final inspection.

The state will review the subrecipient’s/applicant’s cost documentation,
recommend eligibility of completed work and costs, and work with the
subrecipient/applicant to complete the Statement of Documentation
(SOD) (see form in Appendix H).

d. The subrecipient/applicant will submit a completed and signed SOD to
the state.
e. If a final version of the project worksheet is required due to a

determination of additional costs deemed eligible or a reduction of
costs, the state will notify the subrecipient/applicant and inform them
the change in funds will be determined by FEMA.

f. Upon receipt of a final version project worksheet from FEMA, the state
will reimburse the subrecipient/applicant any remaining funds from
their project worksheet.

g. Upon receipt of FEMA confirmation of project worksheet closure, the
state will send the subrecipient/applicant a closure letter.

Project Closeout Certifications
The subrecipient/applicant is responsible for notifying the DRC when project

worksheets, state mission assignments and/or state project agreements are complete.
IBHS will close individual subrecipient applications.

1. FMAG project certifications require that:

a. Reported costs were incurred in the performance of eligible work.

b. A final inspection was completed, if necessary.

c. Completed work was in compliance with the project worksheet scope of
work.

d. Payments for the project were made in accordance with 44 CFR
§204.53.

e. A report of actual eligible costs, and supporting documentation, for each

project is required at project completion. If actual cost exceeds the
approved amount, additional information supporting and explaining the
additional claimed costs will be submitted to FEMA.

2. Upon completion and certification and reimbursement of eligible costs, IBHS will
request FEMA close the subrecipient/applicant.

Recoupment of Federal Funds

If, for various reasons, excess federal funds have accumulated for an award or funds are
returned to the agency by a vendor or subrecipient subsequent to the close of a federal
award, a warrant is issued to the grantor using transaction code 283.

If, for various reasons, excess federal funds have accumulated for an award, Payment
Management System (PMS) requests can be adjusted to correct the overage by
requesting a negative amount on the award with too much cash offset by a request for

cash on another award.
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XIl. PROGRAM MANAGEMENT
A. Grant Management
1. Direct Administrative Costs (DAC)

a. In accordance with 44 CFR §204.63(a), direct administrative costs will be
reimbursed by FEMA under 2 CFR 200

b. Each subrecipient/applicant should include direct administrative costs as
a part of each project worksheet.

c. IBHS (subrecipient) will estimate direct costs for each
subrecipient/applicant and submit a draft project worksheet

d. IBHS will track direct administrative costs attributable to a federal

disaster project worksheet. IBHS will consider the complexity of the
project worksheet, scope of work, and the estimated project worksheet
closure date. IBHS will track direct, project-specific costs as outlined in

Appendix M.
e. Common Activities for Direct Administrative Costs
1) Subgrantee/Applicant Briefing and Kickoff Meetings
2) Subgrantee/applicant meetings, conference calls,
correspondence
3) Monitoring of disaster status in FEMA online program (EMMIE)
4) Administrative tasks, including budgeting, budget monitoring

and audit, disaster level documentation, overall
subgrantee/applicant tracking, monitoring, and closeout, and
application of 2 CFR 200 and 44 CFR 204 regulations.

f. Personnel Requirements for DAC: Below are IBHS estimates of the
management cost requirements. Under current FMAG guidelines and
policies, it is not anticipated that the DAC will fully support the state
expenditures.

 — —— ]
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Sample Direct Administrative Cost Budget (18 mos)

Rates w/

Direct
Administrative Costs

Estimated Costs

Benefits
@ 40%

# Hours
/ Week

Total #
Hrs x 4 wks

# Hours

/ Week

Total # Hrs x
68 weeks

Total

Labor

Governor's
Authorized Rep

$75.10

40.00

$12,016.00

1

$5,106.8

$17,122.80

Deputy Governor's
Authorized Rep

$52.28

40.00

$8,364.80

$3,555.04

$11,919.84

Area Field Officer

$46.90

40.00

$7,504.00

$6,378.40

$13,882.40

Recovery
Coordinator

$32.58

40.00

$5,212.80

10.00

$22,154.40

$27,367.20

Emergency Mgmt
Specialist

$32.41

40.00

$5,185.60

10.00

$22,038.80

$27,224.40

Budget Assistant

$24.36

40.00

$3,897.60

25.00

$41,412.00

$45,309.60

Program Assistant

$21.00

40.00

$3,360.00

7.50

$10,710.00

$14,070.00

Contract

Project Inspector

$24.60

Materials

Travel

Office supplies

40.00

TOTAL

$3,936.00

0

$100.00
$76,516.80

2.00

$3,345.60

$7,281.60

$3,000.00

$30,000.00

$850.00

$950.00

$118,551.04

$195,127.84

TOTAL

$390,214.68

Procedures for Expending DAC:

1)

A disaster budget is specifically assigned for DAC costs. Costs

coded to this budget may include force account labor, contract
labor, materials/supplies, travel, and training.

2)

All force account labor and contract labor for management of

the disaster is coded and tracked to a specific PCA code.

3)

Unless specifically purchased for the disaster, materials and

supplies charged to DAC are assigned proportionately to the

disaster based on the level of activity compared to other active

disasters.
Procedures for Reviewing DAC: IBHS will review all DAC. A STARS report
will be printed, listing all coded DAC. The IBHS Disaster Recovery Unit
staff will compare the STARS reports to the supporting documentation
provided by the State Resource Office. Supporting documentation will

be reviewed and compiled for accuracy and coding, including

timesheets, payroll records, contracts, invoices, and receipts. Any cost
coding errors will be corrected and changes reflected on a new STARS
report. The periodicity of this review may vary depending on the
magnitude of the disaster.
Plan for Ensuring Sufficient Funds are Budgeted for Grant Closeout: The
state will absorb all costs associated with closing out the FMAG.
Closeout Procedures for DAC: Upon completion and closeout of all
subgrantee/applicant project worksheets, IBHS will close the DAC
related to subgrantee/applicant closeout. A review and audit of financial
records for DAC assigned to the specific subrecipient PW and a final
closeout document sent to FEMA for review and approval. Upon FEMA
approval of eligibility, the final drawdown of funds will be completed.
DAC Project Worksheets - Determination of Direct Administrative Costs
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B. Records and Reports
1. Reports
a. Within 90-days of the Performance Period expiration date, the State will

submit a final Financial Status Report, which reports all costs incurred
within the incident period and all administrative costs incurred within
the performance period.

b. Federal Financial Report 425: State Resource Office staff will prepare
and submit electronically Federal Financial Report 425 (see form in
Appendix I) within 30 days after the close of a quarter. A certified copy
is available via the Payment Management System on the Department of
Health & Human Services Division of Payment Management website.

1. Record Retention

The subrecipient/applicant will be required to keep complete records of all work
(i.e. receipts, checks, job orders, contracts, equipment usage documentation
and payroll information) as follows:

a. Federal:
1) Retention and access requirements for records

i This section applies to all financial and programmatic
records, supporting documents, statistical records, and
other records of grantees or subrecipients/applicants
which are:
(a) Required to be maintained by the terms of this
part, program regulations or the grant agreement, or
(b) Otherwise reasonably considered as pertinent
to program regulations or the grant agreement

ii. This section does not apply to records maintained by
contractors or subcontractors. For a requirement to
place a provision concerning records in certain kinds of
contracts, see 2 CFR§200.

2) Length of retention period.

i Except as otherwise provided, records must be retained
for three years from the submission of the final Federal
Financial Report.

ii. If any litigation, claim, negotiation, audit or other action
involving the records has been started before the
expiration of the three-year period, the records must be
retained until completion of the action and resolution of
all issues which arise from it, or until the end of the
regular three-year period, whichever is later.

iii. To avoid duplicate recordkeeping, awarding agencies
may make special arrangements with grantees and
subrecipients/applicants to retain any records which are
continuously needed for joint use. The awarding agency
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will request transfer of records to its custody when it
determines that the records possess long-term
retention value. When the records are transferred to or
maintained by the federal agency, the three-year
retention requirement is not applicable to the
subrecipient or subrecipient/applicant.

3) Starting date of retention period

i When grant support is continued or renewed at annual
or other intervals, the retention period for the records
of each funding period starts on the day the recipient or
subrecipient/applicant submits to the awarding agency
its single or last expenditure report for that period.
However, if grant support is continued or renewed
quarterly, the retention period for each year’s records
starts on the day the subrecipient submits its
expenditure report for the last quarter of the federal
fiscal year. In all other cases, the retention period starts
on the day the subrecipient submits its final expenditure
report. If an expenditure report has been waived, the
retention period starts on the day the report would
have been due.

ii. Real Property and Equipment Records: The retention
period for real property and equipment records starts
from the date of acquisition or the
disposition/replacement /transfer at the direction of the
awarding agency.

iii. Records for Income Transactions after Grant or
Subgrant Support: In some cases grantees must report
income after the period of grant support. Where there
is such a requirement, the retention period for the
records pertaining to the earning of the income starts
from the end of the subrecipient’s fiscal year in which
the income is earned.

iv. Indirect Cost Rate Proposals, Cost Allocations Plans: This
paragraph applies to indirect cost rate computations or
proposals, cost allocation plans, and any similar
accounting computations of the rate at which a
particular group of costs is chargeable (such as
computer usage chargeback rates or composite fringe
benefit rates).

(a) If Submitted for Negotiation: If the proposal,
plan, or other computation is required to be submitted
to the federal government (or to the subrecipient) to
form the basis for negotiation of the rate, then the
three-year retention period for its supporting records
starts from the date of such submission.

(b) If Not Submitted for Negotiation: If the
proposal, plan, or other computation is not required to
be submitted to the federal government (or to the
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subrecipient) for negotiation purposes, then the three-
year retention period for the proposal plan, or
computation and its supporting records starts from end
of the fiscal year (or other accounting period) covered
by the proposal, plan, or other computation.

4) Substitution of Microfilm: Copies made by microfilming,
photocopying, or similar methods may be substituted for the
original records.

5) Access to Records

i Records of Grantees and Subrecipients/Applicants: The
awarding agency and the Comptroller General of the
United States, or any of their authorized
representatives, shall have the right of access to any
pertinent books, documents, papers, or other records of
grantees and subrecipients which are pertinent to the
grant, in order to make audits, examinations, excerpts,
and transcripts.

ii. Expiration of Right of Access: The rights of access in this
section must not be limited to the required retention
period but shall last as long as the records are retained.

6) Restrictions on Public Access: The Federal Freedom of
Information Act (5 U.S.C. 552) does not apply to records unless
required by federal, state, or local law; grantees and
subrecipients/applicants are not required to permit public
access to their records.

7) Later Disallowances and Adjustment: The closeout of a grant
does not affect:

i The federal agency’s right to disallow costs and recover
funds on the basis of a later audit or other review;

ii. The subrecipient’s obligation to return any funds due as
a result of later refunds, corrections, or other
transactions;

iii. Records retention as required in 2 CFR Part 200;

iv. Property management requirements in 2 CFR Part 200
and
V. Audit requirements in 44 CFR 204.64.
b. State:
1) For state disasters, state disaster records will be retained for

three years from the termination of the state disaster
proclamation.

2) State disaster subrecipients/applicants will be notified to retain
records for three years from the date of their notification of
project/mission closure.

During this three-year period, all project worksheets, project
agreements and missions assignments are subject to reviews or audits.
Subrecipients/applicants will be advised to retain records and
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supporting documentation for a minimum of three years after closeout
of items associated with that subrecipient/applicant.

This does not supersede any state or local requirements that exceed
the 3 year minimum.

Closeout:

IBHS will close each subrecipient’s/applicant’s file once its projects are
completed. Projects will be closed out in accordance with 44 CFR §204.53

a. After IBHS has determined that all work has been completed, all
necessary documents have been received, the costs for each individual
project have been reconciled, all project payments have been made,
and no further action is pending or anticipated (including litigation or
lawsuits), IBHS will request subrecipient/applicant closeout by FEMA.

b. Disaster: When all subrecipients/applicants have been closed out and
all eligible funding has been reconciled (including statutory
administrative costs and/or state direct administrative costs), IBHS will
request that FEMA close out the disaster. Excess funds or earned
income will be returned promptly to FEMA. The closeout of a grant
does not affect:

1) The federal or state agency's right to disallow costs and recover
funds on the basis of a later audit or other review.

2) The subrecipient's obligation to return funds due as a result of
later refunds, corrections, or other transactions.

3) Records retention as required by 2 CFR Part 200.

4) Property management requirements in 2 CFR Part 200

5) Audit requirements in 44 CFR §204.64 and 2 CFR 200.500-
200.520

Financial Management

1.

State and federal expenditures and revenues are tracked within the State
Accounting and Reporting System (STARS). The accounting structure includes
necessary elements to provide adequate reporting of receipts and expenditures.
The process leading to the creation of the structure is:

a. Activate state EOC
b. Declare state disaster
c. Create state accounting structure (State Resource Office and IDEOC Cost
Unit and Disaster Recovery Unit)
d. Track all costs in accordance with state accounting structure
e. Cost reimbursement by the IDEOC Cost Unit/Disaster Recovery Unit
f. If escalated to a federal declaration:
1) Create federal accounting structure (State Resource Office and
IDEOC Cost Unit and Disaster Recovery Unit)
2) Track all costs in accordance with federal accounting structure
g. Recode state declaration costs to federal declaration
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h. Cost reimbursement by the IDEOC Cost Unit and IBHS Disaster Recovery
Unit

The state’s financial system enables tracking funds by disaster as well as tracking
the non-federal cost share not provided by the state. The accounting structure
is established in STARS to track expenditures by disaster. The expenditure codes
are set up unique to the particular disaster. Within STARS are sub-object codes
which are used to identify the specific nature of the expenditure. The state’s
STARS accounting system can account for both state match as well as local (in-
kind) match with distinct accounting transaction codes.

After the payment is processed, the IDEOC Cost Unit and IBHS Disaster Recovery
Unit is notified. The IDEOC Cost Unit and IBHS Disaster Recovery Unit verifies
payments have been made from the appropriate locations. The Finance Section,
working with the Military Division State Resource Office, will process and submit
drawdown requests via the Payment Management System (PMS).

2. The DRC is responsible for the grant management of all project worksheets,
state mission assignments and/or state project agreements to ensure projects
are completed as outlined in the scope of work, reports are timely, and
documentation is received for all expenditures. Requests for reimbursements
from subrecipients/applicants on a project worksheet, state mission assignment
and/or state project agreement are reviewed and approved by three levels: the
DRC, the Finance Section and the Military Division State Resource Office.

3. The state draws down funds in advance of payment to the
subrecipient/applicant. In order to minimize any potential for program income,
once a drawdown is accomplished, the payment for this subrecipient/applicant
will be made within five (5) working days.

4. The state will immediately return, upon discovery, federal funds that are excess
to program needs, including interest earned in excess of $500.

5. The real and personal property acquired with federal grant funds, including
items with a $5,000 value or greater will be maintained within the Military
Division’s fixed asset system (FAS). The FAS tracks serial number, property
identification tag, location, cost, date or other tracking data. A physical
inventory will be conducted annually and reconciled with property records every
two years. The retention period for real property and equipment records starts
from the date of the disposition or replacement or transfer at the direction of
the awarding agency (see Appendix )

6. State or local procurement regulations in support of 2 CFR Part 200will be
followed when purchasing or disposing of property equipment, goods, and
services:

a. Purchasing Process
1) Requisitioner

i Identify materials and/or services needed
 — —— ]
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ii. Identify appropriate cost code to charge

2) Approver

i Verify need

ii. Verify funding
3) Finance

i Verify funding availability
ii. Verify cost coding
4) Purchasing
i Create purchase order
ii. Identify vendor
iii. Acquire materials and/or services
b. Receiving Process
1) State Resource Office (Accounting)
i Verify invoice
ii. Verify purchase order
iii. Verify receipt of materials and/or services through
requestor/receiving agent

iv. Pay vendor
C. Disposition Process
1) Originating Department
i Identify equipment to be disposed of by asset inventory
number.

ii. Notify State Resource Office
iii. Relinquish property
2) If the value of the equipment or supplies is greater than $5,000,
the awarding agency will be contacted for disposition
instructions.

3) For subrecipient and subrecipients/applicants, the procedure
identified in 2 CFR Part 200 will be followed.
4) All disposition actions must be in accordance with Idaho

regulations and FEMA Policy #9525.12, “Disposition of
Equipment, Supplies and Salvaged Materials.”

Plan Effective Date, Development and Maintenance

This Administrative Plan is in effect January 1, 2016, through December 31, 2016. The
plan will also be reviewed and updated as necessary, before implementation of the
applicable program.

1. IBHS will amend this plan whenever necessary to reflect current policy
guidelines and any new or revised federal statutes or regulations or a material
change in any state law, organization, policy, or state agency operation that is
relevant to the state’s administration of the State’s Disaster program or FMAG
program. IBHS and FEMA Region X personnel worked cooperatively in the
preparation and development of this plan. IBHS will obtain FEMA approval of
the amended plan and its effective date.
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