Homeland Security Grant Program
EQUIPMENT Reimbursement Checklist
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ALL REIMBURSEMENT REQUESTS
· Must use Authorized Agent tab in the current Workbook

· Grant Assurance and Authorized Signers

·  Each request per Grant numbered (SHSGP Request #1, Request #2 etc.)

· Separate Supporting documentation by solution area ie:

· Request #1 EQ (Equipment), #1 TR (Training), #1 PL (Planning), #1 EX (Exercise)

· Workbook with most recent approved  modifications

· Current request entered in workbook

· If request more than original, has adjustment been made in other AEL for same Project 

· Identify funding source and amount if costs split with other sources

SUPPORTING DOCUMENTATION 
· Legible original invoices/receipts OR legible stamped “certified original” copies of invoices

· Equipment model and serial number unless clearly identified on invoice.  

· AEL # marked on the appropriate item on invoice. 
· Deployment location identified

· Proof of payment documentation

· Cancelled check credit card statement, or financial report showing costs paid 
· Verification vendor/contractor cleared on federal debarment lists
· GSA - www.epls.gov
· Jurisdiction inventory number if available 
· This will be entered in the OES database
FOR COUNTY DEPARTMENTS ONLY

· Verification of Purchasing and Contracting ISF fees

· Tags assigned

If you have any questions or concerns, please feel free to contact:

Kathy McNairnie (858) 715-2344           Kathy.McNairnie@sdcounty.ca.gov                          

Ardath DeRose (858) 715-2208             Ardath.DeRose@sdcounty.ca.gov       


        FOR OFFICE OF EMERGENCY SERVICES USE ONLY
	Grant:
	

	Invoice split with other funding source
	OK to Pay

	Vendor/Contractor:
	      Project _____  Amount:$

	Invoice number:
	      Project _____  Amount:$

	Amount to Grant: $
	      Project _____  Amount:$

	Amount to other funding source: $
	      

	Source of funding:
	Batch Name:

	
	Warrant:

	Dates of Expenses:
	Warrant Date:

	From                           To
	

	
	Date logged in Database:

	Verified By:
	Asset Tag #:

	Date:
	











August 2009


