
HOSTED BY:  

FINANCE DEPARTMENT 

DISASTER RECOVERY DIVISION 



Workshop Objectives 

• Today you will be presented with: 

– The role of the Finance Department 

– The role of outside agencies that assist the 
City with Disaster Recovery 

– Internal workings of City departments 

–Audit Tips and Notes 

 

 

 

 



 Workshop Objectives 

• You will leave with a greater understanding of: 

– The role of the Disaster Recovery group 

– How to best prepare your department for 
recovery 

– How to accurately respond to audit requests  

– How to avoid de-obligation of funds 

   



 
Finance Role 

• Develop and administer all budgets, fund 
transfers, and all fiscal matters; 

 

• Coordinate reporting on cost incurred and 
project completion status: 

           - Tracking expenses 

      -  FEMA Quarterly Reports   
 

• Provide directions for financial accounting 
and reporting. 

 

 



 
Finance Role 

• Designated Agent for FEMA and FHWA; 
 

• Coordinate the preparation & submission of: 
      - FEMA Project Worksheets (PW) and 

                    PW Amendments 

            - FHWA Emergency Relief (ER) claims 
 

• Work with FEMA/TDEM, FHWA/TxDOT and 
City representatives to resolve issues; 
 

• Prepare and submit required reports,  

       i.e. Quarterly Reports, Time Extension Requests. 

 



 
Finance Role 

• Act as liaison for audits by State, Federal, and City 
financial auditors; 

 

• Prepare PW closeout and submit to State: 
         - FEMA P.4 
         - Claim Summary 
       

• Respond to the auditors’ findings 
 

• Appeal to FEMA/TDEM  
 

• AP 4-2 
http://www.houstontx.gov/adminpolicies/4-2.pdf 
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I. Insurance 

a.  City’s insured properties 
 

II. FEMA – Federal Emergency Management Agency 

a. Public Assistance Program 
b. HMGP – Hazard Mitigation Grant Program 
c. Administer by TDEM (Texas Department of Emergency Management) 

 

III. FHWA – Federal Highway Administration 

a. Debris removal and eligible FHWA road system repairs/replacements 
b. Administer by TXDOT (Texas Department of Transportation) 

 

IV. Donations 
a. Organizations 
b. Individuals 

 

 
 

Funding Sources 
 



Summary of Disaster Accounting Process 

 



Citywide Internal Order Number (I/O) 

 

• An Internal Order Number is established prior 
to the onset of the disaster and distributed to 
all departments. 

 

• A specific I/O Number for each disaster event. 

 

• This I/O Number will be used to identify each 
SAP transaction, (revenue and expenditure), 
resulting from this event. 

 

 

 

 



Hurricane Ike 
Citywide I/O No. 

30000061 





Reporting Requirements 
 

• Quarterly Reporting to TDEM 

• Project Extension Reports 

• SEFA  

• Cash Flow Analysis 

• MFOR Reporting 
 



Required by FIN from COH Departments: 
EDRs- Expenditure Data Requests 



Audits 
 Conducted by: 

 FEMA 

o TDEM audits (State) 

o OIG audits (Federal) 

 FHWA 

o FHWA 

 Financial audit – Single Audit 

 

 Negative audit findings may result in: 

 De-obligation (withdrawal) of funds by FEMA or FHWA 

 Adverse City fiscal year end report 

 Departments must maintain required documents to support the audits 

 Documentation must be maintained indefinitely or until notified otherwise 
by Finance Dept. 

 



Audit Time 

Do’s 

 Respond Timely 

 Save and organize emails 

 CC your coworkers 

 Get it in writing! 

 Organize by PW# or Reference# 

 Keep scanned copies or 
duplicate copies 

 Follow the City’s Emergency 
Purchasing Guidelines 

 Provide Summary schedules 

Don’ts 

 Ignore the Auditors 

 Delete emails or destroy 
documents 

 Don’t send ineligible copies 

 Don’t wait till the last minute 
to respond to Auditor requests 

 Don’t assume the money is 
ours-consider it a loan until the 
audits are completed 



Claim Summary Form  



Types of Audit Findings & 
Questioned Costs 

• Timesheet Discrepancies 

• Missing Receipts 

• Costs Outside Scope of Work 

• Ineligible Invoices or Receipts 

• Duplicate Invoices or Billings 

• Contract/Bid Approval Deviations 

• Time & Materials Contracts 



• Summary schedules 

• Timeliness 

• Explanatory memos and emails 

• References and Tickmarks  

 

 

What Auditors Like. 



Finance Contacts 
 

• Arif Rasheed 
• Arif.Rasheed@houstontx.gov 

    

• LaToya Jasper 
• LaToya.Jasper@houstontx.gov 

                 

• Michelle Simpson 
• Michelle.Simpson@houstontx.gov 

          


