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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 P4
- Claim Summary

Respond to the auditors’ findings

Appeal to FEMA/TDEM

AP 4-2
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Funding Sources

|. Insurance
a. City’s insured properties

[I. FEMA — rederal Emergency Management Agency

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

[1l. FHWA — rederal Highway Administration

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

V. Donations

a. Organizations
b. Individuals



Summary of Disaster Accounting Process

COH DEPARTMENTS FINANCE DEPARTMENT

Costs are incurred. Funding is

received.

Accounting Entries

Costs are
captured in SAP. Periodic & Quarterly
Reporting

Updatesto funding and audit findings

are tracked.

Project Closeout

EDR (Expenditure Data
Request) Reports are

periodically submitted to
FIN by Departments. Appeals are Filed.

Audit Coordination




Citywide Internal Order Number (1/0)

* 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.
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FEMA Foam 20-91, DEC 08

U.5 DEPARTMENT OF HOMELAND SECURITY
FEDERAL EMERGENCY MANAGEMENT AGENCY

PROJECT WORKSHEET
PAPERWORK BURDEN DISCLOSURE NOTICE

Public reporting burden for this form is estimated to average 90 minutes per response. Burden means the time, effort and financial rescurces expended by persans to generate,
maintain, disclese, or to provide Information to us. You may send comments regarding the burden estimate or any aspect of the collection, including suggestions for reducing the
burden too Information Collections Management, U.S. Department of Homeland Security, Federal Emergency Management Agency, 500 © Street, 8W, Washington, DC 20472,
Paperwork Reduction Project {OMB Control Number 1860-0017). You are nol retuired 10 respond to this collection of in farmation unless a vald OMB number appears in the upper
right comer of this form. NOTE: Do not send your completed questionnaire to this address

DECLARATION NO PVV REF NO. DATE FIPS NO CATEGORY EMMIE NO

0 0 0 01/00/00 0 0
APPLICANT WORK COMPLETED AS CF:
DATE PERCENT.

0

DAMAGED FACILITY COUNTY
0 0
LOCATION LATITUDE LONGITUDE
0

Was this site previously damaged? € Yeas & No © Unsure
DAMAGE DESCRIPTION AND DIMENSIONS:

SCOPE OF WORK:

Fund at %

PROJECT COST

QUANTITY UNIT PRICE

SUBTOTAL FROM COST CONTINUATION PAGE(S)
TOTAL PROJECT COST

0 ||t 5 0 5 0 o 00 0 0 60 o0

PREFARED BY o TITLE o

FEMA PAC CREW LEADER ) STATE PAC CREW LEADER:

APPLICANT o DAT o

Katsanal PW Tempilabe W2.3 March 2091 Excel 5507 REPLACES ALL PREVIOUS VERSIONS




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

A

1 Hurricane ke Aid & Recovery
EDR/ Expenditure Data Request
Inception thru Dec 31 13

Dept: Parks & Rec

FEMA PW Information

Cost
Amount % of Incurred
EMMIE Deposited Federal Federal Share Total PW Completion Paid & Unpaid
Description PW# PW Refd PW Type to Date Share % Amount Amount at12/31/13 by 12/31/13

Hermann Park Debris Removal 2550-0 PR148 09/30/13 200,000.00 90.00 180,000.00 200,000.00 221,062.67




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.
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Audit Time

Do’s

Respond Timely

Save and organize emails
CCyour 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

lgnore 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

Jepartmen
urmentation in

Force Account Labor
Regular Time
Overtime
Fringe Benefits (Regular)
Fringe Benefits (Overtime)

Equipment
Force Account
Rental

Material
Major Material ltem...

Miscellaneous Material ltems._.

Contract
Line Items if Applicable...

and ewplanation of coet diffsrence: betwsen Actus] Cost: and FERA PW amounts. T

INSTRUCTION




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



e Summary schedules

* Timeliness

e 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



