SMA Reimbursement Check List

Locality to Locality

· Each SMA Assisting Locality shall request, and the SMA Requesting Locality shall provide, reimbursement in the form of one lump-sum payment. 
· Within 10 days of the termination of assistance, the SMA Assisting Locality shall provide notification of an estimate of amounts due, to the SMA Requesting Locality.  The notification shall, at a minimum, include a brief summary of the services provided, an estimated total amount to be requested.
· The SMA Requesting Locality shall acknowledge receipt of the letter of notification and give notice of the intent of the SMA Requesting Locality to reimburse the SMA Assisting Locality for expenses incurred, all in writing. 
· Reimbursement is based on the actual costs of materials and on existing personnel and travel policies of the SMA Assisting Locality.
· Costs may include regular and overtime labor, travel, lodging and meals.
· Reimbursement is permitted for the travel and per diem costs of volunteers.
· Separate documentation is required for each employee or volunteer, including names, work performed, location of work, date and time of work.
· Requests for reimbursement for damaged equipment shall be accompanied by photographs, a detailed narrative report, and cost information.  
· The SMA Assisting Locality shall prepare and submit a Locality Reimbursement package to the SMA Requesting Locality within 60 days of the date of termination of assistance.  This package shall consist of: 
     □   A cover letter summarizing the assistance provided and requesting reimbursement for costs.
     □   A copy of the SMA Event Agreement and any supplemental SMA Event Agreements. 
     □   A single invoice listing services provided and the total cost.  See Appendix B for the

Locality Reimbursement Form.

    □    Copies of all supporting documentation. 

