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Governor Ducey has charged all of us to create a government culture that 
we can be proud of; one that will allow our agency to realize their full 
potential and propel us toward ever-increasing excellence in fulfilling our 
important agency missions.  
 
For the first time, the State of Arizona is deploying an international 
management system that will engage every employee in continuous 
improvement and result-driven performance.  
 
The management system we’re deploying is designed to engage those 
employees closest to the work when adding value and eliminating waste. 
Because we are taking a staff-centered approach where employees are 
encouraged to solve the everyday problems that inhibit performance, our 
management system is more likely to be sustainable in the long run. 
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With this mission in mind, AZDOHS has chosen to focus on the improvement of the 
reimbursement processes for both AZDOHS and for our Stakeholders. 
 
AZDOHS’s main goal is to reduce the life cycle of the reimbursement process by reducing the 
amount of time it takes to process the reimbursement through our internal system and to 
get the money back into the hands of the stakeholders as quickly as possible. 
 
This will be accomplished by some of the following areas. 
 1. Improve the reimbursement processing timeframe by increasing the 
number of correct and complete reimbursements received.  
 2. Educate the stakeholder on all facets of the reimbursements, forms, 
frequency, back-up documentation, training requirements, etc. 
 3. Trying to eliminate the most common reasons for delays in the 
reimbursement process which include, missing documentation and incorrect reimbursement 
request forms (which include but not limited to incorrect reporting dates, incorrect YTD 
totals and documentation not matching up to the dates the request is being submitted for). 
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reimbursement process which include, missing documentation and incorrect reimbursement request forms 
(which include but not limited to incorrect reporting dates, incorrect YTD totals and documentation not 
matching up to the dates the request is being submitted for). 
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With this mission in mind, AZDOHS has chosen to focus on the 
improvement of the reimbursement processes for both AZDOHS and for 
our Stakeholders. 
 
AZDOHS’s main goal is to reduce the life cycle of the reimbursement 
process by reducing the amount of time it takes to process the 
reimbursement through our internal system and to get the money back 
into the hands of the stakeholders as quickly as possible. 
 
This will be accomplished by some of the following areas. 
 1. Improve the reimbursement processing timeframe by 
increasing the number of correct and complete reimbursements 
received.  
 2. Educate the stakeholder on all facets of the 
reimbursements, forms, frequency, back-up documentation, training 
requirements, etc. 
 3. Trying to eliminate the most common reasons for delays 
in the reimbursement process which include, missing documentation and 
incorrect reimbursement request forms (which include but not limited to 
incorrect reporting dates, incorrect YTD totals and documentation not 
matching up to the dates the request is being submitted for). 
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• We have a fairly complex system for evaluating reimbursement requests to ensure that 
guidelines from both State and Federal sources are being followed. 

• The reimbursement request process is divided between Planning and Finance (with 
equipment requests also undergoing an allowability review against the Authorized 
Equipment List), and each area focuses on their specific area of expertise. 
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Here is the complete list of what Strategic Planners are looking for in your 
reimbursement packet:  
 
• Quarterly Reports – This is the first thing we check whenever a reimbursement 

request comes across our desk.   
• Subrecipient Agreement requirement that was agreed to when signed. 
• Grant Management System requires quarterly reports to be logged prior to 

processing the reimbursement. 
• Submit quarterly reports timely to ensure there are no delays to processing 

your reimbursement request. 
 

• Invoices – After Quarterly Reports, we pull open the packet and look for invoices. 
There are a few specific things we look for in each invoice/receipt. 

• Approved line-items from your award:  We rely very heavily on your 
descriptions of what you are planning to buy with this grant money. When 
we get to the reimbursement request stage, we again turn to the 
descriptions to make sure that the things you are buying are exactly what 
you described.  

• Quantities: If you go over on your quantities, we will reduce your award 
proportionately to match the number of items you were awarded. 

• When the item was purchased (invoice date): This is very important 
because if the invoice date is outside of the period of performance (either 
before or after), then we are unable to reimburse it. 

  

• The service period (contracts, warranties, etc.): We can only pay for 
services/contracts/etc. that occur within the period of performance. Anything 
beyond that has to be prorated so that we only pay for the portions that are within 
the period of performance. The only exception to this is when you purchase a 
warranty or service contract at the exact same time as the piece of equipment that  
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it covers. For guidance related to service periods, please refer to FEMA Grant Programs Directorate 
Policy FP 205-402-125-1 (http://www.fema.gov/media-library-data/20130726-1915-25045-
9444/gpd_maintenance_policy.pdf) 

 For example, a 2 year extended warranty purchased with a vehicle would be fully 
reimbursable, but if you renew the warranty, then it can only extend the length of the period of 
performance. 
 
(As a note, cell phone service is considered a recurring monthly expense; therefore, only expenses that 
fall within the period of performance are allowable. Any expenses outside of the period of 
performance will be prorated.) 
 
• Agendas (attended and hosted training): These always need to be included in reimbursement 

requests for training-related expenses. 
 
• Itemized Lodging, Meals & Incidentals Information: Any travel-related expenses being requested 

for reimbursement, including lodging and meals and incidentals, must be itemized so that we can 
clearly identify what is being requested. Finance will cover this type of expense in greater detail 
later. 
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• Invoices – After Quarterly Reports, we pull open the packet and look for invoices. 
There are a few specific things we look for in each invoice/receipt. 

• Approved line-items from your award:  We rely very heavily on your 
descriptions of what you are planning to buy with this grant money. When we 
get to the reimbursement request stage, we again turn to the descriptions to 
make sure that the things you are buying are exactly what you described.  

• Quantities: If you go over on your quantities, we will reduce your award 
proportionately to match the number of items you were awarded. 

Example: If you were approved for 4 widgets for $100, and you get them 
on sale for 5 for $100, we will reduce your request to $80 (4 widgets, 
$20/each)We are ok with it if you buy fewer widgets than anticipated. 

• When the item was purchased (invoice date): This is very important because if 
the invoice date is outside of the period of performance (either before or after), 
then we are unable to pay for it. 

 Example: You purchased the widgets on September 26, 2015 using a 
grant that ends on September 30, 2015. The invoice is dated October 1, 2015. We 
would have to deny the entirety of the expense because the invoice date falls 
outside of the period of performance. 
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These items are less common but are still required as part of reimbursement requests 
containing training, exercise, or personnel-related expenses. 
 
• Sign-in sheets (hosted training): Copies of sign-in sheets are required for reimbursement 

requests for training that your agency hosts. The sign-in sheets should identify the 
training and the individuals who were in attendance. 
 

• Time and Effort Reports: Time and Effort reports are required for grant awards where 
personnel costs are requested for the salaries and benefits for full-time employees that 
are either fully or partially funded by the grant. These positions are primarily funded 
under Planning and M&A. (As a note, Time and Effort reports are not required for 
backfill/overtime associated with Training.) 
 

• After Action Reports/Implementation Plans (Exercises): After Action 
Reports/Improvement Plans are required to be submitted with the reimbursement 
request for any exercises conducted using grant funds. 
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The following is the most common items we find are missing from reimbursement 
requests: 
 
• Agendas – The single-most requested supporting document during Program review. 

• Used to support the dates of the training.  
• Used to verify lodging, meals & incidentals requests and other travel 

related claims. 
• Sometimes the agenda is the only document that actually says what the 

training is. Whatever the situation, we need to make sure we have it in the 
packet. Training agendas are probably the single most requested items on 
the Programmatic side of the house. 

 
Missing break downs for travel requests*, sign-in sheets for hosted trainings, and 
invoices and receipts are all fairly uncommon problems, but they do come up from time 
to time, so we wanted to call your attention to them.  
 
*Note on meals and incidentals breakdowns—they need to be broken out by meal and 
can sometimes be hard to locate in the packet. We cannot pay based on travel 
advances alone for reimbursement requests, and we are only able to reimburse up to 
the State rate (a copy of the Maximum Reimbursement Rates can be found at: 
https://gao.az.gov/sites/default/files/5095%20Reimbursement%20Rates%20160328.pd
f). 
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The first thing a Strategic Planner does when reviewing a reimbursement request is to verify 
the Quarterly Reports are up-to-date. This is done for two reasons: 

1. Quarterly Reports are a contractual requirement in your subrecipient 
agreement. 

2. The system we use won’t let us log or process your reimbursement request 
until we have all of your Quarterly Reports. 

 
Hints for avoiding delays related to missing Quarterly Reports: 
 
• Submit your Quarterly Report timely. 

• Quarterly Reports are due by the 15th of the month following the end of the 
quarter. 

• Sometimes, the period of performance for reallocation awards begins within a 
quarter rather at the beginning of a quarter. In this instance, a Quarterly 
Report is still required for the partial quarter. 

 Example: The period of performance for FFY 2014 UASI Reallocation 
awards began on March 1st, and the quarter ended March 31st. A Quarterly Report 
would be required for the period ending March 31st, even though the award was 
only active for one month of the quarter. 
 

• Ensure that all information is filled out correctly.  
• Subrecipient Agreement Number – this is the 8 digit number that’s included in 

your award letter and subrecipient agreement. It looks something like “150999-
01.” 

• Funding Source – Which grant did it come from? SHGSP, UASI or OPSG 
• Period of Performance – This can also be found on your subrecipient agreement 

and award letter. This is the range of dates that expenses are allowed to be 
encumbered. For a regular grant cycle, this is typically a 12 month period 
ranging from the 1st of October to the 30th of September the following year. 
(This is not to be confused with the reporting period). 
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• Reporting Period – This is the quarter for which you are writing your report. 
• Milestones – These are the milestones that were approved for your project in your application. 
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Here’s an example of a modification that affected a reimbursement: 
 
Bedrock PD had been approved by the RAC to purchase equipment to create a “data 
connectivity link” to their neighboring jurisdictions. In the application, this data link included 
the AEL for “Integrated Computer Hardware.” When our office reviewed this application, the 
information threw up zero red flags, and everything seemed to be in order. We assumed 
that the applicant intended to purchase a server of some kind that would allow them to 
communicate with their neighbor. 
 
Almost a year later, when we received the reimbursement request, we realized that the item 
requested was actually a Microwave link that needed to be fixed to a communications 
tower. As many of you know, fixing anything to an existing structure requires Environmental 
and Historic Preservation Assessment at the Federal level, which this project had not 
undergone. 
 
Rather than asking Bedrock PD to foot the $40,000 associated with the purchase, we had 
them submit a Modification request to change the project to a Microwave Link, and worked 
with them to get the EHP approval from the Feds. 
Ultimately, the reimbursement was approved, but not until more than 6 months after the 
original reimbursement submission. 
 
This could have been avoided if the stakeholder provided a more-detailed description in 
their application of the type of equipment being requested and how it would be used. 
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Here’s an example of an extension that affected a reimbursement: 
 
Smallville Emergency Management was awarded funding by the RAC to implement a 
regional mass notification system.  
They had to go through their internal processes to accept the award and begin the 
procurement process. By the time that they were ready to enter into a contractual 
agreement with the selected vendor and begin the service period, nearly an entire quarter 
had passed.  
The resulting contract for services provided thirteen months of service; however, because 
the service contract was not established until January, this meant the service agreement 
would extend four months beyond the grant award’s period of performance.  
Rather than prorating the reimbursement request and asking Smallville Emergency 
Management to cover the four months’ worth of costs that fell after the period of 
performance end date, we had them submit an Extension request to modify the period of 
performance. Because the Extension request was for more than 90 days, RAC approval was 
required. 
Once RAC approval was obtained, an amendment to the Subrecipient Agreement was 
issued, which also required internal approvals on Smallville Emergency Management’s end. 
The reimbursement request was ultimately approved, but not without several months going 
by as the process occurred.  
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• The following slides will outline the types of supporting documentation required for 
expenses within the POETE model; 

• The typical reasons for delay from a financial standpoint, and;  
• How to alleviate those delays  
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Stakeholders that have planning funds for personnel will need to have 
those staff members paid by the grant complete the T&E report that is on 
our website and submit those along with payroll records    
 

24 



• While the AZDOHS does not always require purchase orders or packing slips, they may be 
required for the first and last reimbursement requests to ensure that funds were not 
obligated prior to the beginning of the period of performance and that all goods and 
services were received and invoiced prior to the end of the period of performance. 
 

• Stakeholders may purchase service agreements and warranties that extend past their 
period of performance as long as: 

 1.  Those agreements and warranties are purchased at the same time 
(incidental) as the equipment 
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Please be aware that reimbursable travel days are the day of or prior to the 
conference/convention/meeting start and the day of or after the completion.  Any 
exceptions (such as traveling two or more days prior to or after the completion of) must be 
pre-approved by AZDOHS.  Otherwise all costs (lodging, meals and incidentals, taxi, etc.) 
associated with the extra days will be borne by the traveler. 
 
In regards to documentation showing the hotel was a conference/backup conference hotel:  
The State of Arizona Accounting Manual (SAAM) provides the following guidance on lodging 
for non state conferences (SAAM Topic 50, Section 40):   

 
2. Non-state (which is to say, those events not hosted by the State) conferences, conventions 
and meetings.  
 
2.1. Lodging reimbursements related to these events may not exceed the least expensive 
single room rate published in the conference brochure for the conference designated 
lodging; this may not necessarily be the host hotel.  
 
2.1.1. At times, other rates, such as government rates, that are lower than the published 
conference rate, may be available. Those arranging travel related to conferences should 
always inquire as to the availability of lower rates.  
 
2.1.2. Frequently, accommodations at a lower cost but on a par with the hotels listed in the 
conference brochure are conveniently located within reasonable walking distance of the 
event; those making arrangements should investigate such opportunities to reduce cost.  
 
2.1.3. Non-state personnel, such as contractors, if sent to a conference in connection with 
State business are, if attendance and travel-related expenses will be paid by the State (no 
matter the funding source, e.g., a Federal or private grant or award), subject to the same 
limitations as apply to State employees.  
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• Reimbursement Request Form issues include: 
• Not entering current period expenses or carrying current period expenses into 

the Year-to-Date column 
• Excluding reporting period dates 
• Missing signatures or the same signature on both lines 
• Correction tape or white-out 

 
• The Budget Remaining Colum is pre-calculated to be the sum of “Contract Budget” minus 

“Year-to-Date” 
• Do not hand write amounts in the Current Period or Year-to-Date 

 
• What has been circled on the top right are the enhancements that we’ve made to help 

remind stakeholders what is required in these cells/columns 
• Starting with 2016 grants, when we send the reimbursement request form, we will also 

send a checklist (discussed later in the presentation) as well as reimbursement 
instructions on different tabs within the same workbook. A handout of the checklist may 
be provided. 

 
 

31 



• These cells must be filled in  
• Stakeholders have discretion to enter whatever dates (Stonegarden excluded) that are 

logical to them 
• This is a change from previous years.  We’re opening this up to the stakeholders 

discretion.   
• If unsure what dates to use, we suggest that the reporting period “from” date be the 

date of the first obligation for the request and the “to” date be the last payment date for 
the request  
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• It’s an easy mistake to make, you just pulled together a lot of information and prepared 
the request in some sort of logical fashion.  Now you need to get the boss to sign it 
before he or she leaves and you simply forgot to finish one last detail   

• The newly developed checklist (discussed later) should be helpful and act as one final 
reminder of what is necessary and required   
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• Making sure that the Year-to-Date is accurate and therefore the Budget Remaining is 
accurate is an important step in budget management 

• Similar to the Current Period cells, this is an easy mistake to make. 
• Always carry the current period expenses into the year to date, even if it is your first 

request   
• Our grant management system is coded in such a way that it adds the current 

period into the year-to-date  
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One individual should prepare and sign the request and a separate individual should review 
it and authorize it.  This is an internal control which provides assurance that to the best of 
his/her knowledge both individuals believe the reported expenses are valid and are 
consistent with the terms of the contract. 
 
SAAM Topic 05 Internal Controls; Section 05 General Internal Controls: 
 
2. All transactions—payroll, disbursements, purchases; personnel actions, etc.—should be 
approved by a designated person. Any person designated an approval authority over any 
transaction should:  
  
2.1. Be at the level of management appropriate for such authority.  
2.2. Have the requisite operational, procedural and financial expertise to determine the 
appropriateness of the transactions over which he has approval authority.  
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• Missing support documentation includes: 
• Missing invoices  
• Missing proof of payment 
• Missing travel claims  

 
• Using the checklist and reimbursement instructions may alleviate any issues with missing 

documentation.   
  

• Proof of payment is required for all expenditures, regardless of which 
category the expenditure falls under (POETE). Acceptable types are:  

• Copies of checks  
• Electronic Funds Transfers (EFT) or Automated Clearing House 

(ACH) documents which must include payee, date, amount and 
EFT or ACH number 

• Official accounting transaction detail from accounting system 
 

• If purchase was paid by credit card, copies of the credit card statement 
and proof that the credit card charges were paid is required 
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• Cost-related delays include: 
• Charging for expenses that were not approved in the application 
• Not adjusting travel expenses to fall in line with SAAM reimbursement rates 

(SAAM Topic 50, Section 95) 
• Costs that were encumbered prior to the beginning of the period of 

performance 
• Recurring expenses (such as cell phones and aircards) that extend after the 

period of performance (for example, if the POP ends on September 30 and the 
cell phone bill covers September 15-October 14, only the portion of the bill 
from September 15 to September 30 can be charged) must be prorated.   
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It’s never a bad idea to contact us in advance of scheduling travel just to make sure your 
planned expenses will be reimbursed (especially when it comes to rental vehicles, long term 
travel, and hotel charges for other than the host hotel). 
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• Our grants management system is coded in such a way that if quarterly reports are not 
entered within 15 days of the end of the quarter, reimbursements cannot be processed, 
even if the reimbursement was submitted before the 15 day grace period. 
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• This checklist is a tool for stakeholders and is not required for submission and approval of 
reimbursement requests 

• It is a summary of the types of issues we see from a financial standpoint that cause most 
of the delays in reimbursements 

• Refer to slide 31 
 

41 



42 



Referring back to the beginning of the seminar where we shared our goal – To receive 
Complete and Correct Reimbursement Request Packet upon initial submission thus reducing 
the timeframes to process reimbursements, we would like to recap the items we went over 
today. 
 
• Seminar:  it is our hope that this seminar provided information that will help us work 

together to accomplish that goal by providing further clarification on what our process is 
and what is required to have a complete reimbursement packet.   

• 1 on 1:  If you have questions regarding a specific agency transaction, please contact us.  
We are glad to have a 1 on1 discussion with you.  Also, if you know there are new 
personnel that will become involved in the grant process, please let us know so that we 
can reach out to them and provide 1 on 1 training. 

• Enhance the Reimbursement Request form:  
• Comment boxes have been added to provide additional information on what is 

to be entered.  Refer to slide 29. 
• Lessened the restriction in the “Reporting Period” boxes 

• Informational tools 
• Developed a checklist for the stakeholder to use as they prepare their 

reimbursement request 
• Added two additional tabs to the Reimbursement Request form:  1) 

Reimbursement instructions and 2) Checklist 
• These, along with today’s PPT, will be posted on our website 

• Updated Website – although still underway and hopefully updated by this fall, we hope 
to provide a more intuitive and user-friendly website 
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