SITE BASED RECORD KEEPING

In the middle of a disaster your main concern is meeting the needs of the
moment. It is hard to think of the necessity for record keeping or the possibility of
an audit two years down the line. However, sorting out records can become as
big a headache as the disaster, if you don't keep your accounts in order. The
best way to keep track of records is to record each damaged site. This lets you
identify on a map where the problem occurred and to tie damage estimates,
invoices, labor records and payments together.

STEP 1: The Map

Every township official should have a map of the roads in their area. If not, they
can get one from the County Highway Superintendent or Emergency Manager.
Similarly every city or town official and county highway superintendent should
have a map of the area under their care.

STEP 2: What You Should map

Map any and every damage site you have. Washed out roads, culverts or
bridges. Damaged buildings, debris piled up, flooded parks. Where ever you
have damage you should mark it (See Example #1).

You should take two (2) photos of each damaged site. Make sure you write the
site number on the photo and keep track of what photo was taken at which site.
Also record each photo's date and location.

STEP 3: Begin at the Beginning

The first part of a disaster is the emergency response. Such as sandbagging,
blocking roadways and rescuing people. Begin at this point to map sites where
you put up roadblocks or did other emergency work. Continue to use these same
site numbers as you begin the rebuilding phase of restoring roads, buildings, and
other facilities.

This map will form the foundation of your record keeping. DO NOT GIVE THE
ORIGINAL MAP AWAY. If a state or FEMA inspector needs a copy either make
a new copy, but do not give away or misplace your original map.




STEP 4: Linking Sites and Costs

Whether you contract out your repair work or have your own forces do repairs, it is
very easy to link your costs to specific sites.

CONTRACT WORK: Your contractor should bill your work by each site.
The contractor doesn’t have to produce a separate invoice for each site, but
he should list what was billed to each site. Such as cubic yards (CY), type
of material, cost per cubic yard, map site delivered to and etc. (See
Example #2)

FORCE ACCOUNT WORK: Your permanent work crews should log their
time and activities by site. This should be done for all hourly personnel,
equipment per hour, and materials used. Such as cubic yards (CY), linear
foot (LF), diameter, corrugated metal pipe (CMP), and etc. (Blank forms are
available)



EXAMPLE #1 — MAPPING SITES

A plat map should be provided clearly identifying each damaged site. This
should be provided to State and FEMA inspectors, and also the contractor
performing the work.
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EXAMPLE #2 — BILLING BY SITE

The contractor should list per site the materials and amounts used and
equipment and hours used. The site numbers should correspond with the site
map provided by the applicant.

Joe's Gravel & Culvert Company

Street Address DATE: 28-Nov-11

City, ST ZIP Code INV.# 100

BILL TO:

Name

Street Address

City, ST ZIP Code

DESCRIPTION QTY RATE AMOUNT

Site #3 - Front end loader - 2 CY, 105 HP (hourly) 7.00 28.75 $ 201.25

ASC (CY) 36.00 9.00 324.00

Pit Run (CY) 18.00 7.00 126.00

Backhoe-Loader - 1 CY, 70 HP. (hourly) 2.00 23.50 47.00

Dump Truck - Debris removal - 8 CY, 220 HP (loads) 10.00 35.00 350.00

Site #4 - Furnish & Install 24 LF x 48" CMP (LF) 24.00 25.00 600.00

Salvage & Relay 20 LF x 36" CMP (LF) 20.00 19.00 380.00

ASC (CY) 36.00 9.00 324.00
TOTAL $ 2,352.25




RECORD KEEPING

It is extremely difficult to accurately and properly complete necessary record keeping
after emergency or disaster work has been done and time has elapsed. Therefore,
the importance of timely record keeping cannot be over-emphasized.

Local governments must preplan. They must know what records to keep and how
to keep them. They also must have someone capable of initiating and maintaining
records as soon as any response and recovery work begins.

Proper documentation will be needed to verify local expenditures for which
reimbursement will be requested if the situation develops into a presidential disaster
declaration. This is especially true for costs incurred in completing measures
designed to protect life and property. If claims for reimbursement cannot be verified
because of improper or incomplete record keeping, local governments may lose
considerable sums of money. Accurate documentation also will be needed to verify
expenditures for which no reimbursement will be requested.



Documentation Requirements

The day emergency or repair work begins; establish a separate folder for each job
site as the work is authorized.

If you have damage at five locations that must be repaired immediately, do not
combine all jobs into one folder. Rather, use a separate folder for each job.

Minimum Filing System

DAMAGES
SITE 3
LABOR
-

There are two ways to complete work at a job site:

A.  Contract Work — Hiring a contractor to complete the work.

B.  Force Account Work — Applicants use of labor, equipment, material, and
supplies to complete the work.



RECORD KEEPING FORMS


































































