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Finance Administration will be responsible for providing finance and accounting services to user departments before and after a hurricane.

Leadership:









Telephone

Diane Reese, Director



687-8938 (Cell 436-2815)


Bill Atkins, Asst. Director



793-1276


Dominic DeMauro, Warehouse Manager

641-8594 (Cell 436-1813)

PREPARATION

72 hours ALERT
· Advise all Finance staff of hurricane status. 

· Meet with ITS to discuss offsite storage of backup data disc and site that will be used, if necessary, to process payroll and pertinent accounting records. 

· Identify records to be removed from Finance and placed in the city vault.  Records to be included in this group are:  (a) Records necessary to resume normal operations; (b) Records necessary for year-end audit and (c) Payroll records.

· Verify arrangements with Warehouse personnel for evacuation of records.

48 hours ALERT

· Advise all department employees to bring work clothes, and a limited supply of nonperishable rations on their next return to City Hall.
· Prepare list of all computer files on disks.

· Segregate and label as “top priority” activity that has not been posted to computer files.

· Move records to vault.


24 hours WARNING

· Meet with all department heads to distribute forms and instructions relative to recording expenses and other pertinent information that will be needed to obtain reimbursement from FEMA. Suspend normal work.  All personnel engage in hurricane preparation activities.

· Initiate log of events.

· Notify all departments that collect monies to close and count cash drawers.  Suspend cash receipts operations.  Post signs to this effect at entrance doors.

· Prepare bank deposit

· Have departments bring petty cash to City Hall.

· Backup all files on computers.

· Verify quality of all computer backup records.

· Segregate all work entered on the computer between the backup procedure and the current termination of input and place with second backup disks.

· Make duplicate disk and place one copy in vault and send other copy to off site location.

· Disconnect all computer equipment.

· Move check printer to vault.

· Move computer paper and forms to the tops of desk.  Place in plastic bags.

· Sort contents of each employee’s mail basket and pending file.  Place in a box labeled “current work” all items which need to be preserved and are not easily replaceable.  Place box in the vault.

· Move all blank checks to top shelf in the vault.

· Move all furniture away from windows, cover computers with plastic and store any loose papers in desk drawers.

12 hours WARNING
· Release all employees not needed for further preparations.  It is anticipated that at this time only the Finance Director, Deputy Director and Division Heads need remain.

· Verify all items that must be stored in vault have been removed from the Finance area.


8 hours
· Finance personnel not assigned to an EOC location are sent home.

LANDFALL

· All personnel will remain home during the storm.

ALL CLEAR - RECOVERY

· Assess extent of damage to computer system. (I.T.S. Staff)

· Meet with I.T.S. Staff to determine status of availability of computer system. (Diane Reese)

· If computer system cannot be restored made determination as to whether staff will go to an off-site location to enter payroll data or have replacement equipment brought on-site. (Peter Wallace, Diane Reese)

· Distribute to user departments the payroll code to be used on timesheet to record employee’s time spent on clean up.  (Dilcy Hurtado)   

· If departments cannot enter payroll information, timesheets will be forwarded to Finance.  Finance staff will take sheets to an off-site location to enter payroll. (Dilcy Hurtado)

· Off-site locations have been contacted by I.T.S. and are reflected in the Disaster Recovery Plan. (Orlando, Atlanta, New York are a few of the off site locations)

· Distribute to all departments the project code they would include on all request for purchase. (Mary Munro)

· Distribute to departments forms provided by FEMA to record expenses.

· Assign Warehouse staff to major departments who will need to purchase materials that would exceed their credit card limit.  Warehouse personnel’s card limit will be increased to allow them to make necessary purchases that will be needed during clean-up.

PROJECT ADMINISTRATION

Projects are classified as emergency work and permanent work.  Emergency work is categorized as A & B and has a six (6) month time frame.  Permanent work is set in an eighteen (18) month time frame and categorized in C - G.  Extensions may be requested with proper documentation.  FDEM may authorize extensions for emergency work for an additional six (6) months and permanent work for an additional six (6) months and permanent work for thirty (30) months.  Further extensions require FEMA authorization.  If no extensions are requested and granted, and the work is not completed, we can lose federal funding.

FEMA offers two options in the funding process.  Local government can improve the original design exceeding the scope of the original project or decide on an alternate project.  Local government will receive funding based upon the original damage estimate minus a small deduction..

Category A - Debris Clearance

This category includes all storm induced debris on public roads, public property, and private property when undertaken by local government forces.  The focus shall be what is in the public interest concerning life, health and safety, to eliminate a threat to undamaged property, and to ensure economic recover.  This category can also apply to cover the cost of public structure demolition when a structure was made unsafe by the disaster.

Category B - Emergency Protective Measures
This category addresses the need to provide appropriate emergency measures designed to protect life safety, property and health.  Examples include:  search, rescue, signs, security, barricades, pumping, beaches and shores, and shelter operations.  Any costs incurred prior to and during a disaster situation must be documented.

Category C - Road System
This category addresses damages to roads, bridges, streets, culverts, traffic control devices, temporary repairs (i.e. detours), permanent repairs.  As with all reimbursable storm damage costs, the documentation must be site specific and dollar cost must be detailed.  This category has a major dollar impact.


Category D - Water Control Facilities
Eligible damages under this category include costs to repair dikes, dams, drainage channels, irrigation works and levees.

Category E - Building and Equipment
Eligible damages under this category include costs to repair public buildings and equipment, supplies/inventories that were damaged and transportation systems such as public transportation systems.  Should a public building be damaged more than 50% of value, funding will be provided to replace the structure.  All public buildings in a flood zone must be insured under the National Flood Insurance Program.  If a public building is insurable, it must be insured to receive assistance or the insurance interest will be deducted from the FEMA grant.

Category F - Public Utility Systems
Under this category, damages can be assessed on water systems, sanitary sewer systems, storm drainage systems and light/power facilities.

Category G - Other
The “other” category includes park and recreational facilities, or any other public facility damage that does not fit in one of the six categories above.  Included in this category are:  Playgrounds, pools, ballparks, cemeteries, trees, grass, etc.  Most things are eligible if replacement can be documented.

Grant Funding
The presidential declaration is the key to recovery funding and assistance.  The declaration by the governor will allow state assistance such as mobilization of the National Guard, but the active military will not mobilize until the presidential declaration and then will only be on disaster duty for ten (10) days.

However, with the presidential declaration, FEMA will activate.  FEMA funding falls into two categories:  Large project grants and small project grants.  All public grant funding is based upon the completed damage survey reports and is funded 75% by FEMA, 12 ½% by the state and 12 ½% by local government.  All funding grants are contracts between FEMA and local government.

Small project grants are utilized to repair or replace eligible damage less then $36,500.  In this category, FEMA funding is immediate and is not to be refunded if the project is less than the survey report; however, the state share will not be remitted until completion and documentation of the project and only 12½% of the actual cost.

Large project grants are $36,500 or more and funding is phased through the inspection process.

COST ELIGIBILITY
For public project reimbursement, documentation is the basis for sound fiscal management by local government.  Eligible cost reimbursement is both direct and indirect.  Direct costs are salary, wages, fringe benefits, materials and equipment, contract work equipment rental and pre-disaster preparations.  Overtime costs are eligible as well as compensation time and hours worked by exempt employees.  Indirect costs are costs of administration and part time employees.

We must document:  payroll, schedules of equipment (FEMA rate of local jurisdiction if applicable), invoices, daily logs, checks issued, etc.

Contracts for disaster related work must contain reasonable costs,  competitive bidding (on large scale projects when time and local ordinance permits), and preference to local contractors to be considered for disaster funding. 

Each project grant will be documented in a separate file with FEMA control number.  This file should contain pictures, invoices, daily activities report, materials used from stock, rental/lease agreements, contract agreements, insurance information and an approved DSR.

PURCHASING  DIVISION

Responsible person:  Bill Atkins






Phone 793-1276

The Procurement Services Division is responsible for issuing purchase orders and assisting city departments in acquiring the required materials in as fast and efficient manner as possible.  The Procurement Services Division will be responsible to verify purchases are made in the manner that meets FEMA requirements.  Prior to a storms arrival Procurement Services will be responsible to verify food and other necessary items are purchased for the EOC stations. 

In a disaster recovery (no power) situation Procurement Services will manually issue all purchase orders.  Departments will be required to provide a hard copy of an Emergency Purchase Requisition (Exhibit A attached).  If power has not been restored to the City, hard copies of the Emergency Purchase Requisition can be obtained from Procurement Services.  The Emergency Purchase Requisition can be completed in writing, then provided to Procurement Services, and a manual purchase order will be issued.  

In APM Purchasing Policy 10.10.01 it provides for emergency purchases and states:  “…the City Manager or his designee may make or authorize others to make emergency procurement of supplies, services, or construction items when there exists a threat to public health, welfare, or safety; provided that such emergency procurement shall be made with such competition as is practicable under the circumstances”.

Hurricane Alert
· Procurement Services personnel will prepare emergency purchase orders and verbally notify vendors we are on a standby status.

LIST OF HURRICANE SUPPLY VENDORS



Publix




Food Supply



F. H. Foster Oil


Emergency fuels (open 7/24)


High Ridge Marathon


Emergency fuels (open M-F, 7am-5pm)

Hurricane Warning

72 hours
· Verbally contact all vendors to verify they are on standby status.

· Secure files and relocate necessary files to the vault.

· Call departments regarding fuel supply.  Obtain quantities needed to top tanks.

48 hours
· Forward emergency purchase orders to vendors.

· Verify fuel tanks have been topped.

· Prepare office furniture and computers.  Move items away from windows.

24 hours
· Notify Warehouse as to which supplies will be delivered to them and which they must pick up.

· Obtain any food items that may have been overlooked on food supply list.

12 Hours

· Review all steps to ensure all necessary procedures are in place.

· Send Category B & C employees home.

ALL CLEAR – RECOVERY –PROCUREMENT SERVICES

· Check with ITS to determine extend of operational capabilities for generating purchase orders (Bill Atkins).

· Hold a Procurement Services staff meeting to update personnel on the situation and provide an understanding of their related role in the recovery process (Bill Atkins).

· Assure departments have capability to provide purchase requisitions.  Use the hard copy Emergency Purchase Requisitions if needed (Cindy Lawson).

· Manually produce Purchase Orders using the hard copy form (Cindy Lawson).

· Open select Bank of America procurement credit card to assist with emergency purchases (Bill Atkins).

· Coordinate with Public Works to assist with the “Annual Hurricane Debris and Disposal” bid that is in place with the Solid Waste Authority for clean up (Bill Atkins). 

WAREHOUSE DIVISION

Responsible person:  Dominic DeMauro





Phone 641-8594












Cell 436-1813

The Warehouse Division is responsible for having EOC supplies on pallets ready for each EOC representative to pick up.  Attached is a list of the supplies that will be sent to each EOC station.  Warehouse personnel will oversee all deliveries and/or pick up of supplies.  The Warehouse will be open immediately after a disaster to allow City departments to get necessary supplies.  A list of EOC supplies currently prepared for each EOC Center is attached.

Hurricane Watch
· Pull EOC supplies and prepare them for delivery to EOC centers.

· Be available for departments who may need help in moving records to vault.

· Deliver visqueen to all departments.

· Move file cabinets away from doorway and cover computer.

Hurricane Warning

72 hours
· Review emergency plans and procedures with Warehouse personnel.

· Secure lower level inventory from possible flooding.

· Cover all City records with visqueen.

· Pull all pallets in from outside storage.


48 hours
· Fuel vehicles.

· Test batteries in fork lift.

· Clear desk and back up computer files.

24 hours
· Deliver EOC supplies to centers.

· Pull hurricane stock, which departments’ will need immediately after storm, and place in secure area.

· Pick up food supplies from Publix Warehouse and deliver to EOC centers.

· Make final preparation to secure Warehouse.

· Have Public Works park garbage truck in front of Warehouse receiving door.

· Send home all non-essential personnel.

All clear – Post Storm

· Reopen WH2 to assist Utilities with down pump stations, pumps and pipe supplies.

(Mike Dauta, Rodney Vicki)

· Contact Utility vendors for items needed to keep well and lift stations in working order.

(Dominic DeMauro)

· Reopen main WH for supplies for emergency crews (Public Works, Risk                                                                             Management, Roads & Streets, and medical supplies for Fire).     

(Nathan Smith, Britt Pait & Dominic DeMauro)

· All personnel will be available to make emergency purchases for all departments/divisions.

· Once emergency equipment and supplies are distributed from stock, begin purchasing and bringing inventory back to normal levels.   Mike Dauta, Dominic DeMauro)

FOOD SUPPLY LIST FOR EOC CENTERS

(Based on 15 personnel for 3 days)


Juices:

Apple


  6

#5 cans





Tomato

  6

#5 cans



Fruits:

Peaches

  6

#10 cans





Pears


  6

#10 cans



Cereal:

Wheaties

  1 case
12/Case





Cheerios

  1 case 
12/Case



Soups:

Chicken/Rice

10

#10 cans





Minestrone

10

#10 cans



Sandwich



   Materials:
Tuna Salad

15

Individual lunch packets





Peanut Butter

  4

Large jars (64 oz)





Jelly (grape)

  2

Large jars (64 oz)





Bread


 21 loafs
(Min 20 slices/loaf)





Crackers

  5

#6 boxes



Drinks:

Water


1 pallet

2 ½ gal. bottles





Coffee


  3

#3 cans





Tea 


  1

100 Count pkg.





Milk - Fresh

10 

gallon





Milk - Dry

  2

#5 boxes



Condiments:
Sugar


  3

Box - Individual pkgs.





Mayo


  2

1 gal. each





Creamer

  3

#1 cans





Margarine

  3

#3 tubs





Salt/Pepper

  3 pkgs.

Mini



Paper Goods:
8 oz. Cups

  1 case

2500/case





8 oz bowls

  2 cases

1000/case

EOC SUPPLIES

(To be supplied from Warehouse stock)

Based on 10 personnel at each EOC


Hard hat - Yellow
  6


Hard hat - White
  6


Rainsuit- Large
  6


Raincoat - Large
  6


First aid kit
  5


Disposable blanket
10


Water keg - 5 gal.
  3


Flashlight - 6V
  6


Flashlight - 2 cell
  6


Flashlight - 3 cell
  6


Battery alkaline size D
20


Battery Spring Terminal - 6V
  6


Bed pillows
10


Hot plate
  1


Single burner gas stove
  1


Gas refill tanks
  3


Fire extinguishers
  3


100 qt. cooler
  1


Camp set
  1


Kitchen towels
  8


Bath towels
  8


Wash cloths
  8


Paper plates
  1 case (500)


Forks
  1 box (250)


Spoons
  1 box (250)


Knives
  1 box (250)




EXHIBIT A

EMERGENCY PURCHASE REQUISITION

          (TO BE USED IN A EMERGENCY RECOVERY …NO ELECTRONIC CAPABILITY)

Date:
____________________

Vendor Name
_____________________________
  Ship To: __________________________

/Address:
_____________________________

     __________________________



_____________________________

     __________________________



_____________________________

     __________________________



_____________________________

     __________________________

Reason for Purchase:
___________________________________________________________

Items To Be Purchase:

	Item

No.
	Description
	Unit

Price
	Total

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Total
	


Account Number(s):  __________________________________________________

Requesting Department & Originator Name: _______________________________

Approvals:
Dept. Head _____________________________



Purchasing: ___________________________
City Manager:  __________________


(approvals will depend on dollar amount of items being purchased)
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