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SUBJECT: Reporting Payroll Costs to FEMA for Reimbursement

The Office of State Uniform Payroll and the Office of Information Services have met with FEMA,
the Inspector General, and the Legislative Auditor to discuss reporting requirements for FEMA
reimbursement of payroll (labor) costs for Hurricane Katrina and Hurricane Rita. We have
presented to them several ISIS HR reports (ZT02, ZF65, ZP50) that are available to be used for
reimbursement requests.

Based on information discussed in the meetings, the Time Entry/Rate Worksheet (new transaction
code ZT23) has been created. This worksheet contains time and rate data that can be exported to
Excel and used when compiling FEMA related labor reimbursement requests. It is important to
review the ISIS HR report descriptor prior to _using the report to obtain very important
information regarding the effective date of the report output and the value of the pay rates.

Requests for reimbursements should include all labor costs (e.g. regular pay, paid overtime, comp
time, premium pay, etc., as applicable) associated with Katrina/Rita according to FEMA guidelines.
Agencies should prepare their reimbursement reports based on the information obtained in their
agency/FEMA meetings. It may be necessary to add/delete/modify some of the information on this
standard report prior to submitting the report to FEMA (e.g. premium pay, comp time, rates of pay,
additional explanations, etc.).

Note: Since previous directives were given by the Division of Administration/OSUP it has
been determined that comp time earned that is associated with Katrina/Rita is a liability and
FEMA may reimburse the agency. If comp time was not coded to the KATR/RITA activity
code and the comp time was the only hurricane related activity for an employee, the
employee will not appear on the ZT23 report if the “Only EE’s with KATR” or “Only EE’s
with RITA” option is chosen. The employee will appear on the report if the “All Entries”
option is chosen, but it will be hard to differentiate what comp time hours were hurricane
related. Agencies can either process prior period adjustments to add the KATR/RITA
activity code to the comp time or manually add these employees to the Excel spreadsheet
created from ZT23.

After FEMA reimburses the State, records can be audited for up to three years after the
project/case is closed, which could be ten or more years. Because of this, agencies must maintain
a copy of all FEMA documentation including reports/spreadsheets created from ISIS HR.

If you have any questions on this information, please contact Andrea Hubbard at (225) 342-0715.
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