NORTHWESTERN PENNSYLVANIA




EMERGENCY RESPONSE GROUP

APPLICATION FOR REQUESTING NWPAERG TRAINING FUNDING

Training Request Procedures

Northwestern Pennsylvania Emergency Response Group (NWPAERG) is recognized under State Law, Act 227, as one of the nine emergency response groups in the Commonwealth.  NWPAERG covers the Counties of Erie, Crawford, Forest, Warren and Venango and the City of Erie with a total population of 477,583 people, over 4,608 square mile area, comprising of 156 municipalities.  Twelve Subcommittees meeting at various times throughout the year accomplish regional, state, and federal goals and objectives as well as directing Federal Homeland Security funding.

Courses must meet one of the following Investment Justifications in order to be approved:  1. Expand Regional Collaboration, 2. Implement the National Infrastructure Protection Program, 3. Strengthen Information Sharing & Collaboration Capabilities, 4. Operable Communications Capabilities, 5. Response & Decontamination Capabilities, 6. Strengthening Planning & Citizen Capabilities. Complete the attached form in its entirety and forward to the NWPAERG Training Manager for processing.

Public Safety Agencies should first look for courses that are offered on the Approved Federal and State Training Sponsored Course lists located on-line at: https://www.firstrespondertraining.gov/odp%5fwebforms and/or https://www.rkb.us/search.cfm?typeid=7.  If your course is located on one of these sites, please complete the TEMD 01 federal approved courses form or the TEMD 02 state approved course form.
If the course you’re looking for is not located on these lists, please contact the Training Manager to obtain the TEMD 03 Non-approved Courses.  Allow for additional time for these to be reviewed and an answer to be given.

Federal sponsored free training is provided by numerous entities in Anniston, Alabama http://cdp.dhs.gov/index.html, Socorro, New Mexico http://www.emrtc.nmt.edu/training/, Emmitsburg, Maryland, http://training.fema.gov/EMI/ and Bechtel, Nevada http://www.nv.doe.gov/main.aspx.  Contact Training Manager for more information on these training sites.  

For reimbursement please provide, original itemized receipts, copy of training/conference agenda, certificate of attendance, and completed DGM-14 form, which can be obtained by the Training Manager.

Please allow for up to 90 days for review and a response, either approved or disapproved, and the reason why.  If awarded funding, requester agrees to deposit check within 30 days of the date of receipt. 

For questions and to return completed forms, contact:


John Villa, Training Manager


NWPAERG


16 West Division Street


North East, PA 16428


(814) 725-6240 Phone


(814) 725-6107 Fax

      jvilla@mercyhurst.edu

Northwestern Pennsylvania Emergency Response Group

TRAINING REQUEST FORM

Hosting Training Courses, Attending Training Courses, Hosting Conferences, and Attending Conferences

All fields must be completed and the form returned to John Villa at jvilla@mercyhurst.edu before the course can be approved for funding or conducted.  Allow up to 90 days for a response.

	Requester Information

	Requester Name:
	     
	Date:
	00/00/0000

	Requester Agency:
	     
	Discipline:
	                                 (Law, Fire, EMS, etc)

	Requester Phone:
	     
	ERG Participant:
	      (Yes or No)

	Requester Address:
	     

	Requester E-mail:
	     

	Signature:
	


Signature attests that the requester will follow all NWPAERG, state, and federal training requirements or they will forfeit any funds, which are not deemed ineligible.

	Course Information

	Course Title:
	     
	Start/end date(s) and times:
	00/00/0000   to    00/00/0000

From 00:00 to 00:00

	DHS Course Code:
	     
	Number of Attendees:
	     

	Go to: https://www.firstrespondertraining.gov/odp%5fwebforms to find out if the course is an approved DHS Course.

	Course Location & County:
	     
	Coordinated with County EMA:
	      (Yes or No)

	Target Audience:
	     

	Educational Training ETA:
	                                                                                                                                (If applicable)

	Instructors:
	     

	Instructors Contact Information:
	     

	Prerequisites:
	     

	

	Request for Reimbursement of Expenses

	

	Travel (air or mileage):
	  $                                                                                                        (2011 IRS rate is $0.51 per mile)

	Taxi, Tolls, Parking:
	  $    

	Hotel (lodging):
	  $    

	Attendance Registration:
	  $    

	Meals:
	  $    

	Facility Charges:
	  $    

	Supplies (Books):
	  $    

	Instructor Costs:
	  $    

	Backfill/Overtime
	  $   

	Other (Specify):
	  $     

	Total Funds Requested:
	  $   

	All original itemized receipts must be attached for all reimbursement requests.

	Overtime or Backfill Reimbursement

Individual Attending

Individual providing backfill

Hourly Rate

Hours                                       Total

     
     
     
                                   
     
     
     
                                   
     
     
     
                                   
Proof of wages or rate of pay for each individual must be provided.  See ERG Training policy for more information



	Details

	Brief Description:
	Explain how this training will enhance the ability to respond to terrorism or other large-scale events.

	     



	NWPAERG Use Only

	Training Manager


	Comments      
	Date Received:      
	Review Status:

       Approved 

       Disapproved

	Subcommittee Chair
	Comments      
	Date Reviewed:      

	Review Status:

       Approved 

       Disapproved

	County/City EMA Director 
	Comments      
	Date Reviewed:      

	Review Status:

       Approved 

       Disapproved

	Executive Board Review 
	Comments      
	Date Reviewed:      

	Review Status:

       Approved 

       Disapproved

	PEMA Review
	Comments      
	Date Reviewed:      

	Review Status:

       Approved 

       Disapproved

	Funding Information
	Grant Year: 
	     

	
	Target Capability: 
	     

	
	Investment Justification: 
	     

	
	Date Check Issued & Number: 
	     

	
	Date Check Cleared: 
	     


For questions and to return completed form, send to:


John Villa, Training Manager


NWPAERG


16 West Division Street


North East, PA 16428


(814) 725-6240 Phone


(814) 725-6107 Fax


jvilla@mercyhurst.edu
Travel Support Documentation

Reimbursement for travel expense is restricted to the number of individuals included in the current approved project budget worksheet.  Subgrantees must use the Commonwealth of Pennsylvania’s policies, regulations and rates for per diem, lodging, mileage and meals.  Travel for training must be approved in advance by both DGM and the TEMD.  Before the SAA will reimburse expenses with grant funds, the DGM will verify that a copy of the appropriate TEMD Training Approval Request Form is in the subgrantee's official grant file at the SAA. 


Subgrantees must provide documentation for lodging, airfare, meals, etc for reimbursement.  A copy of a credit card statement is not considered a receipt for reimbursement purposes.  Subgrantees must use the Travel Expense Form (DGM-14) for any approved mileage expense.  Expenses exceeding ceilings established by the Pennsylvania Office of Administration may not be reimbursed.  Current Commonwealth

travel and subsistence allowances can be found on the Pennsylvania Office of Administration website at www.state.pa.us under Management Directives. Refer to Management Directive 230.10, Travel and Subsistence Allowances.

The following documentation for travel expenses is required:

a.
Exact mileage must be documented on a Travel Expense Form (DGM-14) and must be submitted with the signature of the traveler and supervisor or signatory authority.  The information entered as the Travel Purpose must be specific and directly related to the approved training specified in the detailed project budget worksheet.

b.
Meals:  The traveler must provide receipts for each meal submitted for reimbursement and will only be reimbursed up to the applicable per diem rate.  

c.
Lodging: Submit a copy of the hotel/motel receipt.  

d.
Domestic Airfare: Submit a copy of the paid airline receipt/itinerary indicating price paid. 

e. Miscellaneous Travel Expenses e.g. airport parking, hotel parking, car rental, etc. - Submit a copy of the appropriate receipt(s).  

Training Records

The subgrantee must provide the name and contact information of the instructor(s), a copy of the course description, course syllabus, agenda for the training delivery, a legible class roster, the DHS Course Number, copy of the course evaluations and of the certificates.  Copies of these documents will be provided by DGM to the TEMD.  

Training conducted with federal funds must link to a target capability and apply to SHSS goals and objectives.  Training for citizens in preparedness, prevention, response skills and volunteer activities must be coordinated through local Citizen Corps Councils.  Refer to applicable federal grant guidelines for allowable training costs, approved courses, and reporting requirements.  Any training not listed on the approved DHS course list requires coordination with the SAA’s DGM and the TEMD. 

Allowable training costs for applicable federal grants include the following:  1) Establishment of CBRNE, Critical Infrastructure Protection (CIP), agricultural/food security, cyber security, and Geospatial training programs within existing training academies, universities or junior colleges; and, 2) overtime and backfill costs associated with attendance at federally funded and approved CBRNE and cyber security training courses.  Subgrantees who budget grant funds (including overtime and backfill) to support attendance at and/or development of non-DHS approved training must receive written approval from DGM and the TEMD prior to using funds for this purpose. 

Law Enforcement Terrorism Prevention Program (LETPP) funds may be used for a range of law enforcement terrorism prevention related training activities to enhance the capabilities of state and local personnel, including the following:  building information sharing capacities, target hardening, facility security, CBRNE threats, NIMS, surveillance and counter-surveillance techniques, CIP, intelligence analysis, cyber security, multi-cultural undercover operations, language training, joint training with other homeland security entities, interoperable communications, Geospatial Information Systems, agricultural/food security, and citizen/volunteer awareness and participation in support of law enforcement activities.  Subgrantees who wish to use grant funds (including overtime and backfill) to support attendance at and/or development of non-DHS approved training must receive approval from DGM (DGM is responsible for coordinating approval with DHS) prior to using funds for this purpose.  Training conducted with DHS funding must demonstrate linkage to a target capability and be applicable to the state or urban area homeland security strategies.

Basic Principles on Allowable Costs

This is a basic guide in determining allowable costs.  Regional task force and county subgrantees must contact DGM through the Area Office for clarification.  All other subgrantees must contact DGM directly.  Allowable costs include, but are not limited to, the following:

· Costs of meetings and conferences, the primary purpose of which is the dissemination of technical information, are allowable. This includes costs of meals, transportation, rental of facilities, speaker’s fees and other items incidental to such meetings or conferences.(e.g., Quarterly Training, Emergency Management Conference, Task Force Symposium)

· Travel expenses for federally authorized training courses and federal grant-related and sponsored conferences

· Contractor expenses for approved training and exercises

· Overtime for the individuals providing shift coverage for those participating in  SAA approved training and exercises, i.e. backfill.

· Equipment and related expenses on the AEL in support of the SHSS, target capability list, grant guidelines and submitted pre-approved projects that align with the investment justifications

· Public education and outreach

· Painted or permanent decal signage on vehicles procured with federal funds

Goods and Services 
Unless local procurement methods are more restrictive, the procurement guidelines stated in Section IV of this manual must be followed.  All procurement quotes for professional services must be obtained in writing.  Please contact the DGM for final determination of allowable expenses.

1. Food and Beverage Expenses

A roster of attendees and an agenda are required documentation and must be submitted with a reimbursement request. Food and beverages are eligible expenses when:

a. Provided at training sessions, meetings or conferences as allowable under the appropriate Financial Guide guidelines for the grant

b. Cost is considered reasonable (See PA Management Directive 230.10 for guidelines)

c. Subject of a work–related event supported with an agenda listing topics and times

d. Not directly related to amusement and/or social events (no alcohol allowed); and,

e. Requires two hours of work activity before and after the meal.  No stand–alone working meals are allowed. Work activity for this purpose is defined as onsite activity supporting the purpose of the meeting.
f. Included in the subgrantees approved project budget worksheet. 

2.
Office Expenses and Support Services

Office expenses and support services are allowable provided that documentation is submitted that supports the approved grant projects. This documentation includes:

a. Invoice, proof of payment, and a copy of the contract (if applicable).  Can be supported by purchase order, etc.

b. Purpose of use is in support of an approved project.

c. Method of allocating cost to an approved project.
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