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Information & Guidance Memo

03-04-04

DATE:
March 22, 2004 

TO:
County Emergency Management Directors


County Sheriffs


State Patrol PCO Supervisors

FROM:
Edward J. Gleason


Administrator

SUBJECT:
LOCAL DELIVERY OF TRAINING

With the increase in training funds available for local delivery of training and the increase in the variety of courses and course providers, especially in the area of Weapons of Mass Destruction training, it has become necessary to establish some guidelines for the use of funding to deliver local training courses.
Wisconsin Emergency Management (WEM) has received numerous questions concerning allowable course costs and minimum attendance issues.  The purpose of this Information & Guidance (I&G) Memo is to provide some guidelines in preparing a training request.  Please remember that the following information is a guide, if you have specific questions please contact your Regional Director.

TRAINING REQUESTS
All requests for funding for local delivery of training, and requests for training delivered by WEM staff should be filed in accordance with Information and Guidance Memo 09-01-97, Policy for Requesting Training, dated September 19, 1997.  Attached to this memo is a copy of the request form entitled Wisconsin Emergency Management Application for Training Funds.

In order to assist you in preparing your Wisconsin Emergency Management Application for Training Funds form, I will try to answer some commonly asked questions.

Technical College Costs
Each of the technical college districts has a set fee for course costs; however, each school has a slightly different fee schedule.  Consequently we don’t have a standard fee for technical college courses.  Generally speaking, requests for funding technical college courses will be accepted as long as the costs are listed on the application.  A funding request should include, at a minimum, instructor costs, materials fees and any other costs.  When listing materials fees or other fees, it is important to indicate what the fees include, i.e., registration fees, handouts, etc.  Applications without this information may be delayed until we can determine what costs are related.  It’s important to remember that only expendable equipment needed to deliver the training can be reimbursed.  Equipment purchases will not be reimbursed.  It’s important to understand what costs are allowable before the class is held to avoid problems during the closeout process.

Private Instructor Costs

The normal and acceptable rate for private instructors is $250.00 per day plus expenses at the state rate.  There may be exceptions to this rate for instructors with exceptional skills or knowledge.  Please contact the WEM Training Supervisor to request exceptions.
In addition to the $250.00 per day instructor fee, instructors can be reimbursed for lodging to a maximum of $62.00 ($72.00 in the Milwaukee area), meals to a maximum of $7.00 for breakfast, $8.00 for lunch and $17.00 for the evening meal subject to state policy and mileage at .325 cents per mile.  Instructors must travel a minimum of 50 miles one way to eligible for lodging, meals and mileage.  All requests for lodging reimbursement must be accompanied by a receipt.

Please note the following excerpts from the State of Wisconsin Travel Guide:
Meal claims must be actual, reasonable, and necessary and represent the actual amount spent.  To be allowed reimbursement for breakfast, the employee must leave home before 6:00 a.m.; lunch, departure must be before 10:30 a.m. and return after 2:30 p.m.; dinner, return must be after 7:00 p.m.

Equipment Costs

There can be no reimbursement for the purchase of equipment.  However, expendable equipment that is needed for the delivery of the course can be reimbursed.  List any expendable equipment that is needed on your Wisconsin Emergency Management Application for Training Funds when requesting funding.

Attendance Policy: Contract vs. Tuition

In accordance with Information & Guidance Memo 06-01-02, Course Attendance Policy, dated June 11, 2002, WEM requires a minimum of fifteen (15) students present in a class in order to be eligible for reimbursement.  This applies to courses that are provided with a contract for the entire cost of the course.  Occasionally, technical colleges will elect to provide a course on a tuition or cost per student basis.  In this case, the technical college’s minimum attendance policy will prevail.
The purpose of this I&G was to answer frequently asked questions about requesting and delivery of local training courses.  If you have further questions, please contact your Regional Director.
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