CHECKLIST FOR SUBMISSION OF FY10 PLAN OF WORK DOCUMENTS
Application: Due October 16, 2009
· Plan of Work Agreement

· Summary Sheet for Assurances & Certifications (Part I)
· Emergency Management Performance Grant (EMPG) Financial Summary Sheet
· Emergency Management Performance Grant (EMPG) Payroll Report
· EPCRA Planning and Administration Grant Application with EPCRA Assurances attached
· Plan of Work

· Signed Position Description for each EMPG funded position

· EPCRA Planning Facilities Without Off-Site Plan Records

· EPCRA Planning Facilities With Off-Site Plan Records

Amended Application

· Plan of Work Agreement

· Summary Sheet for Assurances & Certifications (Part I)
· Emergency Management Performance Grant (EMPG) Financial Summary Sheet

· Emergency Management Performance Grant (EMPG) Payroll Report

· Plan of Work

· Signed Position Description for each EMPG funded position

First Half Progress Report: Due April 14, 2010
· Original Plan of Work Agreement with additional signatures for First Half Report

· Emergency Management Performance Grant (EMPG) Financial Summary Sheet with Column C figures added and new signatures 
· Emergency Management Performance Grant (EMPG) Payroll Report for each employee claiming EMPG reimbursement

· Plan of Work with Submitted column completed

· EPCRA Planning Facilities With Off-Site Plan Records annotated with date submitted to Region Office

· Narrative on Plan of Work Accomplishments

Second Half Progress Report: Due October 14, 2010
· Original Plan of Work Agreement with additional signatures for Second Half Report

· Emergency Management Performance Grant (EMPG) Financial Summary Sheet with Column D figures added and new signatures 
· Emergency Management Performance Grant (EMPG) Payroll Report for each employee claiming EMPG reimbursement

· EPCRA Planning and Administration Grant Request for Final Reimbursement with EPCRA Assurances attached
· Plan of Work with Submitted column completed

· EPCRA Planning Facilities With Off-Site Plan Records annotated with date submitted to Region Office

· Narrative on Plan of Work Accomplishments

Note:
The above EMPG and EPCRA documents along with the Letter of Intent are to be retained for compliance reviews and audits.  
