INSTRUCTIONS FOR COMPLETING THE EMPG 
FINANCIAL REPORTS
NOTE ON USE OF ELECTRONIC FORMS:
For FY10, the EMPG financial report forms are using an Excel spreadsheet format.  
Formulas have already been entered in certain cells to facilitate completion.  DO NOT ALTER THESE FORMULAS.  Cells where data entry is required are in a pale yellow color.  
Notice that there are two tabs on the bottom of the screen; these represent the individual pages in the report.  To print both tabs at one time, be sure to choose “Print Entire Workbook” on your print screen. To print only the current page, choose “Active Sheet.”
To create another Payroll Report for another person, right click on the Payroll Report tab.  Choose “Move or Copy.”  A new menu will come up.  Check the box “Create a Copy” and then “OK.”  The new tab will be named “Payroll Report (2)” and will appear as the first tab in the series.  To make this tab the last in the series of tabs, click on it and hold down the mouse key while dragging to the new location.  Release the mouse key at the new location.

I.  
Emergency Management Performance Grant (EMPG)
FINANCIAL SUMMARY REPORT
Applicant Information
Fill in the name of the county on whose behalf the application is being submitted.

Fill in the mailing address or Post Office Box to which correspondence should be sent concerning the grant.
Fill in the city and zip code to complete the mailing address.
Fill in the name and title of the person to be contacted for matters concerning the grant.
Fill in the telephone number at which the designated contact person can be reached during regular business hours, including the area code.
Put an “x” in the appropriate box to indicate if the application is the initial submission or amended, or whether the financial information is for the 1st or 2nd half progress report.
Emergency Management Budget
Indicate line items from your emergency management budget in Column A.  Along with the listed categories, you may include other allowable costs listed in the Federal FY10 EMPG Application, to include items from the Authorized Equipment List for FY2010.  If your job position includes both ECPRA and EMPG duties, you should list your entire emergency management salary and fringe benefits.
Budget figures should be listed in Column B.  When the first half report is submitted, actual expenses incurred by the county from October 1 to March 31 should be indicated in Column C.  Column D figures represent those actual expenses incurred from April 1 to September 30 of the fiscal year.  Column E is the total of Columns C and D and represents actual expenses for the fiscal year.  If you are using the electronic form, Total Actual Expenses in Column E are automatically calculated as well as totals in each column and Total Allowable Federal Share.
Total Allowable Federal Share cannot exceed 50% of actual expenses by federal law.  This figure is NOT your award amount.  The EMPG Grant Award is based on a formula that includes a weighted factor for population (75%) and land area in square miles (25%) with an overall base amount of $12,000 per county.  Actual award amounts depend upon the total amount of funds received by Wisconsin Emergency Management each fiscal year for redistribution to the counties.  As a reminder the total allowable federal share may not be matched by other federal dollars.
Certification
The County Emergency Management Director and appropriate county Fiscal Agent (County Clerk, Finance Director, or other person responsible for maintaining financial information) must sign and date the Financial Summary Report each time that it is submitted. 

PAYROLL REPORT

Complete one form for each person claiming EMPG reimbursement.
Indicate the county, employee name, hiring date (the date when the position began doing emergency management duties) and employee status.  If part-time, indicate the average number of works worked per week on emergency management related duties.  This figure can include hours for any EPCRA planning activities as well, as EPCRA planning is considered emergency management under the EMPG grant.  However, if an employee is funded completely with EPCRA Planning and Administration Grant funds, do not include them on this report.  If the employee is contracted whether full or part time, check the contracted box.
Indicate the position title of the person claimed for EMPG reimbursement.

Put an “x” in the period covered (initial application, amended application, first half or second half).  

The subtotal for salary and the subtotal for benefits from the payroll report should equal the actual salary and fringe benefits on the financial summary report for the half.  If multiple payroll reports are submitted then those subtotals for salary and benefits should equal the actual expenses for salary and fringe benefits on the financial summary report.   
Application or Amended Application
Complete the “For Application or Amended Application” section.  Estimated Base Salary Amount should be estimated for the Federal Fiscal Year (October 1 of the current year to September 30 of the following year).  Benefits eligible for reimbursement include those paid by the county on behalf of the employee.  Employee share of benefits is not eligible.  Make estimates for benefits based on the Federal Fiscal Year.  If you are using the electronic form, a fringe benefit total and base salary percentages will automatically be calculated.
The remainder of the Payroll Report does not have to be completed for Applications or Amended Applications.

Progress Reports

Space for 13 pay periods has been provided.  Indicate the Date From and Date To in the second and third rows for each pay period.
If your pay period does not perfectly coincide with the start and end dates of the first reporting period, select the pay period start date closest to that of the first reporting period start date (October 1) and proceed forward from that point, stopping with the last complete pay period closest to the end of the reporting period.  Do not skip or overlap pay periods when completing the next Payroll Report for the following reporting period.  If you are using the electronic form, totals for salary, benefits, salary plus benefits, and the federal share amount will automatically be computed.
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