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I.
PURPOSE:


The purpose of this Procedure is to establish the procedure for Homeland Security SHSP and LETPP Grants Training Request and Reimbursements.  This procedure outlines the request, approval, and reimbursement steps for training.
The baseline for the procedure includes:
· All training financial transactions will be conducted between the Fiscal Agent and the Requestor’s department.

· All arrangements, including travel, lodging and class enrollment will be made by the requestor through their department.

· Reimbursement limits are based on the Kansas State Employee Travel Reimbursement Summary.

· The KC Metro Region does not reimburse for Overtime or Backfill.
II.
KEY WORDS: 

Emergency Management, Grants, Training, Reimbursement
III.
RELATED DOCUMENTS: 


51-00007 KC Metro Region - Training Request Form.

Kansas State Employee Travel Reimbursement Summary

IV.
PROCEDURE:

A. All training requests must be submitted at least 60 days prior to the start of training.
B. The requestor the complete the KC Metro Region Training Request Form - 51-00007.  Please include any brochures or other related information describing the requested training.
C. The KC Metro Region approval path is as follows:

a. The requestor forwards the request to the Project Leader for approval.

b. If the Project Leader approves the training, the Project Leader signs and forwards the form to the KC Metro Region Chair.

c. If the Region Chair approves the training, the Region Chair signs and forwards the form to the Fiscal Agent.

d. If the Fiscal Agent approves the training, the Fiscal Agent will forward the required documentation the State Training Officer and Grant State Administrative Agency (SAA) for approval.

e. If the Project Leader, Region Chair, or Fiscal Agent does not approve the training the requestor must be notified of the rejection.
D. Upon State approval, the Fiscal Agent will inform the Requestor, Project Manager, and Region Chair of the acceptance.
E. The requestor forwards the contact information of their department’s administrator to the Fiscal Agent in order to arrange the reimbursement process.

F. The requestor makes all class enrollment, travel, and logging arrangements through their department.
G. Upon completion of the class, the requestor files all reimbursement requests to their department.  Included with department’s reimbursement requirement, the following must be included:

a. Receipt for training tuition and training materials.

b. The passenger copy of the airline ticket or a copy of the booked itinerary from the Internet.
c. Lodging Receipts.

d. Meal Receipts.

e. Car Rental Receipts.
H. The Fiscal Agent will make all arrangements for Grant reimbursements with the requestor’s department administration.
I. The KC Metro Region does not reimburse for costs incurred beyond the limits set by the Kansas State Employee Travel Reimbursement Summary or if the requestor does not attend the training.
50-000031 REV A
1 

