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1 CONTACT INFORMATION !!

1

General Questions — information or clarification:

DOH PHEPR Staff
Lori Van De Wege

Coordination, Administration and Partner

Relations Manager
Office: 360.236.4064

lori.vandewege@doh.wa.gov

WSHA purchases:

Mark T. Nunes, EMT-B

Technical Advisor and Equipment
Procurement Manager

Cell: 425.531.2680

FAX: 425.675.2229

markn@wsha.org

MHz Consulting

Communications:

Marina Zuetell

Communications Technology
Specialist

Office: 206.954.4099

Cell:  206.954.4099

FAX: 206.526.1338

zuetell@comcast.net
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Sally Abbott

Medical Surge and Healthcare Coalition
Coordinator

Office: 360.236.4037

sally.abbott@doh.wa.gov

Reimbursement/Other issues:
Washington State Hospital Association
Peggi Shapiro

Director, Disaster Readiness

Office: 206.216.2864

Cell: 206.786.4886

FAX: 206.577.1951

peggis@wsha.org
OR

Toni Fox-Corwin
Director, Operations
Office: 206.216.2518
FAX: 206.577.1903
tonif@wsha.org

WA Assn. of Community/Migrant

Health Centers (WACMHC)
Gretchen O’Connor
Emergency Manager
Office: 360.786.9722, x234

goconnor@wacmbhc.org
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The FY11 grant period begins July 1, 2011 and ends June 30, 2012. All
information in this guidance will reflect the new time period.

Grant #U3REP090228-03-00, CFDA #93.889

NMPLEASE MAKE SURE YOUR ACCOUNTING STAFF RESPONSIBLE FOR
GRANT ACTIVITIES RECEIVE(S) A COPY OF THIS DOCUMENT!!!

OVERVIEW AND INSTRUCTIONS

Purpose
These guidelines are being provided by the WA State Department of Health (DOH) and the WA

State Hospital Association (WSHA) to each Public Health Emergency Preparedness and
Response Region (PHEPR Region) to assist them in regard to hospital preparedness for all-
hazards emergencies as outlined in the FY11 Office of the Assistant Secretary for Preparedness
and Response Cooperative Agreement Guidance.

Background

Each region submits a prioritized line-item allocation list for equipment and education,
training, drills, exercises, and meeting attendance. These specific line items should enhance
the capabilities of healthcare partners to fulfill a regional role during disaster situations. A
multi-agency review committee evaluates and approves the lists and/or contacts the regions for
further information and/or explanation/justification of line-items, if needed.

Funding Standards
Eligibility
All health care partners participating in emergency preparedness and response planning. ASPR
requires hospitals be NIMS-compliant and document that in the report to the state, or they are
ineligible to receive any ASPR funds.

Criteria
For funding requests to be eligible under this program:
» Priorities must be consistent with the ASPR guidance and address the ASPR elements.
e Priorities must address long-term goals and/or objectives for regional preparedness.
e Priorities must include education, training, exercise, planning, meetings, and costs of
coalition involvement.
o Priorities may change due to future funding levels and/or ASPR requirements.

Requests that were denied in previous years may be resubmitted with additional justification.
These requests will be considered on an individual case basis.

Remember that all equipment purchased with federal funds is considered a regional asset, even
though considered “owned” by individual facilities. As such, equipment can be requested for
use by other agencies (e.g., emergency management, fire, etc.) within the region or state,
provided there is a declared emergency. In any other case, an MOU or agreement must exist
between the agencies in order for the equipment to be used by an agency other than the
subrecipient.

Systems for patient tracking (e.g., Salamander, et al), staff call-up (e.g., Everbridge, LiveProcess,
et al) will be considered on an individual basis. It is assumed that the healthcare facility will
fund half the initial costs of the system, since the system can be used outside of emergencies.
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Timeline
By:

o July 31, 2011 - All PHEPR Regions submit FY11 allocation-prioritization lists,
including regional projects, contracts/deliverables, including scope-of-work for
contracts with partners, such as MRCs, EMS, etc.

o August 2011 — Committee meets to review lists and notifies regions of
approved/disapproved items, as well as items needing further clarification.

o September 15, 2011 - Regions submit justification for items identified for
clarification.

o October 15, 2011 - All FY11 Equipment Acceptance Agreements due to WSHA.

¢ November 30,2011 -

> First reprioritization opportunity — lists due. Must also include final clarification of
any details required for any items flagged for further justification.

o January 31, 2012 — Final submission of all July 1 — December 31, 2011 training
reimbursement requests.

e March 31,2012 -
> Final date for ALL submissions for “C" item purchases, excluding pharmaceuticals
and training.
» Second and final reprioritization opportunity — lists due; no “C’ items can be added.
NO CHANGES WILL BE CONSIDERED/ALLOWED AFTER THIS DATE.
NO EXCEPTIONS.

e April 30, 2012 - Final date for submission of paperwork for any item having an
installation component. (examples include trailer shelving, CHEMPAK buildouts, etc.)
o June 30, 2012 - FY12 regional prioritized allocation lists due.
e July 31, 2012 - Final due date for submitting
> all January 1 through June 30, 2012 training reimbursements. If there are problems,

notify WSHA immediately so we can discuss granting an extension.
> all pharmaceutical purchases reimbursement paperwork.

IMPORTANT: If additional documentation is requested, we ask that you make your best
effort to submit that information within two weeks of the request. After review, we will

notify you about what corrections are needed. We are very clear about what is necessary to
complete the reimbursement.

Methodology

WSHA and DOH offer these guidelines to assist Regional Partners in providing a collaborative
process for the prioritization and distribution of ASPR funds. WSHA and DOH attempt to
respond to the unique requirements of each region.

FY11 Purchase Guidelines 5



EQUIPMENT PURCHASING

Explanation of regional allocation list “method” column
(In this section, “healthcare partners” will be identified as “subrecipients”.)

WSHA Purchase — designated as “A” items on the regional lists

WSHA's Equipment Procurement Manager is responsible for these items. He issues purchase
orders and forwards them to WSHA, to be forwarded to the emergency response contact(s) at
the facility(ies) indicated on the PO. IT IS THE RESPONSIBILITY OF THE EMERGENCY
RESPONSE CONTACT TO FORWARD THAT PO TO THE SHIPPING/RECEIVING
CLERK/DEPT., SO ITEM WILL BE RECOGNIZED AND ACCEPTED UPON DELIVERY. IEF
THIS STEP IS NOT FOLLOWED AND FACILITY DECLINES ITEM, COST TO RE-SHIP WILL
BE BORNE BY THE FACILITY AND WILL NOT BE REIMBURSED.

Subrecipient Equipment Purchases — designated as “C” items on regional lists
If the subrecipient is purchasing the equipment and seeking reimbursement, federal guidelines
apply. The following must be considered:

% On any items over $3,000, subrecipient must obtain three quotes prior to ordering.

% No quotes are necessary if it can be documented that this is a “single-source” item — that

no other vendor manufactures or is a distributor for the same (or comparable) item. A

statement to that effect must be included with the reimbursement request.

Because it is recognized that this equipment is sometimes actual medical equipment, the

subrecipient purchasing it makes the most reasonable choice for the organization.

Consideration is also given to requirements established for interoperability and

standardization across all facilities.

% Purchases must include an earnest effort to use Minorities and Women's Businesses
suppliers, where possible.

% When purchasing equipment that exceeds $25,000, subrecipient must verify that the
vendor or contractor is not suspended, debarred, or otherwise excluded from doing
business with the Federal Government. This is the “Excluded Parties List System”
(EPLS) on the General Services Administration website at: htfps://www.epls.gov/.

K/
o

(/
L4

Communications — designated as “D” items on regional lists

Most of these purchases are made by the DOH Communications Technology Specialist. If a
subrecipient desires to purchase such equipment, the Specialist must review and authorize the
purchase to ensure regional interoperability standards are being met and ensure the dollars
allocated by the region are sufficient to cover the costs of the project. All such installations must
be completed by April 30, 2012. Two-way radio systems require FCC licensing, the cost of
which is the responsibility of the facility; ASPR funds may not be used to pay these costs.
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REIMBURSMENT PROCESS FOR “C” ITEMS - EQUIPMENT

e = O R R e —— S e o e i |
Instructions and documentation samples are included as Appendices A, B,

and C. Each Appendix includes a checklist for submitting the reimbursement, as well
as an example packet.

APPENDIX A: “C” items purchased and paid for by subrecipient -

WSHA reimburses subrecipient - you have purchased the equipment and now
seek reimbursement for the expense.

APPENDIX B: “C” items purchased by subrecipient - WSHA pays
vendor direct -- you have purchased the equipment, and instead of paying the

invoice and submitting for reimbursement, you forward the invoice to WSHA for direct-
pay to vendor.

APPENDIX C: “C” items purchased on the Internet

!'NOTE: Three quotes are required for any piece of equipment over
$3,000, and the quotes must be included with reimbursement request!!

HINOTE: DO NOT “HIGHLIGHT” INFORMATION ON SUBMISSIONS -
When faxed, the highlighted areas are not legible!!!!

Other

If a region is allocating funds for a regional objective, such as Medical Reserve Corps,

EMS coalition activities, or other pre-approved projects:

%+ Before work begins, there must be a contract (including scope of work for
deliverables for that work, signed by both the agency doing the work and the
agency with oversight responsibility for monitoring and approving the work has
been completed.

% The signed contract must be submitted to WSHA in advance of any

reimbursement request for that work.

% When invoice is submitted for reimbursement of activities, it must be approved,
signed, and dated by the oversight agency representative. The invoice must be
accompanied by documentation that includes all receipts, invoices, proofs of
payment, and sales tax information. If request includes reimbursement for staff

time/salaries, payroll records must be submitted (see training reimbursement
checklist for details).
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Reimbursement Process for
--Training/Exercise/Meeting/Conference Attendance
and Related Expenses

Appendix D includes the instructions checklist, reimbursement template for individual
and/or groups, and a sample packet.

Related Expenses include food, materials, other supplies provided for meetings,
training, conferences, etc. (template provided in Appendix F)

Funds allocated for training are just that — training funds. If a subrecipient wants to use
the training funds for equipment or supplies (i.e., computer, training materials, videos,
etc.), they must be defined as separate line-items. If equipment is not identifed on the
first list submitted, subrecipient must wait until the designated list-reprioritization
meeting and request the change from training funds to equipment purchases.

The deadline for these reimbursements has been stated previously in this
document. But, just to reiterate:
> training completed between July 1-December 31, 2011 - due by January 31, 2012.
> training completed between January 1-June 30, 2012 - due by July 31, 2012.

All reimbursement checks are made payable to the subrecipient FACILITY (never an
individual), and sent to the attention of the designated emergency response contact on
file for that facility, unless other arrangements have been requested. This is for the sake
of consistency and tracking, since all reimbursements are submitted by that person. We
have made exceptions where a facility has requested the check be sent to a lock-box or
accountant.

Use of Funds
If you have any question related to whether a training or conference is allowable, please
contact WSHA. Examples of training include:

w online courses 4 web seminars
. instructor-led courses <% video conferences
<% blended-learning courses % satellite conferences

% self-learning

All education and training activities should relate to exercises and drills, where
possible, as well as allowable under the ASPR guidance requirements.
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Hospitals that mount a response to a real emergency (i.e., suspected terrorist activity or
a natural disaster response, such as flood, earthquake, etc.) may submit a request for
reimbursement. Following the receipt of the request and an after-action report (AAR)
from the facility requesting reimbursement, it will be considered for approval by DOH
on case-by-case basis. Event documentation must include names and signatures of
participants. As an example, if the Command Center is activated, a sign-in sheet could
be posted so all those working in the Center can document their attendance.

NOTE: Routine exercises/drills that do not test ASPR elements and /or CBRNE
elements are not considered to be reimbursable - these are considered a cost of doing
business. The event must also involve some activation of the hospital’s internal disaster
plan and/or the regional response plan and include participants from outside the
hospital.

EQUIPMENT ACCEPTANCE AGREEMENT (EAA)

Il EAA MUST BE COMPLETED AND RETURNED BY
October 15l

This EAA will cover ALL equipment received during the FY11 grant period (7/1/11-
6/30/12). No equipment will be ordered and no reimbursements will be processed for

your facility until the completed EAA is received.

If a region or subrecipient has plans to co-locate equipment with another regional
partner, that is allowed, BUT the subrecipient must remain accountable for
maintenance, repair, replacement, training, etc. for the life of that piece of equipment.
OR, subrecipient may develop an MOU that outlines the specific responsibility for the
maintenance of the equipment; this document must be submitted to and approved by
WSHA and DOH before it can be implemented.

If you are transferring equipment from one subrecipient to another, the reason for the
transfer must be explained and approved, after which WSHA will send a “transfer”
EAA template for completion by both parties to the transaction. The “transfer” EAA
must contain the specific, detailed information about the equipment being transferred.

The EAA template is included in Appendix F.
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Funds Tracking and Inventory Requirements

Grant funds are subject to the requirements outlined in:
% Circular A-110, establishing the administrative requirements for grant recipients
% Circular A-122, defines cost principles for grant recipients
% Circular A-133, outlines audit guidelines for auditors and audit clients
% Circular A-133 Compliance Supplement, defines federal compliance, suggests audit
procedures
NOTE: Even if your organization does not meet the criteria that would initiate a full A-133
audit, federal guidelines still govern how an organization must track and account for federal

funds and/or goods received.

Costs must be documented and expensed before reimbursement is requested; nothing can be
prepaid or “ordered in advance.”

Equipment and real property is defined as tangible non-expendable property having a useful
life of more than one year and an acquisition cost of $5,000 or more. This is the federal
guideline - your facility’s definition may be more restrictive, but cannot be less restrictive.

Every two years — according to federal requirements - WSHA will send an inventory
spreadsheet of all equipment received during the life of the grant (all grant cycles); this is
compiled from the database maintained at DOH. Also included will be an inventory
Equipment Acceptance Agreement (EAA) listing all grant years, grant numbers, and CFDA
numbers. WSHA will note and follow up on any differences between the physical inventory
and equipment expressed on the DOH database list provided; these must be resolved in a
timely manner.

Inventory spreadsheet will show:

% Source of equipment (grant and CFDA numbers are included on the inventory EAA)

% Who holds title (for the grant, this is always the subrecipient organization, NOT WSHA)
% Date received

K7

+» Cost of item

< Manufacturer’s serial number, model number, and/or other identifying information
Subrecipient will document:
< Whether item has been capitalized and depreciated, as defined in OMB CircularA-122
% Location and current condition (the last column on the spreadsheet)
% Disposition data, including date/means of disposal --

= If item has been lost or stolen, it is the obligation of the subrecipient to replace it.

» If item has been broken, it is the obligation of the subrecipient to repair/replace it.

» Subrecipient will maintain a control system to insure adequate safeguards are in
place to prevent loss, damage, or theft of equipment received.

» If equipment is being replaced, recipient may use the equipment to be replaced as a
trade-in, or sell the equipment and use the proceeds to offset the costs of the
replacement. This must be thoroughly documented on the inventory sheet.

* If equipment has reached the end of its depreciation cycle or useful life, recipient
must track and document the procedure for removing it from inventory.

* If anitem is transferred to another facility, the inventories of both will be adjusted.

= That adequate maintenance is occurring to keep the equipment in good condition.

If you have additional questions or need clarification on any of the information in these Guidelines, feel
free to contact Peggi Shapiro or Toni Fox-Corwin (contact information on Page 2 of this document).
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APPENDIX A:

“C” Items purchased/paid for by
subrecipient

WSHA to reimburse
subrecipient



Checklist: “C” items purchased and paid for by subrecipient —

WSHA reimburses subrecipient (see sample paperwork attached)

Check off as | SECTION #1

completed | Submit all information shown below:

1 Copy of the original invoice from the vendor.

2 Copy of any back-up documentation (detailed information
describing the purchase) if vendor invoice does not show a
clear description of the items.

3 If available, a copy of the packing slip, verifying receipt of the item.

4 If item exceeds the $3,000 threshold, you must include the two other

IMPORTANT | quotes required (your purchase is considered the third quote).

5 Attach A copy of check issued in payment for the item.

OR, 6 If payment has been made via electronic transfer, a copy of
that report, clearly showing the invoice in question.

OR,7 If payment has been made via credit card, a copy of the credit
card statement showing that item.

IMPORTANT *************SECT'ON #2 TAXES******************

I If Sales Tax If sales/use tax has NOT been charged by the vendor, your

is NOT on reimbursement request must include information that accrual and

invoice.... payment of those taxes to the WA DOR has been satisfied.

Step 1: Since this is an accounting function, the best approach is to go to staff in
your accounting department and ask if tax has been accrued and/or paid
on the item. The accounting department will know how to fill out one of
the two sentences below, which must be included in your reimbursement

acket.

Sentence 1: ‘F: verify that (institution) accrued/paid sales/use tax in

Yes, taxes the amount of $ on the report to the State Department of

were Revenue on (date). UBI# :

—_— . Signature

accrued/paid Title

Date

Sentence 2: | “l verify that (institution) has not accrued/paid sales/use

NO, taxes tax on this item. Please pay directly to the WA DOR.

were NOT Signature

accrued/paid Date Tite

If items are non-taxable — for example, pharmaceuticals or “service” -- that
should be clearly noted on the paperwork submitted.

If you have additional questions or need clarification on any of the above information, feel free to

contact Peggi Shapiro or Toni Fox-Corwin (information on Page 2 of this document).
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attach

Documentation of payment:

COPY OF CHECK - IF MORE THAN

ONE ITEM IS PAID ON THIS CHECK, ATTACH
THE REMITTANCE ADVICE DETAIL THAT
INCLUDES THIS INVOICE NUMBER.

oR
ELECTRONIC PAYMENT

RECORD — MUST CLEARLY INCLUDE

PAGES LISTING INVOICE NUMBER AND
TOTAL REMITTANCE

oR
corpYy oF CREDIT CARD
STATEMENT SHOWING LINE
ITEM HAS BEEN CHARGED




APPENDIX B:

“C” items purchased by
subrecipient

WSHA to pay vendor direct



Checklist: “C” item purchased by subrecipient — WSHA pays vendor direct
(see sample paperwork attached)

Before INVOICE CANNOT EXCEED THE LINE-ITEM ALLOCATION
submitting, | AMOUNT. If it does, you must pay the invoice and follow
PLEASE the reimbursement procedures for “C” items

NOTE: reimbursement process. (Appendix A)

If invoice is within the line-item allocation amount, follow these

directions as quickly as possible after receiving the invoice:
STEP 1: Make sure the invoice clearly identifies the item,so it can be
matched to the line-item allocation.
STEP 2: On the face of the invoice, write the following:

» “APPROVED”

» your name

> the date

» “PAY VENDOR DIRECT”
If item exceeds the $3,000 threshold, you must include the two other
IMPORTANT | quotes required (your purchase is considered the third quote).

Include packing slip showing receipt of the equipment (if available)
LAST STEP | Fax the invoice to 206.577.1951. WSHA will make every

effort to process it to meet the vendor’s stipulated due-date.
If items are non-taxable — for example, pharmaceuticals or “service” -- that should be
clearly noted on the paperwork submitted.

FYI: If sales tax has not been charged, WSHA will add and pay it directly to
the WA State Department of Revenue.

|

If you have additional questions or need clarification on any of the above information, feel free to
contact Peggi Shapiro or Toni Fox-Corwin (information on Page 2 of this document).
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