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1. When submitting the 2003 RRD Claim Forms please be sure to have the claim arranged in the
following order:

• All six pages of the Primary Forms in order
• Project Summary
• Certification of Costs
• All pertinent secondary forms/invoices/receipts in numerical sequence by Task Code Number
• Pre-approval / Claim Authorization Form
• Main Consultant/Contractor Invoices and Proof of Payment
• Any additional information necessary to support the claim.

Appeals
1. The appeal process is designed to allow additional explanation of reimbursement reductions and/or to

bring accounting errors made by the State Trust Fund to our attention.  If the appeal is for an
accounting error, it will be handled by Trust Fund Branch accounting staff.  If the appeal is for a
technical reduction made by regional office staff, then a detailed explanation will need to be provided
and the appeal will be reviewed by technical staff in the Trust Fund Branch in concurrence with the
regional office incident manager, as specifics dictate.

2. Only one appeal request may be submitted per claim. It must include the claim number, the task codes
for all items that are being contested, the total dollar amount of the appeal request and a valid
explanation to refute the reduction along with any required documentation to support the appeal. If the
appeal is for a reduction related to a report not received by a regional office, the report should be
submitted to the regional office prior to filing the appeal. Both the responsible party and the consultant
must sign the request for appeal.  Any further requests for reconsideration of reductions must be in the
form of a request for final agency decision. A request for final agency decision may only be submitted
by the tank owner, operator or landowner.

3. An appeal to an existing claim cannot be used to insert items left out of the claim.  If you discover that
items were left out of the claim and review of the claim has not been initiated by Trust Fund Branch
staff, you may request that it be returned for correction.  Upon resubmittal to the State Trust Fund, it
will be placed in line for processing based on the date it was received by the State Trust Fund as
corrected.

4. An appeal for costs that were not included in a closed claim (a claim for which an audit letter has
already been sent to the claimant) will not be processed and will be returned.

5. An appeal may not be submitted prior to the issuance of an audit letter for the claim in question.

6. An appeal for task reductions that exceed the posted maximum rate will not be allowed unless the
reduction is an accounting error by the State Trust Fund.

Thank you for your cooperation.  If there are any questions, please do not hesitate to contact me at (919)
733-1332.

Cc: Grover Nicholson
Rob Krebs
Ruth Strauss
CO STF Staff


