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NORTH CAROLINA DEPARTMENT OF ENVIRONMENT & NATURAL RESOURCES

LEAKING PETROLEUM UNDERGROUND STORAGE TANK CLEANUP FUNDS

INSTRUCTIONS FOR COMPLETING A REIMBURSEMENT CLAIM AND PREAPPROVAL FORM

Claim Format

Since the beginning of reimbursement from the Cleanup Funds, the Department has used several claim formats.  The correct format to use to submit costs for your site depends on the date of the first billed invoice or when written preapproval was granted.  Initial work invoiced to the Owner/Operator/Landowner or Attorney-in-fact (client) prior to September 1, 1995 must be submitted in the “Time and Materials” format.  Initial work invoiced (dated) to the client on or after September 1, 1995 MUST use the appropriate “Reimbursement-by-Task" format.  The correct claim version to use depends upon either when the work was invoiced or preapproved by the regional office: 

· Work invoiced prior to 9/1/95:  Time and Materials claim format 

· Work invoiced between 9/1/95 – 11/30/96:  9/1/95 Reimbursement-by-Task claim format

· Work invoiced between 11/30/96 – 1/2/98:  11/30/96 Reimbursement-by-Task claim format

· Work preapproved or invoiced between 1/2/98–3/1/03: 1/2/98 Reimbursement-by-Task claim format

· Work preapproved or invoiced on or after 3/1/03:  3/1/03 Reimbursement-by-Task claim format

Please Note: In order to allow a transition to the new forms, the Department will accept claims in the 1/2/98 format for:  (1) work invoiced through 3/1/03; or (2) work performed under preapprovals signed by the appropriate regional office on or before 3/1/03.  Work preapproved or invoiced (if the invoiced work was not preapproved) after 3/1/03 MUST be submitted in the 3/1/03 format.  

If you need copies of the older claim forms (pre-3/1/03 versions), please contact the UST Section at (919) 733-8486.
______________________________________________________________________________________

**The following instructions apply specifically to the 3/1/03 version of the Reimbursement Claim.**

Please follow ALL instructions when compiling a Reimbursement Claim. This will insure timely processing of your claims.  Incomplete or improperly completed claims will be returned.

METHOD OF REIMBURSEMENT

The Department can make reimbursements by either Direct Reimbursement or Co-payment:

Direct Reimbursement

In this method, the Owner/Operator/Landowner or Attorney-in-fact documents that costs have been incurred and that theses amounts have been paid by submitting with the claim either copies of CANCELED CHECKS or a NOTARIZED LETTER from the Main Consultant/Contractor certifying that the Main Consultant/Contractor had been paid for all submitted costs; the Department prefers proof-of-payment to be a notarized letter from the Main Consultant/Contractor, listing invoice numbers and corresponding amounts.  Reimbursement check(s) are sent directly to the Owner/Operator/Landowner or Attorney-in-fact.

Co-Payment (valid only after Commercial fund deductible has been paid)

In this method, the Owner/Operator/Landowner or Attorney-in-fact and the Main Consultant/Contractor submits a copy of a signed contract or co-pay agreement showing that the Main Consultant/Contractor is to be paid from the reimbursed monies. A notarized letter, signed by both parties may be submitted in place of a contract. Reimbursement checks will be made out jointly to both the Owner/Operator/Landowner or Attorney-in-fact and the Main Consultant/Contractor; checks are sent to the Owner/Operator/Landowner or Attorney-in-fact. 

Important Note: No checks may be sent directly or written to the Main Consultant/Contractor or Subcontractors.

CLAIM PREPARATION

1. Before submitting the first claim for a site, eligibility to the Cleanup Funds must be determined by the Department.  In order to receive an eligibility determination, you must have filed an application (see UST/TF-500A).

2. Every claim must include a signed Preapproval/Claim Authorization Form, Project Summary, Certification of Costs, all 5 pages of the Primary Forms and all pertinent Secondary forms. 

3. All required documentation must be incorporated into each reimbursement claim, including receipts, subcontractor invoices, bids, and any supporting documentation that is requested in the Task Scope-of-Work Document or Secondary Forms.   Please write the Task Code number on corresponding receipts and invoices.  The Trust Fund does reserve the right to request additional documentation to support any cost claimed by the RP/Consultant prior to reimbursement of the claim.

4. When filing out the Primary form, the costs listed on the primary form should be the lesser of the invoice amount (if an invoice is required), the preapproved amount or the maximum rate and may never exceed the maximum rate.

5. Proof-of-payment must be attached if requesting Direct Reimbursement or if requesting Co-payment and the site deductible has not been met.  The first Co-payment claim must include a copy of the Co-payment agreement.

6. All Main Consultant/Contractor invoices and proof of payment must be behind the Certification of Costs form.

7. Submit only one original claim package to: DENR, DIVISION OF WASTE MANAGEMENT, UST SECTION, 1637 MAIL SERVICE CENTER, RALEIGH, NORTH CAROLINA 27699-1637.
8. Failure to follow the proper claim procedures will result in unnecessary delay in the claim review, non-payment of the claim preparation task for each error and/or return of the claim package.  If returned, the claim will be placed in date order on the date the corrected claim was returned.

Frequency of Reimbursement Claim Submittals

Sites eligible for reimbursement may not submit claims more frequently than quarterly (one claim per site every three months).  Claims are to be submitted only on an individual basis in chronological order based on when the work was performed.  For claims filed where preapproval was required from the Department for the work and the associated costs, then multiple preapprovals for a single site or incident may be submitted in a single claim package following the one claim per quarter policy (as outlined in the Claim Submittal Policy Letter of 4/15/02).  Each preapproval submitted in the claim must be closed upon submission of the claim and will not be allowed to be carried over to another claim. 
MAXIMUM RATES

The maximum rates in the Price List and Primary Forms represent what the Department has determined to be the maximum reasonable and necessary costs for certain tasks.  Reimbursement will not be made for any costs that exceed these rates.  If the cost incurred by the Owner/Operator/Landowner or Attorney-in-fact for a given task is less than a specified maximum rate, they will only be reimbursed for what was actually incurred for performing that task.  For example, if a Owner/Operator/Landowner or Attorney-in-fact paid a Consultant/Contractor to perform a certain task for $2,300.00 and the maximum rate for that task is

$2,800.00, then the Owner/Operator/Landowner or Attorney-in-fact may only request the $2,300.00 amount.  The Owner/Operator/Landowner or Attorney-in-fact can only seek reimbursement on tasks that have been COMPLETED.  The Department WILL NOT process any claims for partially completed tasks.
BIDDING

Tasks that require bids are indicated in the Primary Forms, the Price List, and the Task Scope-of-Work Document.  A minimum of three written bids must be obtained for these tasks if the cost exceeds $2,000 unless otherwise noted.  No markups are to be added or are to be required to be added to a bid by the consultant.  If the Main Consultant/Contractor wants to bid on the task, all three bids must be notarized with the Main Consultant/Contractor’s notarized bid predating the other two bids.  Notarization of bids are not required if the Main Consultant/Contractor does not bid on the task.  A copy of the bid request and all bids received must be submitted with the claim.  Bids are to be broken down into the corresponding task codes as described in the Reasonable Rate Document by the bidder and must be listed as such on the bid.  Failure to do so will result in the bid not being accepted.

Don't forget to:

*
Submit one original only of the entire reimbursement claim.

*
You must notify us in writing of any changes in addresses and tax identification numbers. Failure to report correct information will result in unnecessary reimbursement delays.

* 
Notarize the Certification of Costs.

* 
Notarize main consultant payment letters listing each invoice number and invoice amount.

*
Type information on ALL forms (all forms have been designed in Excel 97.

*
Make sure all totals from the Main Consultant/Contractor invoice listed on the primary form are the lesser of the invoice amount (if an invoice is required), the preapproved amount or the maximum rate and may never exceed the maximum rate.

*
Submit all necessary Secondary Task Claim forms.

* 
Attach all subcontractor invoices and receipts to the Primary and Secondary Form(s) as instructed on the forms.

* 
Make sure the corresponding Task Code number is written on ALL invoices, bids, and receipts.

* 
Attach all bid requests and all required bids to the appropriate secondary forms.

* 
If an Owner/Operator/Landowner or Attorney-in-fact performs any task, an itemized invoice on company letter head must be generated and included in the claim.

* 
Please calculate all quantities of days (for an example see Task 3.1000) to the nearest quarter hour.

Do Not:

*
Submit personnel time sheets.

* 
Submit analytical results, unless requested within the Reasonable Rate Document.

* 
Submit claims for partially completed tasks (e.g., CSA and CAP reports).

* 
Submit blank Secondary Forms.

Preapproval

Written preapproval of both tasks and associated costs must be received from the appropriate regional office before work is performed in order to receive reimbursement from the Cleanup Funds [N.C.G.S. 143-215.94E(e2) and 15A NCAC 2P.0402(b)(9)].  Preapproval must be obtained even if Fund eligibility has not been determined if later reimbursement will be sought.  Tasks or phases of work requiring preapproval include:

· All work (including pre-Corrective Action Plan monitoring) performed after completion of a Comprehensive Site Assessment Report and a Soil Assessment Report.

· All aggressive fluid-vapor recovery events after completion of the first event.

· Any task in the Task Scope-of-Work Document that is defined as requiring preapproval.

Except where otherwise noted, work performed during initial abatement and assessment phases and during, as determined by the Department, emergency response actions do not require preapproval.  

Preapproval Procedures

1. A completed signed Preapproval/Claim Authorization Form and a proposal detailing the work to be performed at a specific site must be submitted to the appropriate regional office for preapproval.  The proposal must describe the scope-of-work and the rationale for conducting the proposed activities. The proposal must include an itemized listing of the specific task codes and costs associated with each task.

2. Once approval is granted, the regional office will send a copy of the signed preapproval form directly to Main Consultant/Contractor.  If preapproval or a change is authorized over the telephone, it is the responsibility of the consultant to prepare a written preapproval or change form as outlined above and ensure that this document is signed by the regional office within one week of the verbal authorization.  Failure to acquire this document will result in non-payment of the costs.

3. After receiving the signed preapproval form, the approved activities may be initiated. 

4. After the work has been completed, the Preapproval/Claim Authorization Form will serve as the cover to the reimbursement claim that is submitted to the Department. 

5. If the Main Consultant/Contractor discovers that unexpected tasks must be performed and/or costs will be incurred that will exceed the preapproved amount, the Main Consultant/Contractor must submit an Amended Preapproval/Claim Authorization Form along with written justification to the regional office.  This form (which replaces the earlier “Change Order Form”) must be signed and received from the regional office prior to conducting the additional work.  The Amended Preapproval/Claim Authorization Form must contain both the tasks and costs previously approved in the initial preapproval as well as all tasks and costs approved as changes to the original preapproval.  If used, the Amended Preapproval/Claim Authorization Form will serve as the cover to the reimbursement claim that is submitted to the Department.

APPEALs

When appealing reductions made to audited State Trust Fund claims, the following format and information is required.  Appeals not adhering to this format will be returned.

1. The subject section of the appeal letter should look as follows:

SUBJECT:

Site Name, Incident Number






Site Address, County






“Appeal to the Claim for $” (original claim amount requested)






“Amount of Claim Being Appealed:  $”






(consultant to determine this amount)

2. A copy of the corresponding State Trust Fund audit letter must be attached.

3. Detailed justifications and associated appeal amounts must be noted per task reduction.  These justifications should follow the point-by-point format of the audit letter.

4. Any required technical or accounting documentation (reports, bids, invoices, etc.) must be attached.

5. Appeals are not to be used to:

· Add additional costs not in the original claim.

· Add pre-approvals not in the original claim.

· Correct errors or omissions or oversights in preparation of a claim.

If any of the above items are necessary, then it is the responsibility of the responsible party and or their designate to contact the UST Section and pull their claim prior to processing.  Once processed, a new claim will need to be submitted.

Please Note: Reimbursement is not allowed for costs to prepare appeals to claim reductions.
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