Hurricane Helene Resource Tracking Instructions


If you are a Person County employee sent to assist in a disaster-affected area, accurate reporting of your time away from home is crucial for reimbursement. Follow these steps to ensure proper documentation:
1. Track Hours Worked
· Record all hours worked each day, including start and end times.
· Differentiate between regular work hours and overtime hours. Only overtime or hours spent on emergency work may be eligible for reimbursement.
2. Document Travel Time
· Include time spent traveling to and from the affected area as part of your timesheet.
· Keep a log of the dates and duration of travel, including any delays or additional time spent on travel due to the disaster situation.
3. Report Standby and Rest Periods
· Accurately document any standby time when you are available but not actively working.
4. Lodging and Time Away from Home
· Track the total number of days spent away from your home county, including non-working days if required to remain near the disaster area.
· Record the location of lodging and dates you stayed at the designated site or temporary housing provided.
5. Submit Detailed Timesheets
· Ensure that your timesheets are filled out daily and contain specific descriptions of the work performed.
· Include the disaster name, project numbers, and relevant details about the tasks you handled (e.g., search and rescue, debris removal).
6. Maintain Travel Receipts
· Keep all receipts for expenses related to your time away, including lodging, meals, and transportation costs.
· Make sure to submit these along with your timesheets for accurate reimbursement claims.



7. Coordinate with Your Supervisor
· Work with your supervisor to ensure your time and activities are properly documented according to NC DPS guidelines.
· Confirm that your time records align with the overall project reporting and mutual aid agreements in place.
8. Accurately Report Equipment Used in Emergency Response
· Record Equipment Use: For each piece of equipment used, document:
· Type of equipment (e.g., generators, vehicles, machinery).
· Hours of operation each day, including start and end times.
· The specific task or activity the equipment was used for (e.g., debris removal, emergency power supply).
· Include Operator Details: Ensure the name of the employee operating the equipment is recorded, along with their hours.
· Track Fuel and Maintenance: Log any fuel consumption and maintenance performed on equipment during the response. NC DPS may reimburse fuel costs and emergency repairs if documented.
· Use Equipment Logs: Some equipment may require detailed operational logs. Ensure these are filled out accurately and submitted with your timesheets.
9. Prepare for Audits
· Ensure all documentation is thorough and organized in case required for a NC DPS audit.
· Retain copies of timesheets, travel logs, and expense receipts as NC DPS may request additional documentation for verification.
By following these steps, you will help Person County ensure that time away from home is accurately recorded and eligible for reimbursement. Please see the attached documentation log for additional guidance on proper recordkeeping and submission requirements.

