South Carolina
Emergency Management Division

Office of the Adjutant General
2779 Fish Hatchery Road, West Columbia, 5.C. 29172

HMGP Request Reimbursement Instructions

1. When viewing the project currently in progress, select the “Create New Request” option
at the top of the screen.
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South Carolina
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Office of the Adjutant General
2779 Fish Harchery Road, West Columbia, 8.C. 29172

2. Select “New Reimbursement Request”.

Create a New Request

Select the reguest you would like to create by clicking on the name of the reguest below.

count-based requests, first navigate to the Applicant or Account screen.

New Reimbursement Request

This form requests funding from the State on a given project.
Please attach copies of invoices, receipts, checks or payroll

documents to support the requested amount for reimbursemeg

New Project Closeout

This form notifies the State that work on a given project is
complete and a final inspection is needed. The approval of this
reguest will close the project and remove the need for status
reports on future Quarterly Reports.

New Scope Change

This form notifies the State of a request for a Scope of Work
Change should it be advantageous to make additional

New Advance Request

This form requests funding from the State on a given project
without having any actual doc umentation of expenses.

New Time Extension

This form notifies the State that the physic al work on a project
will not be completed by the work completion deadline. Typically
this request for an extension should be made at least 30 days
prior to an upcoming deadline.

New Project Appeal

This form notifies the State of a desire to Appeal a Federal
Dretermination regarding account or project eligibility .
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Office of the Adjutant General
2779 Fish Hatchery Road, West Columbia, 5.C. 29172

3. Select “Create new Expense”.
NOTE: RFR is short for “Request for Reimbursement”.
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South Carolina
Emergency Management Division

Office of the Adjutant General
2779 Fish Hatchery Road, West Columbia, 5.C. 29172

4. Select the type of reimbursement being requested, and provide the exact amount. When
finished, select “Create” at the top of the screen.

While comments are not required, providing details regarding your request may prevent
problems in the approval process.
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5. You will now be able to view the reimbursement being requested. If you are satisfied
with the information that you have provided, select “Submit” at the top of the screen.

Your request will then be sent to SCEMD and FEMA for review and approval.
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