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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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2. Select “New Reimbursement Request”. 
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3. Select “Create new Expense”. 

NOTE: RFR is short for “Request for Reimbursement”. 
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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. 




