
EMPG STAFF JOB DESCRIPTION 

Jurisdiction Name Fort Bend County 

Staff Member Name Co11aer1a Payne 

Position Title Admfnlllrallve Manager 

Description Preoared By Co11aer1a Payne 

Date Prepared 0113111& 

JOB DESCRIPTION 
Iii Current Job Desaiption Attached 

A. Provide a general description of the duties performed by this staff member. 

0See8elow 

B. If this staff member performs both emergency management duties and other duties, identify the specific 
emergency management duties perfonned. 

TDEM-68 
12/14 

Retain a copy of this description for future use. 



JobTJUe: 

Deparlment 

SUpenlisor: 

SupelJfaea: 

SIP/DOT: 

----------- ··- ---·-

Fort Send County Job Description 

AdmlnlabatMt Manager Jab Code: J09104 

Ofllca of Emergency Management Department Number: 6801 

Emelgency Management Fl.SA stalus: NE 
Coordinator 

aerlclll Job Glade: 9 
Clarkl 

NIA Polloy Group: PIM 

•.. - -ciitectlvia·~ ind opanitlan al the Ollica of Emefgency 
Management. Partlclpafea rn plannfng al prognuns, poficfes or 
olPdfves far own work group and department 

Esaenffal Duti8s and Rssponallflllle 
Provides admlnfalnltlve support: achedules staff meetings, coordiratee sahadules 
and office calendars. mafntalns office auppllea and schadullng malnlanance of 
offlGe aqufpnent. 

• Perfamls duties of the Offtce Manager; manages dally admlnfsb'allve WDl1dlow and 
aclMlfea ti the office Including PIBP81 atfon of corraapondence and reports. 
colZaclfng and proC888fng bl-waeldy payroll, reconclling ftnancfaf stalementa and 
mmdfulfng aft'ice budget. prapandlon and praceaalng of purchaae requlaftfone and 
mabdenance fl office files and records. 

• Respoalalblefarproceaalng all procuramentpapmworkfordepmlment. 

• Perfonns admln&b atlWcf&lfcal support tB8kB, lncludlng providing. conalatBnt ofllce 
CDlllllWl*8llDI (Wfth talephane, e-mafl, fax. radio) fD County management, olhar 
County agencies, atal8 and federal agencfes, other JurtsdJdfons, prtvale lndualry, 
ptvate emagency support oiganizatlons and the public. 

• Pelfonns fiscal funcUons ndating to federal and state grant programs, lndudrng 
preparing, mafntalnlr.i, and coordinating federal and alBte grant prognuns. 
fnoludfns bdllpiatlng grant gufdellneslragulalfona. working wllh fiscal and 
oparadanal ataff within other agencies for grant appffcatlon and management 
purpoaas. monfturfng gmnt compllance. pNpal'lng perlodlc compflance reports on 
fiscal ataluB of grants BB raqulred. and asslatfng with budget prepandfona. 

• Aasl8ls with development and coordination of, and partfcfpatas In emergency drfllB 
fn conjuncllcn with County departmenta and axl8mal oigarrtadfons. 

Crnfed: ____ _ 
Page1 of4 

ModJfted: Jam.my 2(]09 Replaced by: ___ _ 
Department Review: ___ _ 



·-.... ---------------------------··-· - . :.... ... ., ,, .. • 

Fort Bend County Job Description 

JobTllla: JobCode: J09104 

• A88lata wllh development and mmiagement of the l8llOUR:e llblmy far aU OEM 
doaananfs for use IP/ both the OEM. other departments and orgmllzatfona, and 
thepubftc. 

• Reaponall>fe for monllorlng condllfons which DOUfd develop lnlo an araa 
emergency and alerting offfce peraonnef rag&Rllng condltlona. 

• 

NOTE: The duties B8fBd above are Intended only as IUuatratlOr• "ti the varfoua tYPea of woitc 
that may be perfonned. The omission of specific etatameada cl dullas does not exclude 
them tom the paallfon If tha work Is afmDar, ralatad, or a logfcal aaalgnment to 1he position. 

MIMMUM JOB REQUIREMENTS: 

Experfence: • 

Slclls and Abllltles: 

High School Olploma/GEO 

3 years Job-related admJnistrallve/clericaJ experience; epecific 
emergenoy management or anergency raapo1188 experience Is 
pnlferrad 

Strong compuler and typing aklDa (minimum of 36 WPM), wrbal and 
wrlllan communlcatfon, and m;anlzallonal aldlla; rnterperaonaJ akfll8 
and ablDty ta deal effecllvely wHh the pubic, other amployaea. and 
elect8d offtclals; ablDty to work olhar than nonnal wmtdng hounl during 
emergencies. 

Creatad: ___ ~_ 

Modlfted: JaDUaJY 2009 
Page2of4 

Replaced by: ___ _ 



JobTllle: 

Specfal 
Requlranenfs: 

SUpervfalpn 
Ragulf!ld: 

Pbyllcal 
pemanda: 

Fort Bend County Job Description 

Job Code: J09104 

OffJce of Em8lgenoy Management . Oeplrbnwd Number: 6801 

Thia position raqufras 2A-hour an-call avallabllty wllh extended 
perfods of WOik poaalble due to emergency alluatfonl. 

. 
Fort Bend COUr1f1 employeaa 818 mcpedad to &.me prafaaalonal 
c:ourtasy, dfsClallun and sound judgment whan angagfng In any 
contaot wilh co-worfcars, cuatomara. vandors, vlaftma and/or other Fort 
Band County amployeaa. EmploJaaa are also raaponalble for but not 
lfmJtad to, the folkMq behavfand eorpeotatfons: mafntalnlng 

. Info 

'TypBWraat-
Fax Machine 
carcutator 

Madfcal Equipment 
\lkfau(Audlo Equipment 

DaDy contact with CC>-WDlfcsrs, department employees, and the general 
pubDc to provld8 88l'Vfce and/or lnfonnalloli; fraquant contact with 
elected otriclals and outside community organlzatfana to provfde 
service and/or lnfcrmatfon; oocaalonal c:onlact with '8g' datory agency 
personnel and contraclDrBM9nd to pnMde 88Mce ancf/or 
lnfonnalfon. Contact may be In peraon, wrtlfna or 11/ talaphona. 

Job dUfiaslreBpanslb 818 perfonned Independently within 
eatablshed guldaUnes and pn>cadur8a. UOtaJll or norH"OUtfne 
aftuaflons are ref'ened to and ~by the aupervfaor. 

Raqulras dally sitting, talkfng, llatenfng, and use of hands and/or 
fingers to grasp. handle, plclHlp, pinch. type, or feel; frequent 
atandfngs, walkfng, clmblng, balanclng. stooping, crawflng, kneellng, 
crouching, and reaching with hands or arms; occaafonal Dftfng of 
objects up to 10 pounds; cloae vlafon, abUlly to distinguish c:olors, and 
ablllty to adjust focus. • 

craatBd: _______ _ 

Modified: Janu"Y 2009 
Page3of4 

Replaced by: __ _ 
Department-Ravtevr. ___ _ 



- .. .. . . . . .. 
J·:-·-~ .. --::-:r~,-· .-·~..:-:-~~- ;~:...~~:..s:~-r: .. ~..,.. ... _..-;f :~~-----· ----·-----------. 

Job Tiiie: 

Department: 

Fort Bend County Job Description 

JobCode: J09104 

Office of Emergenc.y Management Department Number: 5801 

Wark 18 pelfarmed prfmarlfy Jn It clfmafe cantrolled open. work area 
ahmad wilh alhar emploJee8 and Ja open to publfc and office trafflc. 
Noise level Is modende. 

Phyalcaf demands and work envfranment chmactedstlce dasQfbed 818 raprasentatlva of 
thole that must be met or ara enCOll'lterad by an ~ to 8UGCB8Bfully pmform the 
aaaantlal fUnclfons of this Jab. Reasonable accommodallons may be made to enable . 

perfemtthe aaasntfaf.:Mlclller11;------------lll-~-
·• · - ·-..... .. .... ··-· ·-··- .. . -. . . . .. . 

The job desafptfon does not conatftute an employment agl8el1la'd between the employer 
and employee and la subject to change by lhe emplO)W aa the needs of the employer and 
l1lqUframent& of the job change. 

Created: ___ ..,......~ 
w January 2009 

Page4of4 

Replaced by: __ _ 

DeparbnentRevrew:----~-



EMPG STAFF JOB DESCRIPTION 

Jurisdiction Name Fort Bend County 

Staff Member Name 
Position Title Clerk Ill 

DescrlDtion PreDared By Colleen& Payne 

Date Prenared 01/31/16 

JOB DESCRIPTION 
Ii) Current Job Description Attached 

A. Provide a general description of the duties performed by this staff member. 

0SeeBelow 

B. If this staff member performs both emergency management duties and other duties, identify the specific 
emergency management duties performed. 

TDEM-68 
12114 

Retain a copy of this description forfuture use. 



--· -~··- .. -·----·-- -····--·------------·--
--------

Fort Bend County Job Deacliptlon 

JobTllle: Clerk nr JobCode: J07008 

Oepal1ment Office of ~rgency Management Oepmt111e11t Number: 6801 

Supervfaor: Admlnlatratlve Manager RSA Slalua: NE 

SUpeMses: NIA JobGrade: 7 

SJPIDOT: · NIA Pallny Group: A/C 

Job 8Lsmnary: Provides adrnfnlatralfve and clartcal auppalt ID the depal1menl 
Partfclpafas fn planning d pn>g1ams, paDdes or objacllvaa for own 

Essential Dulles and Raaponalblflla& 
• Provfdas admlnlstratlwe support to the depaltlnent. fndudlng preparing 

pap8IWOdc for various ftmclfons 8UCh as depaalnadaf HR actfons. 
Cammfasfonars Court agenda ltemB, budget.,,........ and purc:haalilg. 

• Prlparaa correspondanm and enauraa all nallllcallans. fllinge, and related 
pap8IWOdc la PIDP811Y oompJelad. 

• Prapanls and dlstributas man. 
• Maintains flies and records for the department. lncludlng databaaaa and hard 

fUes and plans. Mafnl8fns emergency contacl datpbf18e 

• Asafsl8 with pun:haalng aclivflle8 fndudfng pmcaall191equlaHlans and 
malntaJnqJ a punlhaae order lradcfng epremlahael AaalalB In bac:klng 
department rnventory and euppllas 

• ParUdpatas fn actlvaffons af the Emergency Operallot11 Cenlar. Aaelafs with 
admlnfstndive taalc8 aaaoclated wfth lbe activation of the EOC-auch as traval 
arra1V8JT181118. ralmlnnementB, and aupplles. Aafa the department dwlng 
emergency adlvalfons. 

• AB8latB In pr&parlng acenarfos and coordlnalel 8Clhedufe for annual exen:Uea 
and training. 

• Support& staff to ensure complJance of grants pun:haaea and raquframents ara 
monltDred and met. 

• Partfcfpatas In aclfvltfes and dulles related 1o emergency management dUrfng a 
local stafe of dlsaater as dfJ9clBd by apprvprlata county managers. 

Created: ___ _ 

Modffled: January 2009 Replaced by: __ _ 

Page 1 of3 

Depmbnent RevfeW:·----

I 



----------·------

Fort Bend County Job Description 

JobTltle: Clark Ill JobCode: J07008 

Department Oftrce of Emergenoy Management Department Number. 5801 

NOTE:The dulies Bated above ar& lnlended only aa llluabatlona of the various flp8B of 
work that may be parfmmed. The omlaafcsn of apeclflc atalamenl8 of dulfea does not 
exclude them from the poallfan If the work Is afmUar, l8lalad. or a logical assignment iD 
the posftlon. 

MINIMUM JOB REQWREMENTS: 

~ ~- . -- ... H;Qfi sChOol·o1p1cimiiGB:f . . . 

Sldlla anc:f Mlllllas: 

Essential 
Behavf oral 
E!!!Ad*na: 

Equipment Use¢ 

2 year8 job ralalad axpelfence • 

. 
8tRmg computer and typing akllla (minimum of 36 WPM), verbal and 
wrfllBn c:ommunlcalfOri. and arganfzalkll 181 afdlls; lnterperaonal eldlls 
and ability to deal atradWalf with the publlc. other employees, and 
elacled ofllclals; ablllty to work olher 1han normal wortcfng houra 
cturfng emergencies. 

Thrs paallfon l8qllres 24-haur an-call avalfabfJlly with extended 
periods of wark poaalble due to 8ll18Ql8l1CY llluatlonB. 

Fort Bend County employees 818 expaoted to use p1 A aalonal 
courtaay, dlacnffon and sound judgment when engaging In any 
contact with co-warlcerl. custormn. wndors, 'Visitors andfor other 
Fort Bend County employees. Employees are also raaponatble for 
but not IJmlted to. the fDllowlng bahavforal axpeclalfons: maintaining 
conftdentfallly of buafneaa knowledge and employee lnf'onnallon. 
mafnlafnlng profeaafanal rvlaflone whfle engaging In job i'81atad 
laakB, cooperallng wllh othels to resolve conftlct and aohleve goals, 
mafntafnfng a pleasant atllluda whlle leavlng peraonal buafneas or 
lssueelproblem8 outside of the WOik place. 

Telephone 
Paraanal Computer 

Photocopier 
camera 

Typewrftar 

Created: ___ _ 

Fax Machine 
Calculator 

MedlcalEqulpmant 
Paga2of3 

Department-Review:-· -· --
Modlfted: January 2009 
Replaced by: __ _ 



JobllUe: 

Depabnant 

W9lk 
Envfm"""'""Q1 .... !181"'"nt 

Fort Bend County Job Description 

Clerk Ill JabCDde: J07008 

Olloe of Emergency Management Department Number: 5801 

Two-Way Radio 
Automablfe 

Daffy contac:t wfth co-worfcens. department empJoyees. and the 
general pubffc ta provide am*8 and/or lnfomaatfon; fraquent 
contact wllh elactad alliclala and aulBlde communfly orgaitadlans 
lo provide aervlce and/or lnbmatlorr, occaalonal contact wllh 
regulatary agenoy pe110111181.and oontracfDraWndc to provide 

telephone. 

Work& under general fnslrucllons, following eslBblJahed standards. 
RaaullB n revfawad at complelfon of 88Sfgned job or project. 

Requlr8e dally afttlng, taOdng, llatenlng, and 1188 of hands Sidor 
tlngn to grasp. handle, pick-up. pinch. type. or feel; ft8quent 
atandfnga. walklng. c:llmbfng, balancfng. elDoplng, c:rawlfng, 
lcneeJfng, crouchlnQ. and raachlng wfth hands or anna; occaalo.181 
Oftfng of objecfs up to 10 pounds; close vlaJon. abllty fD dlatlngulah 
colora. and ablUly 1o adjust focus. 

Wol1c 1s performed pr1mar1y rn a cUmata contrurred open, wudc 11811 
aharad with other employees and is open to public m1d office trallic. 
Noise level fa moderata. 

PIJYlfcal demands and work environment chmacterfstfca deacrtbed are mpr888l'llBtlva of 
those that must be met or 818 ancounlerad by an employee to auccaaaf'ully perform the 
eaaenflal functions al tis Job. Reaaonabfe acx:ommodalfDJ'll nay be made to enable 
lndJvlduala with dlaabllllles to perform the esaenffal fUnc:lfona. 

The Job dasarfptfon does not conslltule an employment agreement belwaen the employer 
and employee and f8 aubject to ohange by the employer as the needs of1he ~ 
and requlramenlB of the job change. 

Craatsd:-...,..._....,...,..,..-
Modlfted: January 2009 Replaced by: __ _ 

Page3ofS 

DepartmentR&vleM ___ _ 



EMPG STAFF JOB DESCRIPTION 

Jurisdiction Name Fort Bend County 

Staff Member Name Kr1s11e Pena 

Position Tltle Clerk 1 

Description Prenared Bv eoaeena Payne 

Date Prepared 0113111& 

JOB DESCRIPTION 
Ii) Current Job Description Attached 

A. Provide a general description of the duties performed by this staff member. 

0SeeBelow 

B. If this staff member perfonns both emergency management duties and other duties, identify the specific 
emergency management duties performed. 

TDEM-68 
12/14 

Retain a copy of this description for future use. 



Joblille: 

Department 

Contacts: 

Wmtc 
Emrirpnmant 

Fort Bend County Job Description 

Clerk I JobCode: J05005 

Office of Emergency Management Deparlment Number: 5801 

DaDy contac:t wilh co-workens, deparbnent employees, and the 
general pubDc to provide service and/or information; fraquent 
contac:t will alaclad olliclals and outaide community organizatfons 
to provide service and/or lllfonnatian; occaaional conlact with 
regulatory agency per&Olmel and contractoralvanora to provide 
service and/or lnformalion. Contact may be In person, writing, or by 
telephone. 

Requires dally silting. talking, llatening, Md use of hands ..Uor 
fingers to grasp, handle, pick-up, pinch, type, or feel; frequent 
standings, walking, climbing, balancing, stooping, crawling, 
kneeling, crouching. and reaching with hands or anna; occasional 
lilting of objects up to 10 pounds; cloaa vision, ability to distinguish 
colors, and ability to adjust focus. 

Work la performed primarily In a climate controlled open, work area 
shared with other employees and Is open to public and office traffic. 
Noise level Is moderate. 

Phy8lcal demands and work environment characaistics desaibed ant reprasentalive of 
l108e that must be met or m& encountenld by an employee to succeaafully perform the 
essential funcllona d this job. Reaaonabte accommodations may be made to enable 
fndivlduals with dlsablllties to perform the aaaantlal functions. 

The job description does not constitute an employment agreement betv.teen the employer 
and emplo)'ee and is subject to change by the employer as the needs of the employer 
and requirements of the job change. 

Creatad: ___ _ Page3of3 
Modified: November 2009 
Replaced by: __ _ DepadmentReview:~---



Fort Bend County Job Description 

JobTdle: Clerk I JobCode: J05005 

Oftice of Emergency Management Department Number: 5801 

MINIMUM JOB REQUIREMENTS: 

Skills and Ahl!iffA!r 

Eaulpment Used: 

1 year job relal8d experience. 

Strong Computar and typing alcila (minimum of 35 WPM), verbal and 
written c:ommunlcallan, and organizational aldUs; Interpersonal 8klll8 
and ability to deal etredlvely with the public, other employees, and 
alecled offic:iala; ability to work other than normal working hou18 
during emergencies. 

This poailion 19qulras 24-hour on-call availability with extended 
periods of work poeaible due to emergency situations. 

Fort Bend County empqeea 819 e>epeeted to use prdasaional 
courtesy, diaaation and 80Uld judgment when engaging In any 
contact wlh co-wartaa. c:uatomera, vendors, vlaltora andlor other 
Fort Bend County employees. Employees 819 also reaponaible for 
but not llmil8d to, the following behavioral expactatlona: maintaining 
confidentiality of bualneaa knowledge and employee Information, 
maintaining pnJfeaaional r&latfona wtule engaging In job l9lated 
tasks, c:oopaaling with others to rasolve conflict and achieve goals, 
maintaining a pleaaant atlltude while leaving personal buainaaa or 
ill8uealproblem oulBlde of the work place. 

Telephone 
Personal Computer 

Photocopier 
Camera 

Two-Way Radio 
Automobile 

Typewriter 
Fax Machine 
C8lculator 

Medical Equipment 
Video/Audio Equipment 

Page2of3 
Created: ______ __ 

Modlliad: November 2009 
Replaced by: __ _ Department Review: ___ _ 



Fort Bend County Job Description 

JobTIUe: Clerk I Job Code: J05005 

Department: Office of Emergency Management Department Number: 5801 

Supervisor: Administrative Manager FLSA Status: NE 

SupaNiaas: NIA JobGrade: 5 

SIP/DOT: NIA Poley Group: A/C 

Job SUmmary: Provides derical support to the department Participates In planning of 
programs. poldes or objectives for own work group and department. 

Eaaanlial Outias and Reapo11albllitias: 
• Pruvides clerical and adminlabative support to the deparlment. Including but not 

fmited to ml8W8ring talap;,cna, greeting visitors, maintaining emergency 
contact databaae 

• Asaista with varicu tasks including travel arrangements, reimb&.nementa, 
Commisaionera Court agenda ll8m dialribution, and preparing Media Room for 
meetings. 

• Prepares and dlalributea mail 

• Maintalna files and racords for the department, including dalabmea and hard 
files and plans. 

• AaalstB in tracking department inventOry and supplies. 

• SUpports staff tom laskB are completed in a timely mm mer. 

• Participatea In acllvallona of the Emergency Operations Center and aaalals the 
depm1ment during anagency acllvallona related to emergency management 
during a local state of diaaster as dir8cted by appropriate county managers. 

NOTE: The duties lialed above are Intended only as illustrations of the varfot.8 types of 
work that may be performed. The omlaalon of specific 8bdementa of dutle8 does not 
exclude them from the position if the work is similar, related, or a logical 888ignnalt to 
the position. 

Cnlated: ----- Page 1 of3 
Modlftad: November 2009 Replaced by: ___ _ 

DepartmentReviaw:~-----



FOR 

FY 16 

FEDERAL EMERGENCY MANAGEMENT AGENCY 
SUMMARY SHEET FOR ASSURANCES AND CERTIFICATIONS 

CA FOR (Name of Applicant) 
Fort Bend County 

O.M.B. No. 3067-0206 

Expires February 28, 2007 

This summary sheet includes Assurances and Ce11ifications that must be read, signed, and submitted as a part of the 
Application for Federal Assisfance. 

An appl.icant must. check each item that they are certifying to: 

Part I 0 
Part fl El 
Part III El 

PartlV 0 

FEMA Form 20-16A, Assurances-Nonc.onstruction Programs 

FEMA Form 20-t6B, Assurances-Construction Programs 

FEMA Form 20-16C, Certifications Regarding Lobbying; 

Debarment, Suspension, and Other Responsibility 

Matters; and Drug-Free Workplace Requirements 

SF LLL, Disclosure of Lobbying Activities (lf applicable) 

As the duly autholized re.presentative of tJ1e applicant, I hereby certify that. the applicant will comply with the identified 
attached assurances and certifications. 

Robert Hebert Coun Jud e 
Typed Name of Authorized Representative Title 

Signature of Authorized Representative Date Signed 

NOTE: By signing the certification regarding debarment, suspension, and other responsibility matters for primary covered 
transaction, the applicant agrees that, should the proposed covered transaction be entered into, it sball not knowingly enter 
into any lower tier covered transaction with a person who is debarred, suspended, declared ineligible, or volunta.-ily excluded 
from participation in this covered transaction, unless authorized by FEMA entering into this transaction. 

The applicant further agrees by submitting this application that it will include the clause titled "Certification 
Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion-Lowe1· Tier Covered Transaction," provided by 
the FEMA Regional Office entering into this covered transaction, without modification, in all lower tier covered transactions 
and in all solicitations for lower tier covered transactions. (Refer to 44 CFR Part 17.) 

Paperwork Burden Disclosure Notice 

"Public reporting burden for this form is estimated to average 1.7 hours per response. Burden means the time, effort and 
financial resources expended by persons to generate, maintain, retain, disclose, or to provide information to us. You may 
send comments regarding the burden estimate or any aspect of the form, including suggestions for reducing the burden 
to: Information Collections Management, Federal Emergency Management Agency, 500 C Street, SW, Washington, DC 20472, 
Papeiwork Reduction Project (3067-0206}. You are not required to respond to this collection of information unless a valid 
OMB control number appears in the upper right corner of this form. Please do not send your completed form to the above 
address. 

FEMA Fonn 20-16, FEB 01 



FEDERAL EMERGENCY MANAGEMENT AGENCY 

ASSURANCES-NON-CONSTRUCTION PROGRAMS 

Note: Certain of these assurances may not be applicable to yonr project or program. If yo• have any questions, please 
contact the awarding agency. Further, certain Federal awarding agencies may require applicants to certify to 
additioaal assurances. If such is the case, you will be notified. 

As the duly aathori7.ed representative of the applican~ I certify that the applicant: 

1. Has the legal authority to apply for Fedenl assistance, 
and the institutional, managerial and financial capability 
(including funds sufficient to pay the non-Federal share of 
project costs) to ensure proper planning, management and 
completion of the project described in this application. 

2. Will give the awarding agency, the Comptroller 
General of the United States, and if appropriate, the State, 
through any aathori7.ed representative, access to and the 
right to examine all records, books, papers, or documents 
related to the award; and will establish a proper accounting 
system in accordance with generally accepted accounting 
standards or agency directives. 

3. wm establish safeguards to prohibit employees from 
llling their positions for a purpose that constitntes or 
presents the appearance of personal gain. 

4. Will initiate and complete the work within the 
applicable time frame after receipt of approval of the 
awarding agency. 

5. Will comply with the Intergovernmental Personnel 
Act of 1970 (42 U.S.C. Section 4728-4763) relating to 
prescribed standards for merit systems for programs 
funded under one of the nineteen statutes or regulations 
specified in Appendix A ofOPM's Standards for a Merit 
System of Penonnel Administration) 5 C.F.R. 900, 
SabpartF). 

6. Will comply with all Fedenl statutes relating to 
nondiscrimination. These include bat are not limited to: 
(a) Title VI of the Civil Rights Act of 1964 (P.L. 88-352) 
which prohibits discrimination on the basis of race, color 
or national origin; (b) Title IX of the Education Amendments 
of 1972, as amended (20 U.S.C. Sections 1681-1683, and 
1685-1686), which prohibits discrimination on the basis of 
sex; (c) Section 504 of the Rehabilitation Act of 1973, as 
amended (29 U.S.C. Section 794), which prohibits 
discrimination on the basis of handicaps; (d) the Age 
Discrimination Act of 1975, as amended (42 U.S.C. 
Sections 6101-6107), which prohibits discrimination on the 
basis of age; (e) the Drug Abase Office and Treatment Act 
of 1972 (P.L. 92-255), as amended, relating to 
nondiscrimination on the basis of drag abuse; (f) the 
Comprehensive Alcohol Abuse and Alcoholism Prevention, 
Treatment and Rehabilitation Act of 1970 (P.L. 91-616), as 
amended, relating to nondiscrimination on the basis of 

FEMA Fonn 20-16A, JUN 94 

alcohol abase or alcoholism; (g) Sections 523 and 527 of 
the Public Health Service Act of 1912 (42 U.S.C. 290-dd-3 
and 290-ee-3), as amended, relating to confidentiality of 
alcohol and drag abuse patient records; (h) Title VID of the 
Ovil Rights Acts of 1968 (42 U.S.C. Section 3601 et seq.), 
as amended, relating to nondiscrimination in the sale, 
rental or financing of honsing; (i) any other 
nondiscrimination provisions in the specific statate(s) 
under which applicatio• for Federal assistance is being 
made; and (j) the requirements of any other 
nondiscrimination statate(s) which may apply to the 
application. 

7. Will comply, or has already complied, with the 
requirements of Title D and m of the Uniform 
Relocation Assistance and Real Property Acquisition 
Policies Act of 1970 (P.L 91-646) which provide for fair 
and equitable treatment of persons displaced or whose 
property is acquired as a result of Federal or Federally 
assisted programs. These requirements apply to all 
interest in real property acqnired for project purposes 
regardless of Federal participation in purchases. 

8. Will comply with provisions of the Hatch Act (5 
U.S.C. Sections 1501'.'1508 and 7324-7328) which limit 
the political activities of employees whose principal 
employment activities are funded in whole or in part 
with Federal funds. 

9. WiU comply, as applicable, with the provisions of 
the Davis-Bacon Act (40 U.S.C. Sections 276a to 276a-
7), the Copeland Act (40 U.S.C. Section 276c and 18 
U.S.C. Sections 874), and the Contract Work Hours 
and Safety Standards Act (40 U.S.C. Sections 327-333), 
regarding labor standards for federally assisted 
construction subagreements. 

10. Will comply, if applicable, with ftood insurance 
purchase requirements of Section 102(a) of the Flood 
Disaster Protection Act of 1973 (P.L. 93-234) which 
requires recipients in a special flood hazard area to 
participate in the program and to purchase ftood 
insurance if the total cost of insurable construction and 
acquisition is $10,000 or more. 



11. Will comply with environmental standards whicb may 
be prescribed punuaot to the following: (a) institution 
of eoviro11mental quality control measures under tbe 
National Environmental Policy Act of1969 (P.L. 91-190) 
and Executive Order(EO) 11514; (b) notification of violating 
facilities punaant te EO 11738; (c) protection of wetlands 
punuaat to EO 11990; (d) evaluation of Rood hazards in 
floodplains in accordance with EO 11988; (e) assurance of 
project consistency with the approved State management 
program developed under the Coastal Zone Management 
Act ofl972 (16 U.S.C. Section 1451 et seq.); (I) conformity 
of Federal actiou te State (Clean Air) Implementation 
Plans •nder Section 176(c) of the Clean Air Act of 195~ 
as amended (42 U.S.C. Section 7401 et seq.); (g) protection 
of underground sources of drinking water under the Safe 
Drinking Water Act of 1974, as amended, (P.L. 93-523); 
and (b) protection of endangered species under the 
Endangered Species Act of 1973, as amended, 
(P.L. 93-205). 

12. Will comply with tbe Wdd and Scenic Riven Act of 
1968 (16 U.S.C. Section 1271 et seq.) related to 
protecting components or potential components of 
the national wild and scenic riven system. 

13. WUI assist the awarding agency in assuring 
compliance with Section 106 oftbe National Historic 
Preservation Act of 1966, as amended (16 U.S.C. 470), 
EO 11593 (identification and protection of historic 
properties), and the Archaeological and Historic 
Preservation Act ofl974 (16 U.S.C. 469a-1 et seq.). 
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14. Will comply with P.L. 93-348 regarding the 
protection of human subjects involved in research, 
development, and related actmties supported by this 
award of assistaoc:e. 

IS. Will comply with the Laboratory Animal Welfare Act 
of 1966 (P.L 89-544, as amended, 7 U.S.C. 2131 et seq.) 
pertainiag to the care, bandliag, and treatment of warm 
blooded animals held for resean:h, teaching, or other 
activities supported by this award of assistance. 

16. Will comply with the Lead-Based Paint Poisoning 
Prevention Act (42 U.S.C. Sectioa 4801 et seq.) which 
prohibits the use of lead based paint in construction or 
rebabilitation of residence structures. 

17. Will caue to be performed the required financial 
and compliance audits ia accordance with the Single 
Audit Act of 1984. 

18. Will comply with all applicable requirements of aU 
other Federal laws, executive orders, regulations and 
policies governing this program. 

19. It wiU comply with the minimum wage and maximum 
houn provisions of the Federal Fair Labor Standards 
Act (29 U.S.C. 201), as they apply to employees of 
institutions of higher education, hospitals, and other 
non-profit organizations. 



FEDERAL EMERGENCY MANAGEllEllT AGENCY 

ASSURANCES.CONSTRUCTION PROGRAMS 

NOTE: Certain of these assurances may not be applicable to your project or program. If you laave any questions, please 
contact the awarding agency. Further, certain Federal assistance awarding agencies may require applicants to 
certify to additional assurances. If such is the case, you will be notified. 

As the daly authori7.ed representative of the applicant, I certify that tile applicant: 

I. Bas the legal authority to apply for Federal assistance, 
and the institutional, managerial and financial capability 
flllduding funds sufficient to pay the non-Federal share of 
project costs) to ensure proper planning, management and 
completion oftbe project described in this application. 

2. Will give the awarding agency, the Comptroller 
Geaeral of the United States, and if appropriate, the State, 
tllrough any aathori7.ed representative, access to aad the 
right to eUD1ine all records, books, papen, or documents 
related to the assistance; and will establish a proper 
accounting system ia accordance with generally accepted 
accounting standards or agency directives. 

3. Will not dispose of, modify the use of, or change the 
terms of the real property title, or other interest in the site 
aad facilities without permission and instructions from 
the awarding agency. Will record the Federal interest in 
the title of real property in accordance with awarding 
agency directives and will include a covenant in the 
title of real property acquired in whole or in part with 
Federal assistance funds to assure nondiscrimination 
during the useful life of the project. 

4. Will comply with the requirements of the assistance 
awarding agency with regard to the drafting, review and 
approval of construction plans and specifications. 

S. Will provide and maintain competent and adequate 
engineering supervision at the construction site to ensure 
that the complete work conforms with the approved plans 
and specif1C&tioas and will furnish progress reports and 
such other information as may be required by the 
assistance awarding agency or state. 

6. WiU initiate and complete the work within the applicable 
time frame after receipt of approval of the awarding agency. 

7. Will establish safeguards to prohibit employees from 
using their positions for a purpose that constitutes or 
presenu the appearance of penonal or organizational 
conftict of interest, or penonal gain. 

8. WiU comply with the Intergovernmental Penonnel Act 
of 1970 (42 U.S.C. Sections 4728-4763) relating to prescribed 
standards for merit systems for programs funded under one 
of the nineteen statutes or regulations specified in 
Appendix A ofOPM's Standards for a Merit System of 
Penonnel Administration (S C.F.R. 900, Subpart F). 
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9. Will comply with the Lead-Based Paint Poisoning 
Prevention Act (42 U.S.C. Sections 4801 et seq.) which 
prohibm the use of lead based paint in construction or 
rehabilltatioa of residence structures. 

10. Will comply with all Federal statutes relating to 
non-discrimination. lbese include but are not limited to: 
(a) Tide VI of the avil Rights Act of 1964 (P.L. 88-352) 
which prohibits discrimination on the basis of race, color 
or national origin; (b) T'rtle IX of the Education Amendments 
of 1972, as amended (20 U.S.C. Sections 1681-1683, and 
168>1686), which prohibm discrimination on the basis of 
sex; (c) Section 504 of the Rehabilltatioa Act of 1973, as 
amended (29 U.S.C. Section 794), which prohibits 
discrimination oa the basis of handicaps; (d) the Age 
Discrimination Act of 1975, as amended (42 U.S.C. 
Sections 6101-6107), which prohibits discriminatioa on the 
basis of age; (e) the Drug Abuse Office and Treatment Act 
ofl972 (P.L 92-255), as amended, relating to 
non-discrimination on the basis of drug abuse; (t) the 
Comprehensive Alcohol Abuse and Alcoholism Prevention, 
Treatmeat and Rehabilitation Act of 1970 (P.L 91116), as 
amended, relating to non-discrimination on the basis of 
alcohol abuse or alcoholism; (g) Sections 523 and 527 of 
the Pub6c Health Service Act of 1912 (42 U.S.C. 290 dd-3 
and 290 e.3), as amended, relating to confidentiality of 
alcohol and drug abuse patient records; (h) Title VID of the 
Civil Rights Aces of 1968 (42 U.S.C. Section 3601 et seq.), 
as amended, relating to non-discrimination in the sale, rental 
or finaadng of housing; (i) any other non-discrimination 
provision in the specific statute(s) under which application 
for Federal assistance is being made; and 0) the 
reqnirements of any other non-discrimination statute(s) 
which may apply to the application. 

II. Will comply, or has already complied, with the 
requiremeou of Title II and ID of the Uniform 
Relocation Assistance and Real Property Acquisition 
Policies Act of 1970 (P.L 91-646) which provide for fair 
and equitable treatment of persons displaced or whose 
property is acquired as a result of Federal or Federally 
assisted programs. lbese requirements apply to all 
interest in real property acquired for project purposes 
regardless of Federal participation in purchase. 

12. Will comply with provisions of the Hatch Act (5 U.S.C. 
Sections 1501-1508 and 7324-7328) which limit the 
political activities of employees whose principal employment 
activities are funded in whole or in part with Federal funds. 



13. Will comply, as applicable, with the provisions oftbe 
Davis-Bacon Act (40 U.S.C. Sections 276a to 2768-7), 
the Copelaad Act (40 U.S.C. Section 276c and 18 U.S.C. 
Section 874), the Contract Work Hoon and Safety 
Standards Act (40 U.S.C. Sections 327-333) regarding 
labor standards for federally assisted construction 
sabagreements. 

14. Will comply with the flood insurance purchase 
requirements of Section 102(a) of the Jilood Disaster 
Protection Act of 1973 (P.L. 93-234) which requires 
recipients in a special Ooocl hazard area to participate in 
the program and to purchase flood insurance if the total 
cost of insurable construction and acquisition is $10,000 
or more. 

IS. Will comply with environmental standards which may 
be prescribed pursuant to the following: (a) institution 
of environmental quality control measures under the 
National Environmental Policy Act of 1969 (P.L. 91-190) 
and Executive Order (EO) 11514; (b) notification of violating 
facilities punuant to EO 11738; (c) protection of wetlands 
pursuaat to EO 11990; (d) evaluation of flood hazards in 
floodplains in accordance with EO 11988; (e) assurance of 
project consistency with the approved State management 
program developed under the Coastal Zone Management 
Act of 1972 (16 U.S.C. Section 1451 et seq.); (t) conformity 
of Federal actions to State (Oean Air) Implementation 
Plans under Section I 76(c) of the Clean Air Act of 1955, 
as amended (42 U.S.C. Section 7401 et seq.); (g) protection 
of underground sources of drinking water under the Safe 
Drinking Water Act of 1974, as amended, (P.L. 93-523); 
and (h) protection of endangered species under the 
Endangered Species Act of 1973, as amended, (P.L. 93-205). 

16. W'lll comply with the Wild and Scenic Rivers Act of 
1968 (16 U.S.C. Section 1271 et seq.) related to 
protecting components or potential components of the 
national wild and scenic rivers system. 

17. W'lll assist the awarding agency in assuring 
compliance with Section 106 of the National Historic 
Preservation Act of 1966, as amended (16 U.S.C. 470), 
EO 11593 (identification and preservation of historic 
properties), and the Archaeological and Historic 
Preservation Act of 1974 (16 U.S.C. 469a-I et seq.). 

18. Will cause to be performed the required financial 
and compliance audits in accordance with the Single Audit 
Actofl984. 

19. Will comply with all applicable requirements of all 
other Federal laws, Executive Orders, regulations and 
policies governing this program. 
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20. It will comply with the minimum wage and maximum 
hours provisions of the Federal Fair Labor Standards 
Act (29 U.S.C. 201), as they apply to employees of 
institutiou of higher education, hospitals, and other 
non-profit organizations. 

21. It will obtain approval by the appropriate Federal 
agency of tile final working drawings and specifications 
before the project is advertised or placed on the market 
for bidding; that it will construct the project, or cause it to 
be constructed, to final completion in accordance with the 
application and approved plans and specifications; that it 
will snbmit to the appropriate Federal agency for prior 
approval changes that alter the cost oftbe project, use of 
space, or functional layout, that it will not enter into a 
construction contract(s) for the project or undertake other 
activities until the conditions of the construction grant 
program(s) have been met. 

22. It will operate and maintain the facility in accordance 
with the minimum standards as may be required or 
prescribed by the applicable Federal, State, and local 
agencies for the maintenance and operation or snch 
facilities. 

23. It will require the facility to be designed to comply 
with the "American Standard Specifications for Making 
Buildings and Facilities Accessible to, and Usable by, 
the Physically Handicapped," Number Al17. - 1961, as 
modified (41CFR101-17.703). The applicant wiU be 
responsible for conducting inspections to eusure 
compliance with these specifications by the contractor. 

24. If any real property or stmcture thereon is provided 
or improved with the aid of Federal financial assistance 
extended to the applicant, this assurance shall obligate 
the applicant, or in the case or any transfer or such 
property, any transfer, for the period during which the 
real property or structure is used for a purpose for which 
the Federal financial assistance is extended or for 
another purpose involving the provision of similar 
services or benefits. 

25. In making subgrants with nonprofit institutions 
under this Comprehensive Cooperative Agreement, it 
agrees that such grants will be subject to OMB Circular 
A-122, "Cost Principles for Non-profit Organizations" 
included in Vol. 49, Federal Register, pages 18260 
through 18277 (April 27, 1984). 



FEDERAL EMERGENCY MANAGEMENT AGENCY 

CERTIFICATIONS REGARDING LOBBYING; DEBARMENT, SUSPENSION AND 
OTHER RESPONSIBILITY MATTERS; AND DRUG-FREE WORKPLACE REQUIREMENTS 

Applicants should refer to the regulations cited below to determine the certification to which they are required to attest. Applicants 
should also review the instructions for certification included in the regulations before completing this form. Signature oa tlis 
form provides for compliance with certification requirements under 44 CFR Part 18, "New Restrictions oa Lobbying; and 28 CFR 
Part 17, "Government-wide Debarment and suspeasioa (Noaprocurement) and Government-wide Reqnirements for Drug-Free 

Workplace (Grants)." The certif"'ations shall be treated as a material representation of fact upon wbidl reliance will be placed 
when the Federal Emergency Management Agency (FEMA) determines to award the covered transaction, grant, or cooperative 
agreement. 

1. LOBBYING 

A. As required by secllon 1352, Title 31 oflhe U.S. Code, and 

Implemented at 44 CFR Part 18, for persons entering Into a grant 

or cooperative agreement OY8I' $100,000, as defined at 44 CFR 

Part 18, the applicant C8ftlftes that: 

(a) No Federal appropriated funds have been paid or wDI be paid, 

by or on behalf of the undersigned, to any person for Influencing or 

attempting lo Influence an ollicer or employee of any agency, a 

Member of Congress, an officer or employee of congress, or an 

employee of a Member of Congress in connection with the making 

of any Federal grant, lhe entering into of any cooperative agreement, 

and the extension, continuation, renewal, amendment, or modification 

of any Federal grant or cooperative agreement; 

(b) If any other funds than Federal appropriated funds have been 

paid or wlU be paid to any person for lnftuencfng or attampling to 
Influence an ollicer or employee of any agency, a Member of 

Congress, an officer or an employee of Congress, or employee 

of a member of Congress In connection with this Federal grant or 
c:ooperalille agreement, lhe undersigned shall complete and submit 

standard Form UL, "Disclosure of Lobbying Activities: In 

accordance with Its lnstrucaons; 

(c) The undersigned shall require that the language of this certification 

be Included In !he award documents for au subawards at all tiers 

(Including subgrants, contracts under grants and cooperative 

agreements, and subcontracl(s) and that all subreclplenls shall 

certify and disclose acconllngly. 

0Standard Form LLL, "Disclosure of lobbying Acllvllles" attached. 

(This form must be attached lo certification if nonappropriated funds 

818 lo be used lo influence activities.) 

2. DEBARMENT, SUSPENSION, AND OTHER 
RESPONSIBILITY MATTERS 
(DIRECT RECIPIENT) 

As required by Executive Older 12549, Debannent and Suspension, 

and implemented at 44 CFR Part ff7, for prospective participants In 

primary covered transactions, as defined at 44 CFR Part 17, 

Sactlon 17.510-A. The appUcant certifies that It and Its principals: 

(a) Are not presently debaned, suspended, proposed for debannent. 
declared Ineligible, sentenced to a denial of Federal benetlls by a State 

or Federal court. or voluntallly excluded from cowrad transactions by 

any Federal deoartment or aaency; 
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(b) Halle not within a three-year period preceding this appllcallon been 

convicled of ar had a c:ivillan judgment IWldered against !hem for 

commission of fraud or a crimlnal offense In connection with 

obtaining, attempting to obtain, or perform a public (Federal, Slate, 
or local) transaction or contract under a public transaction; violation 
of Federal or State antitrust statutes or commission Of embezzlement, 

!haft, foigery, bribery, falslflcatlOn or destruction of raconls, 

making false statements, or receiving stolen property; 

(c) Are not presenUy Indicted for or otherwise almlnally or clvllly 

charged by a governmental entity (Feder&~ State, or local) with 
commission of any of the offenses enumerated In paragraph (1)(b) 

of lids cerllflc:aUon; and 

(d) Haw not within a three-year period preceding this appllcallon 

had one or more public t ransactlons (Federal, Slate, or local) 

terminated for cause or default; and 

B. Where the applicant Is imable to certify tO any of the statements 
in !his certification, he or shall shall attached an explanation to this 

appUcaUon. 

3. DRUG.fREE WORKPLACE 
(GRANTEES OTHER THAN INDMDUALS) 

As required by the Drug-Free Workplace Act of 1988, and 

Implemented at 44 CFR Part 17, Subpart F, for grantees, as dellned 
at44 CFR Part 17, Sactlons 17.615and17.620: 

A. The applicant certifies that H wlll continue to prlvlde a drug­

free workplace by: 

(a) Publishing a statement notifying employees !hat the unlawful 

manufacture, distribution, dispensing, possession, or use of a 
controUed substance Is prohlbHed in the grantee's workplace and 

specifying the actions lht wm be taken against employees for 

vlolaUon of such prohlbtuon; 

(b) EstabUshlng an on-going drug frae awareness program to 
inform empoyees about: 

(1) The dangers of drug abuse in !he workplace; 

(2) The grantee's policy of maintaining a drug-free workplace; 
(3) Any avaUable drug counsefing, rehablitaUon, and 

employee assistance programs; and 
(4) the penalties !hat may be Imposed upon employees for 

drug abuse violations occurring In the workplace; 



(c) Malclng H a requirement that each employee to be engaged In 

the performance of the grant to be given a copy of the statement 

required by paragraph (a); 

(d) Nottrylng the emplo,ee in the statement requlfed by 

paragraph (a) that, as a condllion of employment under the grant, 

the employee wiO: 

(1) Abide by the tenns ofthe statement; and 

(2) Notify the employee In wrlllng of his or her conviction for a 

violaUon of a aiminal drug slatule occuntng In the workplace no later 

than five calendar days after such comric:llon. 

(e) Notifying the agency, In writing, within 10 c:alendar days after 

receiving notice under subparagraph (d)(2) from an employee or 

otherwise receiving actual notice of such convidlon. Employers of 
convided employees must provide notice, inc:ludlng position !Ille, 
to the applicable FEMA awarding ofllce, I.e., regional ofllce or 
FEMA office. 

(f) Taking one of the following actions, within 30 calendar days of 

receiving nollce under subparagraph (d)(2). with respect to any 

employee who Is so c:cmlcted: 

(1) Taking appropriate personnel action against such an employee, 

up to and lncludq termination, consistent with the requiremenls 

of the RehabDHallon Ad of 1973, as amended; or 

FEMA Fonn 20-16C (BACK) 

(2) Requiring suc:h employee to participate satlsfactorDy In a 

drug abuse asslslance or rahabllltatlon program approved for 

such purposes by a Federal, Slate, or local heatth, law enforcement, 

or other appropriate agency. 

(g) Making a good faith effort to c:onUnue to maintain a drug free 

workplace through Implementation of paragraphs (a), (b), (c), (d), (e), 

and (f). 

8. the grantee may Insert In the space provided below the slle(s) for 

the performance of work done in connec:tlon with the spec:iftc: grant: 

Place of Perfonnance (Street address, City, County, State. Zip code) 

Check 01r there are workplaces on file that are not identified here. 

Section 17.630 of the regulations provide that a grantee that Is a state 
may elect to make one certification In each Federal fiscal year. A COPY 

of which should be included with each appllcatlon for FEMA fundq. 

states and State agencies may elect to use a Statewide certification. 



DISCLOSURE OF LOBBYING ACTIVITIES Approved by OMB 

0346-0046 Complete this form to disclose lobbying activities pursuant to 31 U.S.C. 1352 

(See reverse for public burden disclosure) 

1. Type of Federal Action: 2. Status of Federal Action: 3. Report Type: 

~a. contract ma. bid/offer/application ma. Initial filing 

b. grant b. initial award b. material: change 

c. cooperative. agreement c. post-award For Material Change Only: 

d. roan year quarter 

e. loan guarantee date of fast report 

f. loan ins.urance: 

4. Name and Address of Reporting Entity: 5. If Reporting Entity in N.o. 4 Is Subawardee, Enter Name 

0Prime Osubawardee and Address of Prime: 

Tier ,if known : 

Congressional District, if known : 9.22.14 Congres.sional District, if known: 

6. Federal Department/Agency: 7. Federal Program Name/Description: 

Fort Bend County CFDA Number, if applicable: 

8. Federal Action Number.if known: 9. Award Amount,if known: 

$ 

10. a. Name and Address of Lobbying Registrant b. Individuals Performing Services (including address if 

(if individual, last name, first name, Ml) : different from No. 10a) 

(last name, first name, Ml): 

NIA (No one specifically lobbying this grant N/A () /," / " 11. Information requested through !his form is authorized by title 31 

~~ttlV{ \V '/~))}( U.S.C. section 1352. This disclosure of lobbying activities is a material Signature: 

representation of fact upon which reliance was placed by the tier 

above when this transaction was made or entered into. This Print Name: Robert Hebert 
disclosure is required pursuant lo 31 U.S.C. 1352. This information 

will be reported to the Congress semi-annually and will be Title: County Judge 
available for public inspection. Any person who fails to file the 

required disclosure shall be subject to a civil penalty of not less Telephone No.: 281-341-8608 Date: / -;::). ( o---f l.p 
than $10,000 and not more than $100,000 for each such failure. 

Federal Use Only: Authorized for Local Reproduction 

Standard Form LLL (Rev. 7 -97) 



Direct Deposit Authorization 
This fonn may be used by vendols. individual recipients or state employees to f8C8ive payments 
from the state of Texas by direct deposit or to changelcancel existing direct deposit information. 

Transaction Type 
.... 
z fiZJ New selup (Sedona 2, 3, 4 and 5 - section 6 Is optional} 

~ D Change financial lnsllution (Sedions z 3, ., and 5 - Section s /s opiionlll} 

~ D Change account number (Sedions 2. 3, ., and 5- section s /s optional) 

D Change account type (Secllons z 3, 411t111 5 - Section s 1s oplJonal) 

D Cancellation (Sedions 2 and 5- Sedans 7 and 8 fOT stale egency use} 

Payee Identification ...,....,.. 
0 Texas Identification Nwnber (TIN) Mail code {ff not known, 

D State emploJee liZJ Employer ldentlftca1lon Number (EIN) leave blank.) 
N D Vendor or o11ter rec:1p1ent 
~ O Social Security Number (SSN)* 1 7 1 4 1 6 1 0 1 0 1 1 1 9 1 6 1 9 1 I I I I I I 

i= 
...,.._ 

1~~ fd Fort Bend County Office of Emergency Management ext. 
"' lllallng addlwl I Cly I Slate TX I ZIPcode 

P.O. Box 1202 Richmond 77406 

Financial Institution (Completion by financial institution is recommended.} 

Finlnclll lnlltullan - I Cly l&m 
Prosperity Bank Sugar Land TX 

('I) RIUlng lnlnlll lunber .,_.., I CUllorner acc:aunl nanber (1118111mu11117 Cflal8cfllt8' I Tp Clf 8CQIUl1l z 1 1 1 1 1 3 1 1 1 - 1 2 1 2 1 1 1 5 1 -~ 11 1 1 10 12 12 10 11 14 11 11 1 I if Checking 0Savlngs 0 I I I I I I 
i= Finlnclll iljJIWWWlfldMt ..... (Opl1onal) ITIGe~ 0 
w 

Laura Turner "' Flnlnc:ill 1epi-*11111t llgnatunt ~ I Phane nurdler (GFtblllJ I Dale (opllonall 

281-236-7254 ext. 

International Payments Verification (required} 

~ Will these payments be forwarded to a llnandal institution outside the United States?......................................................... O YES lit' NO 
w U "YES,• also complete the ACH {DltBct Deposit} Payment Destination Confirmation (Form 74-227). 

Authorization for Setup, Changes or Cancellation (required} 

I aulhorize the Texas Complroler of Public Accounts to deposit my payments tom the state of Texas to my tlnanc:lal lnstftutlon eledronlcaliy. .,, I understand that the Texas Con1>tn>ller of Public Accounts wiD reverse any payments made to my account In error • z 
0 I further understand that the Texas Complroller of Public Accounts wlll comply at all times with the National Automated Clearing House Association's 
i= rules. {Forfurtherlnfonnallon on these rules, pleue contact yourfinancfal Institution.) 
fd 
"' sign ~ Aulhallmd iilgnlU9 1M*d- I Dam 

here 

Cancellation by Agency (for state agency use) I Dale 

Authorized Signature (for state agency use} 

sign ~ Signabaa 
Dale 

here 
Please retum your completed fonn to: 

,... Plawnumber Agenc:y iU'i1ber 
z ext. 0 

~ Ageni:rlWllll8 

"' Cammerds 



TRAVEL POLICY 
CERTIFl:CA TION 

I JurisdictionName: !FORT BEND COUNTY 

D 

Check one of the two blocks below 

This jurisdiction has no qualifying travel regulations. EMPG participants 
requesting reimbursement for travel expenditures will do so in accordance with 
State of Texas travel regulations and reimbursement rates as published by the 
Texas Comptroller of Public Accounts. State travel regulations are available at 
https:/Hmx. cpa. state. tx. uslfmxltravelltextraveVindex.php 

OR. 

I./ I This jurisdiction has its own qualifying travel policy, a copy of which is attached. 
EMPG participants requesting reimbursement for travel expenditures will do so in 
accordance with that policy. 

Name of Grant Financial Officer 
Printed or T ed 

Original Signature of Grant Financial 
Officer 
Date Signed 

TDEM-69 
12//2014 

Robert Sturdivant 



AnnexB 
Fort Bend County Travel Policy 

Approved in Commissioners' Comt on November 3, 2009 
Effective November 4, 2009 
Revised September 7, 20 l 0 

Revised June 2, 2015, Effective August I , 2015 
Revised July 28, 20 l 5, Effective August 1, 2015 

The Commissioners' Court allocates funds annually for the payment of travel expenditures for 
county employees and officials within the indivi.dual departmental budgets. Travel expenditures 
paid from these budgets must serve a public purpose for Fort Bend County. These expenditures 
may be paid directly to the vendor or provided as a reimbursement to the employee/official upon 
completion of their travel. Advance payments to vendors may be accommodated by issuance of 
a check or use of a County procurement card. Eligible expenditure categories under this policy 
include: Lodging, meals, transportation, registration fees, and other fees (with justification). 
Each category is further defined below. 

CONTRACT RA TES: 
Fort Bend County is a ' Cooperative Purchasing Participating Entity' with the State of Texas. 
This program is also known as TPASS (Texas Procurement and Support Services) State 
Travel Management Program (STMP). This gives County employees and officials access to 
the contract rates negotiated by the State for hotels and rental cars. Procurement procedures 
for these contract servi.ces are explained within the categories below. 

OUT OF STATE TRAVEL: 
Authorization: The traveler must obtain Commissioners' Court approval for out-of-state 

travel before departure. The duration must include travel days along with the event 
scheduled days. To prevent delays in processing travel reimbursement, ensure that the 
travel duration is accurately defined when submitting the agenda request. 

Documentation: The traveler must provide an excerpt from the Commissioners' Court 
minutes (http://www.fortbendcountytx.gov/index.aspx?page=55) with the travel 
reimbursement form . 

LODGING (In and Out of State): 
Hotel: 

Hotel reimbursements are limited to the Federal Travel Regulations set forth by US 
General Services Administration (GSA) by location not including taxes. The rates are set 
annually and vary by month and location. The maximum rates for lodging per day can be 
found at: 
http://www.gsa.gov/portal/content/104877?utm source=OGP&utm medium=print­
radio&utm tenn=perdiem&utm campaign=shortcuts based on travelers destination. 

Fo1t Bend County is a ' Cooperative Purchasing Participating Entity' with the State of 
Texas. This gives County employees and officials access to the contract rates negotiated 
by the State for hotels. Participating hotels can be found at: 
http://portal.cpa.state.tx.us/hotel/hotel directory/index.cfm (be sure to check the correct 
fiscal year). When making a reservation the traveler must ask for the State of Texas 
Contract rate (not the government rat.e) and be prepared to provide the County's 
agency #: C0790. Traveler must verify confirmed rate matches the negotiated 



contract rates found on the State's website listed above and does not exceed the GSA 
daily allowance. 

If the organizer of a conference/seminar has negotiated discount rates with a hotel(s), the 
traveler may choose these lodging servi.ces without penalty but the traveler must reserve 
the room at the group rate and be able to provide documentation of the group rate. 

The travel.er will be responsibl.e for the excess charge over the GSA per diem rate for the 
city/county even if using the State rate. The Auditor' s Office will deduct from the 
travelers ' reimbursement any excess charges over the GSA per diem rate. Travel 
websites including but not limited to Expedia and Travelocity should not be used to book 
lodging. 

Travel Days: If the traveler must leave before 7:00AM to arrive at the start of the event 
and/or return to the County after 6:00PM after the event concludes, an additional night's 
lodging is allowable before and/or after the event. 

Additional fees allowable: Self-parking 
Additional fees allowable with justification: Valet parking is allowable if an extreme 

hardship exists due to physical disability of the traveler or if no self-parking is available. 
Fees not allowable: Internet, phone charges, laundry, safe fees 
Gratuities: Gratuities are not reimbursable for any lodging services. 
Overpayments by County: Any lodging overpayment by the County must be reimbursed 

by the hotel before processing a reimbursement to the traveler for any of the categories 
addressed in this policy. Prepaid lodging services should be accurately calculated or 
underestimated by excluding the taxes to prevent delays in processing travel 
reimbursements. 

Procurement Card: The traveler may use the procurement card to make lodging 
reservations. Contact Purchasing to arrange or use the procurement card assigned to the 
department or traveler. 

Documentation: A final settled hotel bill with a zero balance from the front desk is 
required even if lodging is paid by the procurement card. The hotel bill left under 
the door is not acceptable. The hotel bill should be scrutinized before traveler departs 
to make sure all charges are valid and notify hotel of any invalid charges and resolve 
issues before departing. Any invalid charges will be the responsibi.I ity of the traveler. A 
copy of the itemized hotel statement must be submitted with the travel reimbursement 
claim if the traveler used a County procurement card to purchase lodging services or 
prepaid by County check. Event agenda/documentation or a letter from the traveler 
describing the event/meeting is required. lf utilizing conference negotiated hotel rates 
documentation of rates is required. 

Changes/Modifications to Reservation - Any modifications including cancellation of 
reservation the traveler must obtain a confirmation number and note the name of the 
person they spoke with in case the hotel charges the traveler. If the traveler does not 
obtain a confirmation number then any expenses incurred will be the responsibility of the 
traveler. Expenses resulting from changes or modifications to travel reservations will be 
paid by the County if the traveler produces documentation that a family emergency 
exists. 

MEALS: 
Texas: Meals including gratuities will be reimbursed to the traveler at a flat rate of $36/day. 

The travelers per diem on the departure day and final day of travel will be at 75% of the 
per diem which is $27/day. 
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Out-of-state: Meals including gratuities will be reimbursed to the traveler at a flat rate of 
$48/day. The travelers per diem on the departure day and final day of travel will be at 
75% of the per diem which is $36/day. 

Day trips: Meals will not be reimbursed for trips that do not require an overnight stay. 
Procurement Card:. No meal purchases are allowed on any County procurement card. 
Documentation: No meal receipts are required for reimbursement. Event 

agenda/documentation or a letter from the traveler describing the event/meeting is 
required. 

TRANSPORTATION: 
Personal Vehicle: Use of personal vehicle will be reimbursed at the current rate/mile set by 

Commissioners' Court. Mileage should be calculated using the County office location of 
the traveler and the event location. Mileage may not be calculated using the traveler' s 
home. Mileage should be calculated using an employees vehicle odometer reading or by 
a readily available online mapping service for travel out of Fort Bend County. If using 
the mileage of an online mapping service, state which mapping service was used or 
provide a printout of your route detailing the mileage. For local travel, odometer readings 
or mapping service details are not required. Departments should develop a mileage guide 
for employees for local. travel points, if a department does not have a mileage guide, the 
Auditors Office will dete1mine if the mileage listed is reasonable. 

Allowable expenses: Parking and tolls with documentation. 
County Vehicle: Fuel purchases when using a County vehicle should be made with the 

County Procurement card if available. Original receipts will accompany the Procurement 
Card statement but a copy must be provided with the travel reimbursement request. 

Allowable expenses: Parking and tolls with documentation required. 
Airfare: Airfare is reimbursable at the lowest available rate based on 14 day advance 

purchase of a discounted coach/economy full-service seat based on the required arrival time for 
the event. The payment confirmation and itinerary must be presented with the travel 
reimbursement form. The traveler will be responsible for the excess charges of an airline 
ticket purchase other than a coach/economy seat. When using Southwest Airlines a traveler 
should choose the "wanna get away" flight category. 

Allowable Expenses: Bag fees. Fare changes are allowable if business related or due to 
family emergency. 

Unallowable Expenses/Fees: Trip insurance, Early Bird Check In, Front of the line, Leg 
Room, Fare changes for personal reasons. 

Rental Car: Rental cars are limited to the negotiated TPASS rates listed at: 
http://www. window .state.tx.us/procurement/prog/stmp/stmp-rental-car-contract/vendor-
comparison/. The contact information for Avis is listed here: 
http://www. window .state.tx.us/procurement/prog/stmp/stmp-rental-car-contract/ A vis/. 
The contact information for Enterprise is listed here: 
http://www.window.state.tx.us/procurement/prog/stmp/stmp-rental-car­
contract/Enterprise/. You will need to make your reservations at least 14 days in advance 
and provide the County' s agency#: C0790. The traveler will not be reimbursed for any 
amount over the negotiated contract rates if a non-contract company is used at a higher 
rate. The traveler should select a vehicle size comparable to the number of County 
travelers. The traveler may use a non-contract vendor at an overall rate lower than the 
contract rates with no penalty. The original contract/receipt must be presented with the 
travel reimbursement form or a copy if a County procurement card is used .. The traveler 
will be responsible for any excess charges not included in the TPASS rates or for 
choosing a vehicle size not comparable with the number of travelers on the trip. 
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1.nsurance is included in the negotiated TPASS rates, if a traveler chooses to take out 
additi.onal insurance the cost is on the traveler. 

Enterprise: 
• Optional Customer, Coupon or Corporate number is TXC0790 
• Please enter the first 3 characters of your company' s name or PIN number FOR 
• Enterprise will automatically bill FBC when you reserve your vehicle so you need 

to have a purchase order before your depa1ture. 
Avis: 

• Avis Worldwide Discount (A WD) Number or Rate Code F930790 
• You cannot use the wizard option if you have an account with Avis, the wizard 

will override the state rate and norrnaHy the State rates are less. 
Unatlowable Fees/Charges: GPS, prepaid fuel, premium radio, child safety seats, additional 

insurance, one way rentals. 
Allowable expenses: Parking and tolls allowed with documentation. 

Other Transportation: Other forms of transit (bus, taxi, train) are reimbmsable with an 
original receipt. 

Gratt1ities: Gratuities are not reimbursable for any transportation services. 
Procurement Ca.rd: The traveler may use a County procurement card to make 

transportation reservations for air travel and rental car services. Contact Purchasing to 
arrange or use the procurement card assigned to the department or traveler. 

Documentation: Original receipts are required for all transportation reimbursements paid by 
the traveler. Transportation services obtained with a County procurement card require a 
copy of the receipt. Additional requirements are noted within each category above. 
Event agenda/documentation or a letter from the traveler describing the event/meeting is 
required. 

REGISTRATION: 
Registration fees: Registration fees are reimbursable for events that serve a Fort Bend 

County purpose. Registration fees for golf tournaments, tours, guest fees and other 
recreational events are not reimbursable. 

Procurement Card: The traveler may use a County procurement card to register for an 
event. Contact Purchasing to arrange or use the procurement card assigned to the 
department or traveler. 

Documentation: An original receipt must be obtained upon registration and submitted with 
the reimbursement request if paid by the traveler. A copy of the receipt must be provided 
if registration is paid on a County procurement card. Event agenda/documentation or a 
letter from the traveler describing the event/meeting is required. 

GRANTS: 
Travel expenditures from Federal and State grants must also conform to the granting 
agency' s funding requirements. 

TRAVEL REIMBURSEMENT FORM: 
The traveler must use the cu1Tent travel reimbursement form 
(http://econnect/index.aspx?page=55) for all travel related services addressed in this policy. No 
other expenditures may be submitted for reimbursement on the travel reimbursement form. After 
completing all required information, the travel form must be signed/dated by the traveler and the 
department head/elected official. Travel reimbursement request should be submitted within 30 
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days from when traveler returns from trip. Mileage reimbursement request should be submitted 
no less frequently than quarterly. Mileage reimbursement request for the fourth quarter should 
be submitted no later than October 30th for yearend processing. 

EXCLUSIONS: 
If the traveler has custody of a person pursuant to statue or court order or if the traveler is 
required by court or legal entity to appear at a particular time and place the traveler will not be 
penalized for accommodations that require a 14 day advance purchase ticket if travel is required 
with less than 14 days' notice. 

If the traveler has custody of a person pursuant to statue to court order the traveler will not be 
held to the 75% per diem on the departure and final day of travel. 
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