Instructions for Completing the STEP Reimbursement Voucher

1. Your contract no. is OP-1295-10, and it is noted on the annual Notice-To-Proceed letter we send our contractors at the beginning of each new fiscal year.  It probably would have been addressed to your chief.  If you are the principal STEP contact for your department, be sure to keep a copy of this document for reference and be looking for a new one each year in Sep-Oct as long as your department remains a STEP contractor.  This number will stay the same as long as Cherryvale is a STEP contractor.  However, the last two digits, which are the current fiscal year, will increase by one on Oct 1 each year, since our fiscal yr for this program follows the federal fiscal year of Oct 1-Sep 30 that is used by NHTSA, the federal agency which provides the funding for STEP (and most of the highway safety programming we do).

2. Reimbursement detail:  Look at col. headings for clues, then read the Notes section.  STEP only reimburses for overtime hours (as your city or county defines overtime) not any other expenses.  Moving across each row, enter dates of STEP overtime hours in left col., an officer’s name in 2nd col., the officer’s base pay in next col.  If you’re using Microsoft Excel, the 4th col. will be filled in automatically, multiplying base pay by 1.5.  If using pen, do the math yourself, then enter total overtime STEP hours worked that day in next col.  The last col. is filled automatically if you’re using Excel; otherwise multiply the amt. in col. 4 by the hours worked in col. 5.  If using Excel, the total hours worked by the dept. and the total reimbursement requested are automatically calculated and entered in bottom row, otherwise do the addition yourself.  

3. Enter the total department reimbursement amt. in the upper-left box in top-center of page under “PROJECT FINANCIAL SUMMARY….” unless using Excel, which does it for you.  Complete remainder of boxes not completed by Excel.  Refer to previous vouchers you submitted during the STEP fiscal year that the mobilization took place for the amt. to enter under Expenditures Previous Mobilizations.  Your contract amount can be found on the Notice-To-Proceed letter referenced above or email me. Yours is $2500 for this fiscal year.

Attached is a copy of the reimbursement voucher.  Save it as a template and continue to use it until I send out another version.


