
 UPDATED GUIDANCE REGARDING COVID RESOURCE REQUESTS AND COST REPORTING

Partners in Finance:

Over the last few weeks we’ve received lots of questions regarding agency spend reporting, COVID-
19 resource needs, how to get funding, etc. Now that we’ve moved further into this disaster, our 
needs have collectively evolved a bit. I am contacting you today to provide answers to your 
commonly asked questions and provide a bit of relief about the level of detail and frequency of 
reporting we need from you. I know it’s a long email, but hopefully the answers to your burning 
questions are in here.

What is a resource request and why would I submit one?
A resource request is a request for help from the State Emergency Operations Center (SEOC) in 
getting access to a resource. If your agency needs something due to the COVID-19 outbreak and you 
can get it yourself, you do not need to submit a resource request. But, if you need resources and 
don’t know how to track that resource down, you can get try to get the help you need using the 
resource request process.

Examples:

Your agency needs personal protective equipment (PPE) and your normal supply chains
are out of stock
Your agency needs personnel to assist with establishing an emergency quarantine
shelter
Your agency needs a specific capability—such as a piece of equipment, or specific
expertise—and doesn’t know where to find it.

Requesting a resource doesn’t guarantee you’ll get it. The SEOC will evaluate and triage the
requests, prioritizing life-safety requests, and respond as quickly as they are able.

Be aware that the agency requesting a resource is expected to pay for the resource. The SEOC will 
act as a “broker” for you, and can help provide access to federal funding for eligible requests, but 
does not generally fund the resources for you.

I need a resource. How do I submit a request?

Here are your options, in order of preference:

1. Enter the resource request into WebEOC and elevate it to the state (preferred method)
2. Complete the WA Resource Request Form (ICS 213 RR) and email it to rfa@mil.wa.gov
3. Call the State EOC at 253-912-4927, 253-912-4928 or 253-912- 4932(least-preferred,

time-consuming method)
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Sheet1

		Date		Shift		Agency		Category		Description		Amount		Who		Email		Phone

		4/6/14				AGR DEPT		Equipment		Disaster Equipment		50		AGR DEPT

		4/5/14				AGR DEPT		Equipment		Disaster Equipment		50		AGR DEPT

		4/4/14				AGR DEPT		Equipment		Disaster Equipment		50		AGR DEPT

		4/3/14				AGR DEPT		Equipment		Disaster Equipment		50		AGR DEPT

		4/2/14				AGR DEPT		Equipment		Disaster Equipment		50		AGR DEPT

		4/1/14				AGR DEPT		Equipment		Disaster Equipment		50		AGR DEPT

		3/31/14				AGR DEPT		Equipment		Disaster Equipment		120		AGR DEPT





PIVOT-1

		Date		(All)

		Agency		Fund		Categories		Description		Sum of Expense

		(blank)		(blank)		(blank)		(blank)

		(blank) Total

		Grand Total





Agency Input

		Date		Shift		Agency		Fund		Categories		Expense		Description		Point of Contact		Email		Phone









































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Info Sheet

		Agency		Categories		Funds

		011 - House of Representatives (REP)		Salaries & Benefits		Near General Fund-State

		012 - Senate (SEN)		Overtime		Other-State

		013 - Joint Transportation Committee (JTC)		Temp Staff		Non-Appropriated

		014 - Joint Legislative Audit and Review Committee (JLARC)		Admin Leave (14 Day)		Federal

		020 - Legislative Evaluation and Accountability Program Committee (LEAP)		Professional Service Contracts

		035 - Office of the State Actuary (OSA)		Goods and Services - PPE

		037 - Office of Legislative Support Services (LSS)		Goods and Services - Other

		038 - Joint Legislative Systems Committee (JLS)		Travel

		040 - Statute Law Committee (SLC)		Grants/Benefits/Client Services

		045 - Supreme Court (SUP)		Capital/Equipment

		046 - State Law Library (LAW)		Other (Describe)

		048 - Court of Appeals (COA)

		050 - Commission on Judicial Conduct (CJC)

		055 - Administrative Office of the Courts (AOC)

		056 - Office of Public Defense (OPD)

		057 - Office of Civil Legal Aid (OCLA)

		075 - Office of the Governor (GOV)

		080 - Office of the Lieutenant Governor (LTG)

		082 - Public Disclosure Commission (PDC)

		085 - Office of the Secretary of State (SEC)

		086 - Governor's Office of Indian Affairs (INA)

		087 - Washington State Commission on Asian Pacific American Affairs (APA)

		090 - Office of the State Treasurer (OST)

		095 - Office of the State Auditor (SAO)

		099 - Washington Citizens' Commission on Salaries for Elected Officials (COS)

		100 - Office of the Attorney General (ATG)

		101 - Caseload Forecast Council (CFC)

		102 - Department of Financial Institutions (DFI)

		103 - Department of Commerce (COM)

		104 - Economic and Revenue Forecast Council (ERFC)

		105 - Office of Financial Management (OFM)

		106 - Washington Economic Development Finance Authority (EDA)

		107 - State Health Care Authority (HCA)

		110 - Office of Administrative Hearings (OAH)

		116 - State Lottery Commission (LOT)

		117 - Washington State Gambling Commission (GMB)

		118 - Washington State Commission on Hispanic Affairs (CHA)

		119 - Washington State Commission on African-American Affairs (CAA)

		120 - Human Rights Commission (HUM)

		124 - Department of Retirement Systems (DRS)

		126 - State Investment Board (SIB)

		140 - Department of Revenue (DOR)

		142 - Board of Tax Appeals (BTA)

		147 - Office of Minority and Women's Business Enterprises (OMWBE)

		148 - Washington State Housing Finance Commission (HFC)

		160 - Office of the Insurance Commissioner (INS)

		163 - Consolidated Technology Services (CTS)

		165 - State Board of Accountancy (ACB)

		166 - Board of Registration for Professional Engineers and Land Surveyors (BRPELS)

		167 - Forensic Investigations Council (FIC)

		179 - Department of Enterprise Services (DES)

		185 - Washington Horse Racing Commission (HRC)

		190 - Board of Industrial Insurance Appeals (IND)

		195 - Liquor and Cannabis Board (LCB)

		205 - Board of Pilotage Commissioners (BPC)

		215 - Utilities and Transportation Commission (UTC)

		220 - Board for Volunteer Firefighters and Reserve Officers (BVFFRO)

		225 - Washington State Patrol (WSP)

		227 - Washington State Criminal Justice Training Commission (CJT)

		228 - Washington Traffic Safety Commission (STS)

		235 - Department of Labor and Industries (L&I)

		240 - Department of Licensing (DOL)

		245 - Military Department (MIL)

		275 - Public Employment Relations Commission (PERC)

		300 - Department of Social and Health Services (DSHS)

		303 - Department of Health (DOH)

		304 - Tobacco Settlement Authority (TOB)

		305 - Department of Veterans' Affairs (DVA)

		307 - Department of Children, Youth, and Families (DCYF)

		310 - Department of Corrections (DOC)

		315 - Department of Services for the Blind (DSB)

		340 - Student Achievement Council (SAC)

		341 - Law Enforcement Officers’ and Fire Fighters’ Plan 2 Retirement Board (LEOFF)

		346 - Washington Higher Education Facilities Authority (WHEFA)

		350 - Superintendent of Public Instruction (SPI)

		351 - State School for the Blind (SFB)

		352 - State Board for Community and Technical Colleges (SBCTC)

		353 - Washington Center for Deaf and Hard of Hearing Youth (CDHY)

		354 - Workforce Training and Education Coordinating Board (WFTECB)

		355 - Department of Archaeology and Historic Preservation (DAHP)

		359 - Washington Charter School Commission (WCSC)

		360 - University of Washington (UW)

		365 - Washington State University (WSU)

		370 - Eastern Washington University (EWU)

		375 - Central Washington University (CWU)

		376 - The Evergreen State College (TESC)

		380 - Western Washington University (WWU)

		387 - Washington State Arts Commission (ART)

		390 - Washington State Historical Society (WHS)

		395 - Eastern Washington State Historical Society (EWH)

		405 - Department of Transportation (DOT)

		406 - County Road Administration Board (CRAB)

		407 - Transportation Improvement Board (TIB)

		410 - Transportation Commission (TRC)

		411 - Freight Mobility Strategic Investment Board (FMSIB)

		412 - Washington Materials Management and Financing Authority (WMMFA)

		460 - Columbia River Gorge Commission (CRG)

		461 - Department of Ecology (ECY)

		462 - Washington Pollution Liability Insurance Program (PLI)

		465 - State Parks and Recreation Commission (PARKS)

		467 - Recreation and Conservation Funding Board (RCFB)

		468 - Environmental and Land Use Hearings Office (ELUHO)

		471 - State Conservation Commission (SCC)

		477 - Department of Fish and Wildlife (DFW)

		478 - Puget Sound Partnership (PSP)

		490 - Department of Natural Resources (DNR)

		495 - Department of Agriculture (AGR)

		540 - Employment Security Department (ES)

		599 - Washington Health Care Facilities Authority (WHCFA)

		699 - Community and Technical College System (CTCS)





OFM Guidelines





Instructions

		Use of the EOC Incremental Workbook

		Info Sheet

				Column A is a list of the Agencies that the Military Department will compile cost information from

				Columns B through G list the Category that has been identified as qualifing expenses from that Agency

		Data Sheet

				This is where all the daily transactions are entered

				Column A - Date - the date information in received

				Column B - Shift - Identify what shift information was received 

				Column C - Agency - Use the drop down arrow to select the Agency

						It is very important that the Agency Name be consistance for the Report to compile correctly

						The drop down list is identified in Data Validation under the Data Tab.  It references 

						Colum A on the Info Sheet.

				Column D - Category - Use the drop down arrow and select the pre indendified expenses for that agency.

						This is the trickiest part of the spreadsheet.  For each agency there are pre indentified expense categories

						Each Agency row is a Named Range

						The formula in the Data Validation picks up the named range and only displays in the drop down

						menu the pre identified expenses for that Agency.  (see formula below)

						How to set up a new Agency

						1- Add new agency name to column A in the Info Sheet

						2- Add in columns B through ?? The pre indentified expense categories for that agency

						3- Be in the Info Sheet - In the Formula tab go to define Name.  Type in the Agency name exactly as in 

						column A using underscore for spaces.  Scope - will be workbook. Refers to - identify by click hold drag to 

						all columns in that row that have a category. Below is a sample of how it looks in the Name Manager

						4- Now go to the Data sheet.  With the curser On line two (2) Column C go to the Data Tab and click

						on Data Validation.  In the Source add the last cell reference to the source.

						5- With the curser on line two (2) Column D to to the Data Tab and click on the Data Validation.

						In the Source type in the formula =indirect(Subsitute(C2," ","_")).

						6- With the curser on line two (2) Column C seclect copy.  Copy down the worksheet using paste 

						special select validation and then enter.  Repete for line two (2) Column D.

		Report Sheet

				This is a pivot table of the information in the DATA Sheet

						When information is added or changes in the DATA sheet the Report Sheet has to be changed and

						Refreshed.

						Refresh the data by clicking on the options under the pivottable tools.  Then click on the refresh icon.

						If data is added to the DATA sheet the range will have to be changed

						Find "Change Data Source" icon and enter Table/Range to include the last cell reference of the data.
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My agency needs something and cannot pay for it. What are my options?

There are a multitude of available federal grants available that can cover eligible costs and the SEOC
can help identify federal funding. The Legislature also provided $175M of state funding to OFM for
COVID-related costs in ESHB 2965, but a significant amount of this has already been allocated and
the state will have to carefully stretch this funding to meet the state’s needs. Please do what you can
to address your own needs with your own funds if possible. OFM will ultimately make funding
decisions about how to best allocate the available funding, with close coordination with the SEOC. If
you need something and can’t pay for it, explain that in Box 13 on the Resource Request Form. The
SEOC will identify the highest priority resource requests and coordinate requesting funding from
OFM.

I think my agency can help, and we might need more money to do so. Who should I contact?

We are receiving a lot of contacts from agencies anticipating an increase in demand for services they
provide, or wondering how to get involved in the response. If your agency already has
representation in one of the Emergency Support Functions (ESFs) in the SEOC, you can contact that
ESF or your State Agency Liaison. Otherwise, these queries should be submitted to the SEOC Unified
Area Command by emailing SEOC83@mil.wa.gov. These ideas will be shared with the SEOC staff
associated with the ESF best aligned with the service. These SEOC will be made aware of the services
your agency can provide, and if the need emerges (e.g. if the resource is formally requested), they
will match up the “solution” with the “problem”. This helps ensure the SEOC focuses its limited time
and energy on the most pressing needs, and forces the documentation required to maximize the
likelihood of getting federal funding for the request. If your agency does need additional state
funding to provide the services agreed upon by the SEOC, the SEOC will coordinate requesting
funding from OFM.

Can an agency request compensation for loss of funding or lost revenue that we experience?

No, we are coordinating the response efforts only. You may report those costs to the Finance and
Admin Section in your Cost Report (discussed later in this email) if you’d like. This will help us know
who to connect with if federal assistance is provided for lost revenue in the future.

Tell me more about the cost reporting you’re looking for. What do you need from state agencies?

A normal part of the emergency management process is tracking the costs associated with the
disaster; this responsibility falls to the Finance and Administration Section. Previously we had
requested daily reports based on a requirement to document a lot of costs early during a disaster in
order to qualify for a Presidential Disaster Declaration. We’ve met that threshold now, so we can
relax the reporting frequency.

From here on out, please submit:
Big purchases of goods and services (such as a bulk order of PPE or a major contract)
daily
Salary and benefit costs for employees directly supporting the disaster, semi-weekly
basis after payroll runs
Everything else weekly
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We are looking for object-level detail, and have updated the reporting tool (attached) to align with
this guidance. Please switch to using the attached version from here on out. There’s no need to re-
submit the data you’ve already submitted. Individual items don’t need to be itemized, though the
more detail there is, the more likely it is SEOC staff will be able to identify and flag items that might
be eligible for federal funding.

Please submit these reports to the Finance and Administration Section Chief at SEOC53@mil.wa.gov.

What will the SEOC do with this information?

We will use these costs for:

General awareness of expenditures for planning and budgeting purposes
Trend analysis to inform planners regarding where our greatest needs are
Providing financial information to OFM, to inform the thoughtful dissemination of any
appropriations from Legislature or Congress
Awareness of which agencies are spending on items that might qualify for federal funding

Do we need to use the COVID Project Code XX19 created by OFM Statewide Accounting?

It’s not required, but OFM kindly asks you to if it isn’t too much trouble. This will help with state-
wide data queries, and will help OFM determine costs that are reimbursable with funding provided
in the CARES Act and other federal funds.

If I’m using the COVID Project Code XX19, do I still need to report my data?

Admin Section in your Cost Report (discussed later in this email) if you’d like. This will help us know
who to connect with if federal assistance is provided for lost revenue in the future.

Tell me more about the cost reporting you’re looking for. What do you need from state agencies?

A normal part of the emergency management process is tracking the costs associated with the
disaster; this responsibility falls to the Finance and Administration Section. Previously we had
requested daily reports based on a requirement to document a lot of costs early during a disaster in
order to qualify for a Presidential Disaster Declaration. We’ve met that threshold now, so we can
relax the reporting frequency.

From here on out, please submit:
Eliminate or lessen immediate threats to lives, public health, or safety; or
Eliminate or lessen immediate threats of significant additional damage to improved public or
private property in a cost-effective manner.

Need to be able to answer the question:
As a direct result of the COVID-19 Pandemic Outbreak event, and acting on the direction and
guidance of local/state/federal health authorities, the << jurisdiction >> through its EOC-IMT
extended operations, took actions to address the immediate threat to public health and safety by:
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Augmented EOC & MOC operations by deploying IMTs to coordinate response activities
Purchased supplies and durable medical equipment for COVID-19 activities
xxxxxxxxx

This would include items like:
Emergency operations centers (extraordinary jurisdiction charges – Overtime, travel/per
diem, communications charges, public messaging, etc)
Supplies and commodities (purchased as a direct result of COVID-19 activities)
Meals (per jurisdiction’s policy, provided meals to EOC, IMT, in-field workers)
Medical care (cannot duplicate other federal funding, must be directly related to COVID-19
activities)
Evacuation and sheltering (Non-congregate Sheltering – Isolation/Quarantine, Congregate
Sheltering, Alternate Care Facility (at the guidance/direction of public health authorities)
Temporary relocation of essential services (repurposing buildings to accommodate the
increase in COVID-19 activities)

The Grants Portal is your mechanism for applying for federal assistance from the FEMA Public
Assistance (PA) program. Every agency must have their own Grants Portal Profile to apply for federal
PA funding and logs their own costs there. So far, the following agencies are already signed up:

Washington State Department of Transportation
Washington State Parks and Recreation Commission
Washington State Department of Corrections
Washington Department of Veteran Affairs
Washington State Patrol
Washington Department of Agriculture
Washington State Department of Fish and Wildlife
Washington Department of Labor and Industries
Washington Department of Social and Health Services (anticipate using expedited process)
Washington State Department of Enterprise Services (anticipate using expedited process)
Washington State Department of Commerce (anticipate using expedited process)
Washington State Military Department (anticipate using expedited process)

That is a separate and distinct reporting requirement. To learn more about applying for PA funding,
contact your State Agency Liaison.

If you have any questions about any of this, please contact SEOC53@mil.wa.gov.

Thank you,
Regan Hesse, Military Department CFO

Regan Hesse
(Pronouns: She/Her)
Chief Financial Officer
Washington Military Department
on behalf of the Finance and Administration Section
253-912-4966
Seoc53@mil.wa.gov
State Emergency Operations Center 4
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