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[bookmark: _Toc58149986][bookmark: _Ref171759389][bookmark: _Toc373914669][bookmark: _Toc526776980][bookmark: _Toc41659991]Victorian Disaster Recovery Funding Arrangements
[bookmark: _Hlk147578207]How To Sheet 1: Examples of Best Practice Claim Forms for Category A & B Counter Disaster Operations
Introduction
Victoria's Natural Disaster Financial Assistance (NDFA) scheme is available to Delivery Agencies including local councils, to relieve some of the financial burden that may be experienced following a disaster in accordance with the Australian Government’s Disaster Recovery Funding Arrangements (DRFA). The DRFA does not cover all costs resulting from a disaster.
[bookmark: _Int_M3xLYszN][bookmark: _Int_xARekM73]This How To Sheet relates to illustrating how a Delivery Agency can provide best practice examples of claim forms, general ledger and invoices relating to Category A or Category B CDO expenditure.
[bookmark: _Int_oEivn2MU]For eligible early relief and recovery and counter disaster activities under the DRFA, Delivery Agencies in Victoria will be reimbursed by the State through the Administering Authority. Please refer to the individual Tip Sheets 1 – 5 on Category A and Category B CDO for advice on how to seek reimbursement on eligible expenditure associated with Category A and Category B Counter disaster operations including funding contributions, the allowable time period and the supporting documentation required for each claim type.  
[bookmark: _Toc525150925][bookmark: _Toc525150931][bookmark: _Toc525150932]
[bookmark: _Toc83735031][bookmark: _Toc83735543][bookmark: _Toc139640468][bookmark: _Int_kNrQlQn2]Example of best practice claim forms, general ledger and invoices





	General Ledger: shows payment of invoice for the in full for $20K
	Invoice: shows portion of works being claimed
	Claim form: shows amount being claimed (form reduced to show only relevant info)
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[bookmark: _Toc83735032][bookmark: _Toc83735544][bookmark: _Toc139640469][bookmark: _Hlk11226902][bookmark: _Toc514350308]Reimbursement and payment process
[bookmark: _Hlk24975624][bookmark: _Int_SMcJFbD1][bookmark: _Int_h4gJxmcU][bookmark: _Int_BFW0zSRg]Full reimbursement for early relief and recovery and counter disaster operations activities, based on actual costs, can be made following lodgement and approval of the claim(s) by the Assessing and Administrating Authority, using the V Form A- Relief Recovery or V Form A2-CDO. Eligible expenditure incurred during the financial year is required to be lodged with the required supporting documentation as expenditure is incurred throughout the financial year and no later than 31 July (within one month from the end of the financial year in which the expenditure was incurred).
[bookmark: _Toc514350309][bookmark: _Toc83735033][bookmark: _Toc83735545][bookmark: _Toc139640470][bookmark: _Hlk513579778]Claim acquittal and completion requirements
[bookmark: _Int_5qXWBPNo]All claims are required to be lodged in the financial year that the expenditure is incurred. The Assessing Authority will consult with the Delivery Agency to ensure all available information has been appropriately considered as part of the final claim.
All acquitted claims may be subject to further review by the State and Australian appointed auditors.
All supporting documents submitted are to be structured and cross referenced to allow third party verification. This will facilitate the timely processing of claims and the State and Australian audit review process. 

Further information
For further information, refer to the Victorian DRFA Guideline 3: Claims and eligibility for relief and recovery activities (Category A) and counter disaster operations (CDO) – Category A & B.
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Must be signed by 

the CEO

Relief and Recovery

V Form-D-DEC (2)

V Form-A-Relief 

Recovery

Include any additional detail or 

information to support the claim. 

Ledger reference can be 

invoice numbers or 

accounts payable 

identification number.

$35,000

The total amount must 

be the same shown in 

the ACMS claim, V-form-

A-Relief Recovery and 

transaction listing.

$35,000

The total amount be the 

same shown in the ACMS 

claim, D-Dec, V-form and 

transaction listing.

Each cell is to be populated
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Must be signed by the CEO

Relief and Recovery

V Form-D-DEC (2)

V Form-A-Relief Recovery





Include any additional detail or information to support the claim. 

Ledger reference can be invoice numbers or accounts payable identification number.

$35,000

The total amount must be the same shown in the ACMS claim, V-form-A- Relief Recovery and transaction listing.

$35,000

The total amount be the same shown in the ACMS claim, D-Dec, V-form and transaction listing.

Each cell is to be populated
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Victorian DRFA Relief and Recovery claim form (V Form-A-Relief Recovery) V Form-A-Relief Recovery

Delivery Agent (DA) Darb
Claim year 20
DRFA eligible event name Floods October 2020
Event ID (AGRN) AGRN 9876
Location of event Bary
y
Automated Claims Management System (ACMS) 12345
claim no.
Actual Cost
R and Recovery . . " " e
activity undertaken to Activity location ActvityjStertygectivityjend Cost Type Justlﬁca_tlon_l Addltlo_nal External Service Provider Tax Invoice Number Cost Ledger Reference Invoice Date EEBUELS
P Date Date 'supporting information Completed
assist individuals
Relief and/or Recovery r
CEERCTT AT Hire of buidings, includin
1 operation and de- Darby 11102020 15111/2020 T g S '3 |Four weeks hall hire for the relief centre Darby Bowiing Club 1234 $20,000 4 17-Nov-20
commissioning) (Category [fa=s
A)
Relief and/or Recovery r
Centel(estabisisnent; Hire of buildings, including pr‘;?esc'ive eq.fﬁ.ﬁ‘g'nﬁec'\se‘;':ﬁ.‘.g
tion and de- D: 2 1235 -Oct-:
2 m;r:sr:’ ::rr::)r;m ; ory arby 1/10/2020 16/10/2020 o] ) products (in-ine with COVID-19 Darby Cleaning Company ¢ s 5,000.00 5 20-Oct-20
D requirements)
Residential clean up r
operations (green waste, Clean up and removal of damaged
damaged household Contractor costs/service | fumiture, whitegoods, building material
3 materialsigoods) to prevent Darby 1/10/2020 12/11/2020 i T e ==y Darby Contracting Company 1236 s 10,000.00 6 20-Nov-20 12-Nov-20
displacement of residents inside and outside residents homes.
(Category A
(Category A) | L

15 Total Actual Costs $ 35,000.00
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Victorian DRFA Relief and Recovery and Counter Disaster Operations claim

lodgement declaration form V Form-D-DEC 2

Event ID (AGRN) AGRN 9876 Relief and Recovery

EMV Automated Claims
Management System (ACMS) [PAEER)
No.

DRFA eligible event name Floods October 2020

Delivery Agency (DA) Darby Shire Council

| hereby provide the claim as follows:
Claim amount: $25,000

Associated with works in: Darby Shire Council

| certify that this claim is a true record of the relief and recovery and counter disaster operations activities that have been undertaken directly in response to the disaster notified under
the Disaster Recovery Funding Arrangements 2018, to assist and protect individuals and households by alleviating personal hardship and distress, address the immediate
emergency needs of individuals and protect the general public.

| can also confirm that activities have been undertaken either immediately before, during and immediately after the eligible disaster and which have been undertaken in accordance
with Victoria’s Natural Disaster Claim and Eligibility Guidelines and the Australian Government's Disaster Recovery Funding Arrangements.

| can confirm also that appropriate procurement policies have been applied, and subject to internal audit processes of: Darby Shire Council
y . . . . . ) Nancy Drew, Flood Restoration Officer,
Any requests for clarification regarding this claim can be directed to: Narew@darby.com, Ph: 1234 4321

Claim approved for lodgement by:
(Approval must be by the CEO)

Claim prepared by:

Jane Austen William Wordsworth

CEO Darby Council

1/12/2020 2/12/2020
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Additional information can be included to 

explain discrepancies or part payments. 

Detail provided must be sufficient to explain 

costs incurred and link to the disaster.

General Ledger 

This amount needs 

to be the same 

amount shown in 

the ACMS claim, V-

form A-Relief 

Recovery and 

transaction listing.

Invoice

General ledger is a 

direct export from the 

Delivery Agency’s 

financial system  

$35,000

Invoice to include:

• eligible event name (AGRN), 

• date of the eligible event 

If an AGRN has not yet been assigned 

provide details of the eligible disaster.  

Relief and Recovery continued

The total of the transaction 

listing needs to be the same 

amount shown in the ACMS 

claim, D-Dec, V-form A-

Relief Recovery.

Amounts on the 

transaction 

listing are 

exclusive of GST 
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Additional information can be included to explain discrepancies or part payments. 

Detail provided must be sufficient to explain costs incurred and link to the disaster.



General Ledger 



This amount needs to be the same amount shown in the ACMS claim, V-form A- Relief Recovery and transaction listing.

Invoice

General ledger is a direct export from the Delivery Agency’s financial system  

$35,000

Invoice to include:

 eligible event name (AGRN), 

date of the eligible event 

If an AGRN has not yet been assigned provide details of the eligible disaster.  





Relief and Recovery continued

The total of the transaction listing needs to be the same amount shown in the ACMS claim, D-Dec, V-form A- Relief Recovery.

Amounts on the transaction listing are exclusive of GST 
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Darby Bowling Club

11 Main street

INVOICE

Invoice No. 4

Darby Vic Date: 17/11/2020

BILLTO:

Darby Council

17 Bridge Road

Darby Vic

Description Qry RATE GST TAX | Subtotal AMOUNT
AMT (ex GST)

Rental for bowling club hall, to be

used as a relief centre during

October 2020 floods. AGRN 9876

Hall rental, includes all utilities 4 weeks | $5,000 | $2,000 $20,000 $22,000

costs
Subtotal $20,000
(ex GST)
GST $2,000
Total (inc $22,000
GST)

Make all checks payable to Darby Bowling Club

If you have any questions concerning this invoice please contact name, Phone, Email.

Thank you for your business.
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Date Amount Document | G/L Account Description Invoice Cost Service | Activity |Locality| Vendor Name
No. no. No. Centre | Code | Code | Code
Rental cost for Darby Bowling N
N R Darby Bowling
17/11/2020{$20,000.00 |44546 59505 Club as relief centre during 7640 9867 1234 Darb Club
October Flood 2020
Cleaning supplies and PPE for Darby
20/10/2020|$5,000.00  |44546 59505 relief centre for October floods 7640 9867 2345 Darb |Cleaning
2020 Company
Clean up and removal of
damaged furniture, whitegoods, Darby
20/01/2020|$10,000.00 |44546 59505 building material debris and 7640 9867 2345 Darb |Contracting
green waste immediately inside Company
and outside residents homes.
Total $35,000.00
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Account Transactions

Derby Shire Council
For the period 1 July 2022 to 30 June 2023

Posted Invoice Date Reference Description

16 Jan 2024 16 Dec 2023

30 Jan2024 30 Dec 2023
30 Jan2024 30 Dec 2023

30 Jan2024 30 Dec 2023

Engineering Hire Company - Collins Street LIVEFLOOR

INVASTS Goliins Street TRUCK AND TRAILER - TRIAXLE 17.797.50
Engineering Hire Company - Collins Street Flood Recovery
INV-1380 46 20th - ARGN 1037 15.990.00
INV-1380  Engineering Hire Company - Flood Recovery Jan 20th- ARG~ 2,460.00
Engineering Hire Company - Collins Street LIVEFLOOR
INV-1380  Colins Street TRUCK AND TRAILER 18,331.25
Colins Street TRUCK AND TRAILER
30Dec2023 INV-1380 mEneenng Hire Company TRUCKAND TRAILER-TRI 5541 o
Total 77.868.75
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Invoice date: 16/12/2023

Bie: bue: 17/12/23
Derby Stire Council
Colins Srset
DEReY 33 Purchase Order:
P031653 AGRN 1037
DESCRIPTION TAXTYPE AMOUNT
(exGsT)
20 31053 AGRN B2 Asset #3418 st , I

1408 Cotins Swest 127R ( 3. losds of muish = @ 55,000
crew x 1 - 10 hours 53500 + gst

quln 15,000

SubTotal(xGST):  $20.00000

GST: 5200000
Tota (ne GST):  $22.00000
“Amoun Paid 5000

AMOUNT DUE:  $22,000.00
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Claim ID

EGSC.18.1.EW.1234

Asset Details

Asset type

Sealed Road

Asset name

Collins Street

Cost

$15,000.00

Actual Cost
In:aoﬁ:e Invoice = Date Works
No. Date Completed

1927 | 16-Dec-23 01-Dec-23
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Payroll report

For DRFA approved 

positions, the total cost 

should be relative to the 

salary range agreed at the 

time of approval.

Ordinary hours can only be 

claimed if the position has 

been pre-approved for 

DRFA funding through the 

Administering Authority.

For regular employees, only 

additional costs may be claimed, for 

example: overtime, higher duties. 

Payroll reports should be filtered to 

show these costs only. 

Relief and Recovery continued
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Payroll report

For DRFA approved positions, the total cost should be relative to the salary range agreed at the time of approval.

Ordinary hours can only be claimed if the position has been pre-approved for DRFA funding through the Administering Authority.

For regular employees, only additional costs may be claimed, for example: overtime, higher duties. 

Payroll reports should be filtered to show these costs only. 



Relief and Recovery continued
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Employee ID

Employee Name

Title of role/description

Description

Date

Amount/hours

Activity description

Location

Cost

235

Virgina Woolf

Relief Centre Manager

Ordinary Hours

20/22/20

80,

Relief Centre Coordination

Darby Central

$
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Must be signed by 

the CEO

V Form-D-DEC 2

Counter Disaster Operations

V Form-A2-CDO

$9,000

Claim amount must be 

consistent with amount in 

ACMS, V Form-A2-CDO 

and General Ledger

$9,000

Total cost must be the same as in 

amount shown in the ACMS claim, 

D-Dec, V-form A2-CDO and 

transaction listing

Include any additional detail or 

information to support the claim. 

Each cell is to be populated
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Must be signed by the CEO

V Form-D-DEC 2

Counter Disaster Operations

V Form-A2-CDO







$9,000

Claim amount must be consistent with amount in ACMS, V Form-A2-CDO and General Ledger

$9,000

Total cost must be the same as in amount shown in the ACMS claim, D-Dec, V-form A2-CDO and transaction listing

Include any additional detail or information to support the claim. 

Each cell is to be populated
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Victorian DRFA Counter Disaslter Operations claim form (V Form-A2-CDO)

Delivery Agency (DA)
Claim year

DRFA le event name

Event ID (AGRN)

Location of event

Automated Claims Management System (ACMS)

claim no.

~

Darb

20

October Floods 2020

9,876

Darby

123467

V Form-A2-CDO

CDO activity

Actual Cost

undertaken to assist - q Activity Start | Activity End Justification/ Additional o a N N Date Works
P Activity location ty ty Cost Type i . External Service Provider Tax Invoice Number Cost Ledger Reference Invoice Date
individuals or protect Date Date 'supporting information Completed
the general public L
Purchase of operational - |5 1, paujins, 4 Chainsaw chains and 3
Operational activities to consumables B e
1 protect and maintain public Darby 1110/2020 1510/2020 required/exnausted during | pes pt ppor Darby Tool Store 35 1,000.00 5 20-Oct-20 16-Oct-20
temporary repairs to homes during the
health and safety (Category B) activity-eg.ropes, | STE0EY PRES D
sandbags, tarps, PPE
— 4
Due to the October floods Darby's main
Residential water safety Contractor costs/service | water supply was impacted and needed
2 Testing (Category A) Darby 3/1012020 411012020 e o b toteg 1o anstre the vaator was . |Darby water testing services 65 5.000.00 12 07-Oct-20 04-Oct-20
safe to drink
4
Local and Regional
Coordination Centre/Municipal Transporation costs - | 1 "noborialon Costs associated wih
3 Coordination Centre Darby 1/10/2020 3011012020 equipment, materials, Darby Transportation services 67 3,000.00 17 01-Nov-20 30-Oct-20
coordinate the response to the Darby
(establishment and operation) ‘medical, resupply o
(Category B)
Total Actual Costs 9,000.00
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Victorian DRFA Relief and Recovery and Counter Disaster Operations claim

lodgement declaration form V Form-D-DEC 2

Event ID (AGRN) AGRN 9876 Counter Disaster Operations

EMV Automated Claims
Management System (ACMS) EEEZIY4
No.

DRFA eligible event name Floods October 2020

Delivery Agency (DA) Darby Shire Council

1 hereby provide the claim as follows:

Claim amount: <insert claim value>

Associated with works in: Darby Shire Council

| certify that this claim is a true record of the relief and recovery and counter disaster operations activities that have been undertaken directly in response to the disaster notified under
the Disaster Recovery Funding Arrangements 2018, to assist and protect individuals and households by alleviating personal hardship and distress, address the immediate
.emergency needs of individuals and protect the general public.

| can also confirm that activities have been undertaken either immediately before, during and immediately after the eligible disaster and which have been undertaken in accordance
with Victoria’s Natural Disaster Claim and Eligibility Guidelines and the Australian Government's Disaster Recovery Funding Arrangements.

| can confirm also that appropriate procurement policies have been applied, and subject to internal audit processes of: Darby Shire Council
y . . . . . ) Nancy Drew, Flood Restoration Officer,
‘Any requests for clarification regarding this claim can be directed to: Ndrew@dearby.com, Ph: 1234 4321

Claim approved for lodgement by:
(Approval must be by the CEO)

Claim prepared by:

William Wordsworth

Jane Austen

Position Finance Manager

20/11/2020 21/11/2020

Signature Signature
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General Ledger 

This amount needs to 

be the same amount 

shown in the ACMS 

claim, V-form A2-CDO 

and transaction listing.

Invoice

General ledger is a 

direct export from the 

Delivery Agency’s 

financial system  

$9,000

Amounts on the 

transaction 

listing are 

exclusive of GST 

The total of the transaction 

listing needs to be the same 

amount shown in the ACMS 

claim, D-Dec 2, V-form A2-CDO 

and invoices.

Additional information can be 

included to explain discrepancies or 

part payments. Detail provided must 

be sufficient to explain need for 

expenditure and link to the disaster.

Invoice to include:

• eligible event name (AGRN), 

• date of the eligible event, 

• date works completed.

If an AGRN has not yet been assigned 

provide details of the eligible disaster.  

Counter Disaster Operations continued
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General Ledger 

This amount needs to be the same amount shown in the ACMS claim, V-form A2-CDO and transaction listing.



Invoice

General ledger is a direct export from the Delivery Agency’s financial system  



$9,000

Amounts on the transaction listing are exclusive of GST 

The total of the transaction listing needs to be the same amount shown in the ACMS claim, D-Dec 2, V-form A2-CDO and invoices.

Additional information can be included to explain discrepancies or part payments. Detail provided must be sufficient to explain need for expenditure and link to the disaster.

Invoice to include:

 eligible event name (AGRN), 

date of the eligible event, 

date works completed.

If an AGRN has not yet been assigned provide details of the eligible disaster.  



Counter Disaster Operations continued
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Darby Water Testing Services

33 Main street
Darby Vic

BILLTO:

Darby Council
17 Bridge Road

INVOICE

Invoice No. 65

Date: 07/10/2020

Darby Vic
Description RATE | GST TAX Subtotal AMOUNT
AMT (ex GST)

Testing of Darby main

water supply following

October 2020 flood.

Testing completed on 4

October 2020.

Water testing $5,000 | $500 $5,000 $5,500
Subtotal $5,000
(ex GST)
GST $500
Total (ing $5,500
GST)

Make all checks payable to Darby Water Testing Services

If you have any questions concerning this invoice please contact name, Phone, Email.

Thank you for your business.
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Date Amount Document | G/L Account Description Invoice Cost Service | Activity |Locality| Vendor Name
No. no. No. Centre | Code | Code | Code

Purchase of 3 plastic sheets, 4
chainsaw chains and 3x100m

20/10/2020($1,000 44546 59505 35 7640 9867 1234 Darb  |Darby Tool Store
ropes. Used to support
temporary repairs to residents
Contractor required to test

7/10/2020 |$5,000 44546 |59505 Darby Water after container was| 7640 9867 |2345 |parb |D2TPYyWater
breached during October 2020 Testing Services
floods.
Transportation costs associated
with the establishment of a Darby

1/11/2020 |$3,000 44546 59505 MECC to coordinate the 66 7640 9867 2345 Darb |Transportation
response to the Darby October Services
floods in 2020.

Total $6,000
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