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Individual Officers Report (IOR)-154/410/402-PTS Grants 
The IOR is for salary reimbursement for full time officers that are paid by departments utilizing federal funds under contract/grant. The IOR will serve as your time sheet.  The contract begins October 1 and ends September 30 of the grant year.  Please complete IOR in its entirety, without leaving blanks.  
Please look carefully at each block on the line and fill in appropriately for the date, time in/out, mileage, citations.  The report should reflect only the hours being requested for reimbursement, which have been paid by the agency. 
Court Time: Allowable only for full time Officer assigned to contract and must be related to project activities. Agency must provide appropriate documentation, such as a subpoena or other court documentation to qualify for reimbursement. This will cover only time for trial to testify and not waiting on other cases or preparations. This is Not Overtime as it is straight time for the officer’s duty as a fulltime officer to testify on the case. You can flex the time for the week for this court time or be paid at the straight time rate if allowable in your grant.  For further information on this contact your grant program manager.
Please have the Officer(s) and Supervisor review and sign this form before submission for Reimbursement. Failure to report time expenditures using this form may disqualify an agency for reimbursement. Support documentation of agency time sheets, copy of check or payroll registry for the officer working the detail is also required for proof of payment per Federal Regulations.
Lack of Activity: According to MOHS and NHTSA Requirements, there must be enforcement activity for all hours worked and claimed for reimbursement with federal funds. Inactivity and/or zero activity may result in being disallowed for reimbursement. 
STEP Overtime (Special Traffic Enforcement Program) 154/410/402-OP/PTS Grants
This form is for the STEP Overtime, which should focus on overtime for your Specific Project.  
On each STEP form, fill out the agency, date, payroll time period and grant number at the top of the page. List the officers in the left hand column for those officers you are claiming reimbursement.  Officers must sign and fill out the appropriate boxes to the right of their name for citations written. Court time is not allowable as an expense under an overtime only contract/grant. 
The Supervisor must review forms, to make sure the totals have been completed in their entirety. Failure to report overtime expenditures using this form may disqualify an agency for reimbursement. Support documentation of agency time sheet, copy of check or payroll registry for the officer working the detail is also required for proof of payment per Federal Regulations.
**If assigned as a Full-time officer, include all project time worked, including Overtime, in the Individual Officers Report only.
Lack of Activity: According to MOHS and NHTSA Requirements, there must be enforcement activity for all hours worked and claimed for reimbursement with federal funds. Inactivity and/or zero activity may result in being disallowed for reimbursement.
Monthly Federal Funds Enforcement Activity Sheet-154/410/402-OP/PTS Grants
To be completed for citations written utilizing federal funds only, not to include departmental citations paid with agency funds.  Information can be compiled using the Individual Officer Report (IOR) and your STEP reporting form claimed for reimbursement. The Activity sheet should be completed and submitted with the monthly cost reporting worksheets. A total for each month should be documented and quarterly totals, should be included with the Quarterly Report. Document should be based on citations written utilizing federal funds only.
Agency Wide Traffic Safety Statistics Report-154/410/402-OP/PTS Grants
The statistics report is used to record the total citations and activity for the Entire Department using both local and federal funds for the Calendar Month. This sheet should be completed and submitted with your quarterly report.  
DUI Case- Prosecutions, Adjudications Convictions Report-154/410/402-PTS Grants
The information requested is for project related cases, in which the officer receives notification/subpoena, attends and received disposition.  The numbers are not the focus of this request, but rather to identify problems within the court system. The information provided will be utilized by court monitors in addressing court issues.
Quarterly Progress Report-154/410/402-OP/PTS Grants
Should be completed, based on Tasks by Quarter, which outlines the proposed activities/responsibilities to be carried out during the grant year. It is the sub-grantees responsibility to ensure the Tasks by Quarter are accomplished. Dates for Submission are on the 15th business day of the month, following the Quarter. Dates are as follows: 1st Quarter due (October, November, December) January ; 2nd Quarter (Jan, Feb, March) due April; 3rd Quarter (April, May, June) due July; 4th Quarter/ Final Summary (July, August, September) due October. 
Be sure to include copies of pictures, presentations, Blitz Reports, newspaper articles, etc., which will be placed in the project file. If you have multiple pictures, video, audio from presentations, etc., you may submit on CD, with your quarterly report.  

