



Equipment Cost Recovery Memorandum (PW-3a)
DATE:

TO:

All Departments
FROM:
Disaster Cost Recovery Manager
RE:

Damaged Equipment Assessment
Your offices and workspaces may or may not have been surveyed yet for the official assessment of damaged equipment.  To ensure the best information possible, we need your careful cooperation to help us verify the extent of the damage, if any, to all equipment under your responsibility.

Please thoroughly document all damaged assets, including vehicles, office furniture, office equipment, and all other equipment assets by using the attached form and additional sheets as necessary.  Send your completed responses immediately to your Department Cost Recovery Team Leader.  Make a copy of the damage report for your department file.  
Department Cost Recovery Team Leader will send the original copy to the Cost Recovery Team.  We need to complete this documentation very accurately to maximize our cost recovery from FEMA and Cal-EMA.  

Do not file claims for equipment that was not damaged by this disaster.  All employees must be aware that there are significant civil and criminal penalties for any fraudulent claim for disaster reimbursements.
Attached on the next page is a list of important steps to help ensure sound documentation for cost recovery from FEMA and Cal-OES.
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