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Applies to:
• Oil Discharge and Disposal Cleanup Fund eligible Sites
• Sites that may become eligible

• Corrective action work
• Investigation
• Remediation

• Not Discovery
• Tank closure
• Effort to locate tanks

• Not Hazardous Waste Related Work
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Overview
• Background: Why forms and why did we update 

them
• Updated Work Scope & Change Order Excel 

forms

• NEW Guidance Document for Completing WSA 
and CO forms, and how to submit a 
Reimbursement Request (did not exist)

• Reimbursement Requests 
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Background
CHAPTER Odb 400 RULES FOR REIMBURSEMENT UNDER RSA 146-D

• Odb 407.01 Corrective Action Work Scope Requirements
• “shall submit a work scope and budget prior to performing 

corrective action”
• “approve a work scope and budget upon determining the 

proposed work conforms to the technical criteria”
• “issue a work scope approval notice that includes the 

approved budget and a description of the work”
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Background
CHAPTER Odb 400 RULES FOR REIMBURSEMENT UNDER RSA 146-D

• Odb 407.09 Reimbursable Corrective Action Costs
• “shall be the usual and customary market rates or costs for”:

• Labor 
• Equipment
• Materials and Supplies
• Services
• Administration of Subcontracted Services
• Procurement of Materials and Supplies
• and Markup

• Unit-Based Costs Table
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Background
• Two tasks NHDES project managers frequently spend a lot of time on 

• Review and approval of WSAs and COs 
• Review of Reimbursement Requests.

• Reviewal times are increased when budgets are not clearly defined by task

• Deductions to reimbursement requests are more frequent when there is limited 
correlation between the tasks approved on the WSAs and what is submitted for 
reimbursement.

• Reporting how Fund resources are used is an important accountability tool.

• The prior WSA/CO forms were largely unchanged since at least 2010.
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Updated WSA and CO forms

• Make it easier to track budgets for different cost categories within a task (e.g. 
labor, equipment & supplies, sub-contracted services, etc.)

• Clarify that unused budgets for one task cannot be used for another task (ie. 
Treating all tasks collectively as a ‘lump sum’)

• Provide sub-total fields within a task so that consultants and contractors can 
more easily see/track use of budgets for each cost category.

• Create a numbered Change Order system to ease review of reimbursement 
requests, including identifying the task for each line item of the change order.

• Provide a version of the WSA form to be used for multi-year GMP budgets.
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New WSA and CO forms

• Approved by the oil fund disbursement board
• Available on NHDES website
• Updates header and site info sections
• Provides numbering system to identify tasks 

and cost categories
• Provides sub-total calculation column for 

each task.
• Introduces new GMP Specific WSA form.
• Adds Change order numbering system.
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Work Scope Authorization and Change Order forms: 
Updates to Header and Site Info

• Updated language to include potentially eligible sites. Provides rule citation for 
pre-approval requirement.

• Removes “UST/AST Facility ID #” from site info.
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Work Scope Authorization and Change Order forms: 
Task and Cost Category identifiers

• Each task is provided a unique number
• Tasks are broken up and organized by 

Cost Category (e.g. Labor, equipment & 
tools, subcontractor services)

• Each Cost Category has its own sub-total 
(next slide)

• Change Order line items should reference 
task and category number (e.g. 1.1 or 1.3)
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Work Scope Authorization and Change Order forms: 
Sub-total Calculation Column
• A sub-total is calculated for each cost category 

section.

• Sub-totals are combined to create a task total

• Separate sub-totals makes it easier to identify 
maximum labor or equipment budget within a 
task, making it easier to identify when a 
change order may be needed.

• Helps during review of a reimbursement 
request to indicate maximum approved within 
a task by category (e.g. labor)
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Work Scope Authorization and Change Order forms: 
GMP Specific WSA form

• Almost Identical to standard WSA form.
• Addition of field to identify how many times 

the task will be reused during the 5-year life 
of permit.

• Includes statement that the approved 
budget may NOT be reused beyond the 
permit period, unless reuse is approved by 
DES.
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Work Scope Authorization and Change Order forms: 
Updated Change Order form

• Updates header and site info
• Adds field for change order number.

• Adds column to identify the task/category 
number for each line item on the change 
order.
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New Guidance Document
• Approved by the oil fund disbursement board
• Available on NHDES website

• For contractors/ consultants 

• Guidance and examples for completing the new 
WSA and CO forms.

• Guidance on how to prepare an online 
Reimbursement Request.

• Phase codes used during reimbursement request 
preparation are included as an attachment
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Guidance Document
WSA/ CO Form Instructions

• Provides details on the sections of the forms 
• Site information
• Task and cost categories
• Subtotals

• Instructions for each form
• WSA
• CO
• WSA 5-yr GMP

• No lump sum budgets (Time and Materials)

15



Guidance Document
Example Forms

• Filled out examples of WSAs and COs for:
• Initial Response Action
• Site Investigation
• 5 yr GMP
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WSA and CO Review
• Subcontractor quotes should use Unit-based costs when 

applicable 
• For items without a rate multiple quotes or NTE cost plus 10% can be 

used
• Quotes should include a brief description of the work requested

• Use the GMP form for GMP monitoring and reporting during a 
5-year permit period. Use the normal WSA template for other 
scopes of work. 

• Reporting effort should be in a subtask separate from field 
effort within the same Task

• Detail should be added to the task summary to support the 
requested budget

• Must include a deliverable
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Guidance Document
Reimbursement Request Instructions

• Info for consultants / contractors to request 
training through the library section, if needed

• We can provide training to new applicants or new 
employees unfamiliar with the process

• Step by step guidance
• Filling in invoice lines
• Task cost categories

• Labor
• Equipment
• Subcontractors
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Guidance Document
Reimbursement Request Descriptions

• Standardizing the information that should be entered into the description of the 
invoice line.
• Task number
• Task description
• Cost Category (labor, equipment/ supplies, subcontractors)

Task 2

Task 1

Example -  from page 23 of guidance document
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Reimbursement Request
Reminders
• Invoice and billing backup should match
• Should bill labor by task/subtask with equipment and 

supplies separate from labor. 
• Cannot use labor budget to cover equipment and vice versa.
• Ask NHDES for a change order, if conditions warrant it. 

• Include all relevant backup. Deductions will occur if backup is 
not included to support the request. 

• No costs after the submittal date
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Questions?

21

• Please hold general questions until after the following presentation
• Contact the assigned Project Manager for Site/Project specific questions

• Contact Jeremy Slayton, Petroleum Fund Management Section Supervisor, at 
(603) 271-2570 or by email at Jeremy.T.Slayton@des.nh.gov for Fund related 
questions

• Contact the Library section via email at WMDLibrary@des.nh.gov for 
Reimbursement request training

tel:+1-603-271-2570
tel:+1-603-271-2570
tel:+1-603-271-2570
tel:+1-603-271-2570
mailto:Jeremy.T.Slayton@des.nh.gov
mailto:WMDLibrary@des.nh.gov
mailto:WMDLibrary@des.nh.gov
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