Disaster Recovery Funding Arrangements 
Community Recreational Assets Package Pre-Lodgement Checklist CRC funding is assessed and prioritised based on data and evidence of:
· location and description of event damage to eligible community assets, and evidence of the event damage to the asset 
· how the community asset meets the Guideline objectives 
· proposed or completed scope of works required to address the event damage to the asset
· the estimated or actual costs of the eligible project works.


To support submission quality and a streamlined assessment, use this checklist before lodging your Community Recreational Asset (CRC) submission data and evidence in MARS. 
Refer to the relevant event specific Community Recreational Asset Guideline.
	Checked
	Submission
	Why? 

	☐
	Has this submission been developed under the correct DRFA activated ‘Event’ in MARS? Do the claimed CRC works start and end dates, and damage evidence dates correspond with the event dates outlined in the event specific guidelines?
	Avoid delays due to the need to return incorrect submissions and create new submission correctly.

	☐
	For State agencies: Are the community asset damage locations of all claimed works in local government area/s activated for CRC for the claimed disaster event? 
	Provide the required data and information before the closing date to ensure your projects meet the Guideline objectives and eligibility requirements. 
Reduce risk of not meeting the competitive funding round timeframes and reduce risk of ineligible outcomes. 

	☐
	Does the data entered in ‘Asset Details and ‘Damage Details' (GPS coordinates) accurately identify the locations of the impacted community asset being assisted by the CRC works. TIP – Check data in MARS correlates with locations reported in evidence (e.g. detailed ledgers, and post event damage photos, and or completion photos) 
	

	☐
	Have all validation messages been resolved with commentary and or evidence ready for assessment? MARS submission validations are designed to assist lodging quality data. Validation messages must be addressed by correcting data, attaching the required evidence or using the ‘Comments’ field to directly resolve the error/s. 
	

	☐
	Does the submission exclude duplicates of works and costs claimed within this submission or already claimed in another submission lodged with QRA, or another DRFA funding package? 
	Reduce risk of ineligible projects or works.

	☐
	Will this submission be lodged by the Applications closing date? 
	Reduce risk of not meeting the competitive funding round closing date and assessment timeframes. 

	☐
	Is your nominated Submission contact correctly recorded in MARS (name, phone and email)? 
	Ensure QRA is communicating with your nominated officer. 

	Checked
	CRC eligible assets and works 
	Why? 

	☐
	Does the submission data clearly demonstrate: 
· the asset name and scope being delivered at each line item
· the coordinate locations of the eligible community assets damaged by the event 
· the community asset type 
· the event damage and the proposed treatment 
· the repair or replacement of a priority community asset / facility that is inadequately insured, uninsured, or not able to be insured 
· the repair or replacement of the asset is required to re-commence service and contribute to community recovery and
· claimed works are in accordance with current knowledge and practices.
	Provide the required data and information up front ready to meet CRC requirements. 
Reduce delays due to need for assessment queries or requests for missing information.
Reduce ineligibles.

	☐

	Does submission evidence: 
· demonstrate the event damage to the eligible community asset i.e., post disaster visual photographs in JPEG format (including EXIF metadata and GPS coordinates, date taken) or video footage, post disaster inspection reports or
· where a submission is claiming the actual costs of completed works – evidence of the completed works in the form of completion photographs (including EXIF metadata, GPS coordinates and date take including a detailed general ledger.
	

	☐
	Submissions for completed project works: Is the data on each line item include ‘Asset Details’, ‘Damage Details’, ‘Scope Details’, ‘Cost Details’ and the evidence of expenditure accurate and is ready to assess against the CRC guidelines for the claimed event? I.e. data on each line item clearly describes what CRC work was undertaken, where, when, and why and reconciles to the damage and completion evidence provided.
	

	☐
	Does the submission exclude ineligible works. e.g. works on an asset or land that will not be owned or controlled by the eligible applicant?
	

	Checked
	CRC Eligible timeframes
	Why? 

	☐
	Are the Scope details – proposed or actual ‘start date’ and ‘end date’:
· accurately reported against the scope at each line item? 
· within the eligible timeframes specified in the ‘event’ specific Package guideline?
	Reduce delays due to the need for assessment queries or requests for missing information.
Reduce ineligibles.

	Checked
	CRC Eligible costs
	Why? 

	☐
	Does the submission include only the costs of eligible CRC works required for the claimed event? e.g. excludes ordinary salaries, GST, non-event related activities.
	Provide the required data and information up front ready to meet CRC requirements. 
Reduce delays due to need for assessment queries or requests for missing information.
Reduce ineligibles.

	☐
	Are the estimated costs of works supported by evidence – e.g. bill of quantities, invoice, quotation.
	

	☐
	Does the submission exclude costs covered by insurance? e.g. repairs or replacement of insured equipment damaged or lost while undertaking CRC works?
	

	Checked
	Evidence of actual expenditure (Project works are completed)
	Why? 

	☐
	Have you attached the accurate detailed general ledger/ detailed transaction report? 
· Does it reconcile to each claimed line item, works /cost in MARS 
· Is it equal to or greater than the claimed actual expenditure in MARS, and where applicable have differences been reconciled and explained?
	Provide the required data and information up front ready to meet CRC requirements. 
Reduce delays due to need for assessment queries or requests for missing information.
Reduce ineligibles.

	☐
	Does the attached detailed general ledger include descriptions of codes used by your organisation in reporting the eligible cost of CRC works. E.g. ‘plant’, ‘payroll’, ‘creditors’ and ‘stores’?
	

	☐
	Have all claimed costs been incurred? Are there no outstanding invoices for the claimed completed CRC works?
	

	☐
	Are claims for the cost of purchasing assets supported by the required evidence of the need for the asset, purchase over hire costs, and depreciation details. 
	

	☐
	Do all purchase and travel costs claimed meet your organisation’s internal financial, purchasing and travel polices and are they supported in the attached evidence? e.g. corporate card transaction report, travel and accommodation report?
	

	☐
	Are claimed backfilling costs supported by the required data attached to the submission?
	

	☐
	Do the attached detailed internal plant costing, payroll reports reconcile to relevant line items in MARS? 
	

	☐
	Have you provided additional break downs to support all journaled amounts?
	

	☐
	Are the detailed general ledger/ detailed transaction reports, and internal costing/payroll reports attached in editable format? e.g. excel or txt if PCS system.
	

	☐
	Are all source documents available for sampling by QRA and State or Commonwealth audit? Internal costings for plant, requisitions, payroll reports, timesheets and tax invoices? 
	Ensure evidence is ready for sample requests/ audit. 
Reduce ineligibles. 

	
	
	


Checklist completed by (full name): Click or tap here to enter text.	Contact email: Click or tap here to enter text.

Completed on: Click or tap to enter a date.

QRA website: https://www.qra.qld.gov.au/funding-programs 
	Detailed requirements
	· https://www.qra.qld.gov.au/funding-programs/event-specific-exceptional-circumstances-assistance 
· DRFA 2018 

	References and tools
	MARS User guides  

	Need help?
	Contact your QRA Regional Liaison Officer


A QRA initiative in response to applicants’ feedback ‘How to get submissions right first time’.
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