Finance Tracking Log Instructions
This spreadsheet is broken into three categories. SPOTS Card spend, OEM Purchase Orders and Direct bill. Per FEMA requirements for reimbursement, complete this sheet by entering each line item purchased.

Field



Instructions

OEM Action#
Oregon Emergency Management ECC/AOC Action Number. Enter this number from the Disaster Event Log

PO#



The Purchase Order Number issued by the 





Contracting Agency. Enter this number from the 




Disaster Event Log.

SPOTS Card Use

Enter the name holder and contact number of the 




SPOTS card used for this transaction. (This is only 




applicable if a SPOTS card was used).

User/PO


Enter in the end user or PO Number

Incident Number

The Contracting Agency’s internal tracking used. 




Enter this number from the Disaster Event Log.

Supplier Name

The supplier where the purchase occurred. Enter this 




number from the Disaster Event Log.

Item/Description

Enter a brief description of item purchased from 




packing slip or invoice from supplier.

QTY/Hrs


Enter the quantity purchased from packing slip or 




invoice from supplier

Unit Price


Enter the unit price for the item purchased from the 




supplier.

Total Price


Spreadsheet will automatically calculate for you in the 



electronic version.
Date Purchased

Enter in the date purchased.

Delivery Location

Enter in the general location of the delivery (i.e. 




Clatsop County or Tillamook)

Delivery Area

Enter in a more specific area if known.

Invoice Number

Enter in the invoice number from the packing slip or 




invoice.

Purchase Amount

Spreadsheet automatically carries over from Total 




Price in the electronic version.
Remaining Balance
The remaining balance available on the SPOTS card used. Spreadsheet automatically calculates in the electronic version. Enter in the total available credit for the card on the top line of each card user section (Blue box).

Inserting Additional Rows
If you need to insert additional rows into the electronic 



spreadsheet, be sure and insert above the total line 




within the section to insure the formulas remain intact.
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