
SEO ACADEMY COURSE E
Reimbursement

 CHAPTER OBJECTIVES:

After completing this chapter, you will be able to . . .

• Describe reimbursement and identify the annual deadline 
for filing with the state.

•  Identify who is responsible for filling out the reimburse-
ment paperwork.

• Recognize the role the local agency SEO plays as part of 
the reimbursement procedure.

• Discuss why a local agency must submit a reimbursement 
application to DEP for reporting purposes even if the local 
agency is not requesting reimbursement.

•  Apply appropriate information to DEP’s Activity Record 
form and reimbursement application forms.

• List the expenses that are reimbursable and nonreimburs-
able to the local agency.

• Calculate the maximum amount of reimbursement that can 
be requested from the state.

• Assess whether a local agency can apply for 50 percent or 
85 percent reimbursement.
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 TEACHING METHOD:   ESTIMATED TIME:

• Self-study           •  1.5 hours

 MATERIALS / RESOURCES:

• Computer with Internet access—www.seotraining.org
•  Chapter materials—All chapter materials are available at 

www.seotraining.org, Academy Course Material, Courses, 
Course E, Chapter E-1
4 Chapter Study Materials 

• Self-study guide (viewed on the Internet)
• Workbook (book provided with course registra-

tion and available on the Internet)
• Answer key (book provided with course registra-

tion and available on the Internet)
• Quiz (book provided with course registration 

and available on the Internet)
4 Chapter Resources

• Title 25, Chapters 71-73, regulations (book pro-
vided with Orientation course registration and 
available on the Internet at www.pacode.com/
secure/data/025/025toc.html)

• Activity Record for Enforcement of Act 537 
(3800-FM-WSFR0039)

• Combined Application for Reimbursement for 
Enforcing Act 537 and Onlot Sewage Disposal 
Program Annual Report (3800-FM-WSFR0280)

• Combined Application for Reimbursement of Ex-
penses for Sewage Management Program Admin-
istration Under Act 537 and Sewage Management 
Program Annual Report (3800-FM-WSFR0284)
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 CHECKLISTS 

The checklists below are listed to help you organize your 
training activities. All listed activities should be completed 
prior to taking the chapter quiz. 

 WORKBOOK ACTIVITY:

______ E-1a:  Reimbursement in the Regulations
______ E-1b:  Proof for Reimbursement
______ E-1c:  SEO Sample Activity Record
______ E-1d:  Reimbursable vs. Nonreimbursable  Expenses
______ E-1e:  Application for Reimbursement for Enforcing  
                         Act 537
______ E-1f:   Application for Reimbursement of Expenses for 
                         SMP Administration

 ANSWER KEY:

Check workbook activity answers in the answer key under 
www.seotraining.org, Academy Course Material, Courses, 
Course E, Chapter E-1, Chapter Study Materials, Answer Key.

 TESTING:
 

Complete quiz in the Course E Quiz Book. The quiz and an-
swers are also available online at www.seotraining.org, Acad-
emy Course Material, Courses, Course E, Chapter E-1, Quiz.

______ E-1 Chapter Quiz: Reimbursement



                            E-1Workbook

SEO Academy, Course E                                          page 4                                                           Chapter E-1—Workbook                                        

 BECOMING A CERTIFIED SEO:

If you are taking this course to become a certified sewage 
enforcement officer (SEO) or would like to learn about the 
process of becoming certified, please refer to the SEO Pre-
certification Academy User’s Guide. This guide explains the 
structure of the training process and provides tips to help you 
successfully complete the training. To review the guide, go to 
www.seotraining.org and then select Academy Course Mate-
rial, Welcome Message, to find the link to the guide. You may 
also contact PSATS at (717) 763-0930 or seotraining@psats.org 
if you have any questions.

Go to the Chapter E-1 Self-Study Guide under www.seotrain-
ing.org, Academy Course Material, Courses, Course E, Chapter 
E-1, Chapter Study Materials, or on the Precertification Academy 
Course DVD. Begin by reading the objectives for the chapter in the 
self-study guide.
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 EXERCISE E-1a:  Reimbursement in the Regulations

Read Section 72.44 in the regulations and fill in the missing 
words in the following statements about reimbursement.

1)  Reimbursement may not ____________ the total program 
cost minus total program income.

2)  According to Section 72.44(b), reimbursement is made an-
nually to local agencies in an amount equal to ___________  
of eligible expenses of administering and enforcing certain 
sections of Act 537. 

3)  Local agencies that meet the provisions of Section 72.44(d) 
are eligible for reimbursement in an amount equal to  
_______  percent of administrative and enforcement costs.

4)  Applications for reimbursement should be made on 
the appropriate DEP form and received no later than 
_________________ each year for expenses incurred dur-
ing the prior calendar year. The secretary of environmental 
protection may extend the deadline for filing applications 
for no more than ______ days.

5)  The department may _______________ reimbursement for 
falsification or intended omission of information related to 
the application form.

Return to the Chapter E-1 Self-Study Guide.
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 EXERCISE E-1b:  Proof for Reimbursement

Read Section 72.44(f) in the regulations and fill in the missing 
information in the following list of supporting documenta-
tion, which should be included with an application for reim-
bursement.

1)  An itemized statement in the form of an ________________
____________________________________________________
_________________________________.

2)  A report of total ____________________________________
___________________ collected by the local agency during 
the calendar year in the enforcement of Act 537.

3)  DEP Central Office file copies (labeled green at the bottom) 
of the Application for Sewage Disposal System __________
____________________________________________________ 
during the prior calendar year.

4)  Municipal ________________________________________
__________________________________________________ 
used in enforcing the act if a local agency is applying for 
reimbursement for the first time or has subsequently made 
major changes to these documents.

5)  Copies of __________________________________________
___________________ made during the prior calendar year 
to municipal ordinances, acts, or procedures used in en-
forcing the act.

6)  Proof of ____________________________________________
___________ claimed.

7)  A copy of the _____________________________________
charged to the permit applicant.

Return to the Chapter E-1 Self-Study Guide.
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 EXERCISE E-1c:  SEO Sample Activity Record

Using the list of SEO activities below, transfer the activities 
onto an Activity Record for Enforcement of Act 537 form for 
the following two scenarios (1-Hourly Rate, and 2-Fee for 
Services). Use the forms provided on the next two pages with 
this exercise. (You may also obtain a form under Chapter E-1, 
Resources.)

List of SEO Activities

• On March 1, the SEO spent 1½ hours evaluating soil 
probes for the Bob Smith permit application (#A 12345). He 
traveled 34 miles each way to the site. 

• On March 8, the SEO spent 1 hour and 15 minutes prepar-
ing the site for the percolation test for Bob Smith permit 
application. He traveled 34 miles each way to the site.

• On March 9, the SEO spent 4 hours and 45 minutes per-
forming the Smith percolation test. He traveled 34 miles 
each way to the site.

• Bob Smith, the applicant, paid the municipality $100 for 
the soil evaluation and $200 for the percolation test.

• On March 22, the SEO conducted a final inspection on the 
system installed on the John Jones property (Application 
#A 12344). It took him 45 minutes, and he traveled a total 
of 16 miles round-trip. Jones paid the local agency $50 for 
the final inspection.
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1)  Hourly Rate—The local agency SEO is paid a rate of $40/
hour for all work performed for the local agency. Apply 
this rate to the activities listed on the previous page, and 
complete the Activity Record below for the month of March. 
Then add up the totals at the bottom of the form.
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2)  Fee for Services – The local agency SEO charges the 
municipality specific fees for services. Apply the SEO’s fees 
below to the activities listed on the first page of this exer-
cise, and complete the Activity Record on this page for the 
month of March. Then add up the totals at the bottom of 
the form.
 Service Performed  Fee Charged Municipality
 Soil probes   $125
 Site preparation   $  50
 Percolation test   $200
 Final inspection    $  50
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3)  Program Deficit – Assume the list provided at the begin-
ning of the exercise covers all SEO activities and expenses 
for the month of March. Calculate the total expenses and 
income for each of the scenarios (hourly rate and fee for 
services) to determine each scenario’s program deficit for 
the month of March. (For the purpose of this exercise, the 
commonwealth’s mileage rate is .585 cents. Mileage should 
be included in the total expenses.)

   Total Expenses
               - Total Income    

   Program Deficit

a) Hourly Rate

b) Fee for Services

 EXERCISE E-1d:  Reimbursable vs. Nonreimbursable
         Expenses

Turn to Section 72.44(h,i,g) in the regulations and use the lists 
of reimbursable and nonreimbursable expenses to review the 
sample Activity Record for Enforcement of Act 537 on the next 
two pages. Cross out what is not reimbursable on both pages 
of the form.

Return to the Chapter E-1 Self-Study Guide.
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 EXERCISE E-1e:  Application for Reimbursement for  
                                                Enforcing Act 537
 

Review the Application for Reimbursement for Enforcing Act 
537 (Form 3800-FM-WSFR0280), read the instructions for fil-
ing, and answer the following questions about the form.

1) a)   In Section A, who may be listed as the local agency
             official?
        _________________________________________________
  
  b)   Who specifically cannot be named as the local agency 
             official? 
        _________________________________________________

2)  What two sections in the application form must be com-
pleted before the reimbursement request can be calculated 
in Section B?

a) _________________________________________________

b) _________________________________________________

c) When completing Section B, a local agency can never 
request reimbursement to be more than half of what?

 _________________________________________________

3)  What must be submitted to verify the itemized expenses 
listed in Section C?

a) _________________________________________________

b) _________________________________________________

Return to the Chapter E-1 Self-Study Guide.
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4)  In Section D, what sources does a local agency use to calcu-
ate its total revenue?

a) _________________________________________________

b)  _________________________________________________ 
 

c) _________________________________________________ 

d) How is the net revenue determined?
 _________________________________________________
 
 minus ___________________________________________ 

5)  With what local agency document must the information in 
Section E be consistent? 

 ____________________________________________________

6)  Section F seeks the names and contact information for what 
two appointed local agency employees?

a) _________________________________________________

b) _________________________________________________

c) What cannot be listed in this section?

 _________________________________________________

7)  a)   Information for Section G must be supported with sub-    
             mission of DEP Central Office file copies of all
             Applications for an Onlot Sewage Disposal System 
             Permit that have been ________, _________, or    
             _________ over the prior calendar year.

b)  The number of permit file copies submitted with a local 
agency’s reimbursement application must equal the 
totals of which columns in Section G?

 Columns _______ , ________ , and _________.
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8)  What type of activities and statistics does Section H track?

 ____________________________________________________

9)  a)   Who must complete and sign the affidavit in Section I   
       before a notary public?

  ________________________________________________
 

b)  What original information of the notary public must be 
affixed in Section I?

 _________________________________________________

c)  In lieu of a notary public, what information may a 
township of the second class affix here?

  _________________________________________________

d)  True or False. The SEO may complete Section I.

10)  If reimbursement of program expenses is not requested, 
what sections of the application form must a local agency 
complete and submit to DEP each year?

 ____________________________________________________

 ____________________________________________________

11) According to the checklist for filing the reimbursement 
application, how many copies of the completed reimburse-
ment application form must be submitted to DEP along 
with one copy of supporting documentation?  _________

Return to the Chapter E-1 Self-Study Guide.
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 EXERCISE E-1f:  Application for Reimbursement of
        Expenses for SMP Administration

Review the Application for Reimbursement of Expenses for 
SMP Administration (Form 3800-FM-WSFR0284), read the 
instructions for filing, and answer the following questions 
about the form.

1)  True or False? To be eligible for DEP reimbursement, 
new sewage management programs must be established 
through an update revision to the municipality’s or region’s 
official Act 537 sewage facilities plan.

         _____________

2)  True or False? Municipalities that submit an Application 
for Reimbursement for Enforcing Act 537 should also 
submit an Application for Reimbursement of Expenses for 
SMP Administration.

         _____________
 
3)  What section of the application asks for a schedule of in-

spection fees and fines? 
 ____________________________________________________

4)  What DEP form submitted as documentation with the re-
imbursement application does Section F mimic?

  ____________________________________________________

5)  What section provides a summary of types of onlot sys-
tems included under the municipality’s SMP? 

 ____________________________________________________

6)  According to the checklist for filing a reimbursement 
application, what documents should a municipality 
include in a completed application for SMP reimburse-
ment?

a) ___________ copies of the completed application 
with original ________________ and embossed 
_______________ .

b) One copy of _____________    ______________ and/or 
invoices for all ______________ claimed.
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c) One copy of cancelled ______________ (both sides), 
W-2 forms, and/or _____________ records for all         
expenses claimed.

d) One copy of report of ________________ listed in      
Section D.

e) One copy of all municipal __________________ , 
acts, regulations, or procedures used in administer-
ing the SMP program for first-time applications. 
Subsequent submissions must include a copy of any 
_______________, deletions, and amendments made to 
these documents during the preceding year.

 KEY POINTS 

• Local agencies may apply to the state for reimbursement 
of eligible expenses incurred in the administration and 
enforcement of Act 537.

• Reimbursement applications are due from local agencies 
and municipalities to DEP by March 1 of each year.

• A local agency must file a reimbursement application every 
year even if it is not seeking reimbursement.

• A local agency must submit supporting documentation 
that shows Act 537 program costs and income for the prior 
year.

• A local agency SEO and other applicable employees must 
use DEP’s Activity Record form to keep track of activities 
and expenses spent administering and enforcing Act 537.

• Costs associated with Act 537 administration and 
enforcement and SMP administration are eligible for 
reimbursement.

Go to Chapter E-1 Answer Key to review the answers to the 
workbook questions.

Return to the Chapter E-1 Self-Study Guide.
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• Activities and expenses related to planning for new land 
development are not reimbursable.

• A municipality that administers an SMP but is not the 
local agency administering and enforcing the Act 537 
program may seek reimbursement of expenses for its SMP 
activities.

• Local agencies are eligible for reimbursement of up to 50 
percent of their total Act 537 program costs, and agencies 
that meet certain criteria are eligible for up to 85 percent 
reimbursement of their program costs. However, reim-
bursement may never exceed the local agency program 
deficit.

• A local agency may not make a profit through reimburse-
ment from the state.

• A local agency must retain records related to reimburse-
ment for a period of three years.


