


New Jersey State Firefighter’s Association

◦ Discuss required administrative forms, financial reports and burial 
forms

◦ Discuss “Due Dates” for required reports

◦ Discuss membership and meetings 

◦ Go online to show online entry of reports

◦ Questions & Answers

2/25



New Jersey State 
Firefighter’s Association
◦ Form 100 & 100A (REV 9/23)

◦ Original NJSFA form 
◦ Membership Application (100)
◦ Physical Exam Guidelines (100-A)
◦ Required for all members to 

become members of State 
Association

◦ Physical valid for 1 year
◦ 18-57 years of age
◦ Available on all officer’s tab pages



New Jersey State Firefighter’s Association



New Jersey State Firefighter’s Association
◦ Form 108

◦ Maintenance Form
◦ For correcting member 

information
◦ For the removal of members 

through resignation, leave of 
absence, suspension, etc.

◦ Submitted Via internet   (NJSFA 
Website) on the Secretary or 
Treasurer’s Report Page

◦ Hard copy will not be accepted
◦ The last ten online submitted 

forms are available to view or 
reprint if needed.



New Jersey State Firefighter’s Association

◦Board of Representatives
◦ Not more than 3 Representatives from each company and 

must have line numbers with the Association
◦ Not more than 3 from the Exempt Association (if in existence)
◦ Chief of Department or highest ranking officer (article III, section 2)

◦ May elect on a rotational basis (once every three years) (article III, 
section 2)

◦ MUST meet at least 5 times a year (Jan, Apr, July, Oct, Dec)
◦ Only ones able to make motions, seconds and vote at meetings
◦ A majority of the Representatives shall constitute a quorum
◦ Representatives cannot be Trustees 



New Jersey State Firefighter’s Association

◦Board of Officers (President, Vice-President, Treasurer, Secretary)

◦ Elected by the Board of Representatives at December meeting 
and take office January 1st. (article III, section 3)

◦ President presides at all meetings of the Board of Representatives
◦ V/P acts in the absence of President
◦ Treasurer handles all financial responsibilities and reports to the 

Board of Representatives and also completes various reports
◦ Secretary keeps records of meetings, votes made and reports to 

the Board of Representatives an also completes various reports
◦ Local Relief Association Officers can also be Representatives
◦ Local Relief Association Officers cannot be Trustees



New Jersey State Firefighter’s Association
◦ Board of Trustees

◦ Elected same as is Representatives (article III, section 3)

◦ Not less than 3 nor more than 15 Trustees allowed (article III, section 3)

◦ Must elect a Trustee Chairperson and Trustee Secretary from 
amongst their group (article V, section 11)

◦ Must meet at least twice a year (article V, section 11)

◦ Trustee Secretary handles Applications for Relief 
◦ Reviews Applications for Relief (with applicant if necessary)
◦ Makes a Recommendation on an Application For Relief to the 

Board of Representatives (Article VII, section 3 (a)

◦ Representatives must vote to approve or deny the Application
◦ No person shall hold office as a Trustee and Representative
◦ Trustees cannot be Local Relief Association Officers  



New Jersey State 
Firefighter’s Association
◦ Form 103

◦ Local Relief Officers Listing
◦ Must be completed and finalized

online on the NJSFA website.
◦ Located on the Secretary Reports 

Tab
◦ Must be completed by Feb. 1st.
◦ Hard copy will not be accepted
◦ The Chief’s Delegate position is 

updated by this form.
◦ Update phone & email addresses



New Jersey State 
Firefighter’s Association

◦ Form 104
◦ Notice of Delegates and Alternates Elected
◦ Chief Delegate is updated by the submittal of 

the Officer’s Listing Report
◦ Chief’s Alternate must be entered on this form
◦ The three at-large Delegates & Alternates are 

elected by the Representatives
◦ Any of the three at-large Alternates can 

replace any of the three at-large Delegates
◦ Chief Alternate can only replace Chief
◦ If you have an Exempt Association, they will 

appear on this screen to be filled in.
◦ Must be completed and finalized online by 

May 1st – Secretary Reports tab.
◦ Hard copy will not be accepted



New Jersey State Firefighter’s Association

Convention Life Members
o To attain Life Membership, you must attend ten sessions of the State 

Convention
o Each Convention has two sessions (a Friday session & a Saturday session)
o Assuming you attend both sessions, you will be a Life Member after five years
o Does not need to be done in consecutive years
o If an Alternate attends a session in place of the Delegate, the Alternate gets 

credit towards Life Membership for that session
o Life Membership means you are a Life Member of the State Convention and 

nothing more.
o There are no Life Members of Local Associations and no benefits at the local 

level for being a Life Member of the Convention.
o Chiefs and Exempt Delegates that are not members of your Local Relief 

Association can now get credit towards Life Membership
o You do not have to be a Rep., Officer or Trustee to be elected as a Delegate



New Jersey State Firefighter’s Association
Delegate/Life Member Expense Voucher

o Every Delegate or Life Member that attends the convention 
sessions and receives payment from the local Association for 
attending, must fill this form out.

o You are attesting to the fact that you attended one or both 
sessions of the Convention AND whether you stayed overnight 
or commuted to the Convention.

o Forms are kept by the Treasurer as part of the financial 
records.  Do NOT send these to the NJSFA State office.  Must 
be brought to the Field Exam.

o To avoid receiving a 1099 for payments over $600, copies of 
receipts/expenses can be attached to the form reducing the 
net amount below the $600 threshold.

o If you receive Administrative Expense money in December, 
you can not offset any of that with receipts.  If the amount of 
Administrative expense is over $600 or the combined 
Administrative and net convention expense adds up to over 
$600, a 1099 form must be issued.



New Jersey State Firefighter’s Association

◦ Form 106 and 107
◦ Delegate and Life Member 

Expense Vouchers (Pink & 
Blue)

◦ You are being reimbursed for 
some of the expenses incurred 
for ATTENDING the Convention 
sessions.

◦ Deadline is November 1st.
◦ If sending, use a tracking # 

(USPO, UPS, FED EX)
◦ Can be scanned and emailed 

to LocalReports@njsfa.com  in 
place of a hard copy.  Still 
required to be received by 
11/1 deadline.



New Jersey State 
Firefighter’s Association
◦ Form 110 

◦ Quarterly Local Relief Paid
◦ Relief physically paid (checks written 

and dated) during the quarter being 
reported. 

◦ REQUIRED to be done online via the 
NJSFA website no later than April 30th, 
July 30th, October 30th, January 30th.

◦ Located on the Treasurer Reports tab
◦ New YTD report available for local use
◦ Hard copy will not be accepted



New Jersey State Firefighter’s Association
◦ Form 200 & Form 200 A

◦ Annual Financial Report – 12/31 Local Association value 
& recap of financial activity for that year

◦ Via computer entered/printed – Report must prove and 
have supporting documents attached

◦ Administrative Expense limit is on Disbursement entry 
screen and on Disbursement printed page.

◦ Must do the report online and print out the needed 
copies. Handwritten versions no longer accepted.

◦ Hard copies of completed reports with support 
documentation are REQUIRED to be emailed or 
delivered to the State Office no later than February 20th. 
(if sending, use a tracking #) (USPS, UPS, FED EX)

◦ In lieu of mailing in the report, you may print out a copy, 
get all signatures, attach all support documents, and 
scan & email the file to LocalReports@njsfa.com.  Must 
still be sent/received by 2/20.



New Jersey State 
Firefighter’s Association

◦ Administrative Expenses (Stipend) may only be paid in 
December (up to $ 10,000 to any one person) with the total 
of all administrative expenses not exceeding the allowable 
15%.  The 15% dollar amount cap changes every year based 
on that year’s gross revenue for your Association.  Can your 
Association afford to pay the Administrative Expenses? (8% 
for Subsidy Associations).  Your local amount appears on the 
Disbursements page of the entry screens of the Finance 
Report and on the Disbursements page of the hard copy of 
that report. 

◦ If you are having trouble getting quorum, one 
recommendation is that financial consideration be given for 
all Representatives attending meetings and to be based on 
actual attendance and not a flat amount for the year.

◦ If you receive $600 or more, a 1099-NEC must be issued.  The 
amount paid for Administrative Expenses cannot be offset 
with receipts to avoid receiving a 1099.



New Jersey State Firefighter’s Association
IRS 1099-NEC/1096 FILING

• Due to the IRS by February 1st and a copy of the 1099-NEC form to the individual.

• Required for individuals who

• received $600 or more in Administrative expenses.

Or

• Received $600 or more in Convention expense money and did not provide 
receipts to reduce the amount to a “net” figure below $600.

Or

• Received $600 or more in combined Administrative and “net” Convention 
expense money.  Receipts are not allowed to be used to reduce the amount of 
Administrative money received.



New Jersey State Firefighter’s Association
◦ ANNUAL IRS 990 FILING – 990, 990EZ, or 990N

◦NO LONGER FILED BY THE Local 
Association
◦The NJSFA State Office will file



New Jersey State Firefighter’s 
Association

Field Examinations
Secretary Examination Worksheet
o Minutes recorded properly

o Board of Representatives making 
motions

o Letters from Fire Companies stating 
who the Reps are

o Supporting documentation

o Available for viewing on the Forms tab 
of our website 



New Jersey State Firefighter’s 
Association

Field Examinations

Treasurer Examination Worksheet

o Bank Statements

o Checks signed (3 of the 4 Officers 
Signatures) and dated correctly

o Reports and supporting 
documentation

o Available for viewing on the Forms tab 
of our website 



New Jersey State Firefighter’s 
Association

Field Examinations

Local Relief Examination Worksheet

o Latest applications (Form 101, 2-25) –
completely filled out

o Bills, supporting documentation, show 
of need

o Will be collected at your county 
caucus and reviewed in State Office 
and returned to the Local Association 

o Available for viewing on the Forms tab 
of our website 



New Jersey State Firefighter’s Association
◦Membership – Qualified Status

◦ Requires 84+ months (7+ years) at the minimum required % of duty 
participation (Fires & Drills ONLY)for a Qualifying number.

◦ Currently, the minimum percentage is 25%
◦ 24-Hour calculation – be consistent, equitable – no bias
◦ Maximum 24 drills per year allowed towards credit
◦ Once qualified still eligible for relief, death benefit and health care 

program(not required to be active) (assuming they have not 
moved their membership to another Association)

◦ Once qualified, non-remarried surviving spouse is still eligible for 
relief

◦ If member is removed for cause, all benefits cease.



New Jersey State 
Firefighter’s Association

◦ Form 109 & 109-A 
◦ Active Firemen’s Membership Report (Final 

109-A)(Green Sheets)

◦ 24-hour calculation - be consistent, equitable 
– no bias

◦ Must be completed online only, hard copy is 
REQUIRED to be emailed or delivered to the 
State Office no later than February 28th (if 
sending, use a tracking #) (USPS, UPS, FED EX)

◦ Print out and get all required signatures and 
you can then scan & email to 
LocalReports@njsfa.com.  The scanned copy 
must be received by the 2/28 deadline and 
then a hard copy would not be required.



New Jersey State 
Firefighter’s Association

◦ Form 300 
◦ Initial Notice of Death of Member

◦ Must be submitted online via the NJSFA 
website. Available for entry by any 
local officer on all local officer tabs

◦ A hard copy will not be accepted.

◦ The Death Benefit is NOT part of 
the individual’s Estate and 
payment cannot be directed by 
a Will or any other document.





New Jersey State Firefighter’s Association
◦ Form 301(1/21) - Proof of Claim –

◦ Required on every notice of death 
claim

◦ Will be sent out to the Secretary(or 
designated officer) after online 
receipt of Form 300.

◦ A certified copy of the Notice of 
Death is required along with a copy of 
the funeral bill.

◦ Proof of payment may be required.



New Jersey State Firefighter’s Association

◦ Form 302 (1/04) -
Proof of Claim Power 
of Attorney 

◦ Required with 
multiple children or 
eligible recipients

◦ Will be sent out as 
needed.

◦ Copy of funeral bill 
required

◦ Proof of payment 
required.



New Jersey State Firefighter’s Association

◦ Form 303 (5/05) –
Report of Investigation 

◦ Widow, children, 
parent, caregiver, 
funeral director, others 
after investigation

◦ Will be sent out as 
needed.

◦ Proof of payment will 
be required along with 
a copy of the funeral 
bill.







Relief Association Officers must be elected at the December meeting and 
they take office January 1st.  

If you hold your December/Final Year End meeting in November due to 
potential conflicts, then that is when the election takes place.  

Checks for admin/expenses or stipends must still be dated in December.

This Year’s Representatives elect next year’s officers.

If you do not get quorum, call a special meeting – and keep calling special 
meetings until you do get quorum – prior to Year End.

Please stop using the seven deadly words of the Fire Service

“But we always did it that way”.



New Jersey State Firefighter’s Association



New Jersey State Firefighter’s Association

◦Guideline for 
Retention of 
Documents



New Jersey State Exempt Firefighter’s Association
◦ Form 111-A,B,C,D

◦ 4-page Certificate of Exemption
◦ Required to be completed locally to 

become an EXEMPT member of the 
EXEMPT FIREMEN’S ASSOCIATION

◦ Completed by Secretary and signed by 
Fire Chief, City Clerk, BA or Mayor, and 
County Clerk.

◦ Filed: A – Secretary
B – State Firemen’s Association
C – Member
D – County Clerk

On-line version is available on the NJSEFA 
web site.



How to Establish an Exempt Association or to get 
additional information about Exempts

New Jersey State Exempt Firemen’s Association

www.njsefa.org
For information contact New Association Committee

William Egbert Joseph Pawlak William Smith
973.366.6835 609.618.4022 732.236.3207
sutajen@gmail.com  Exemptapastchief@aol.com   secretarynjsefa@gmail.com

or contact

Your County EXEMPT Executive Committeeperson



New Jersey Firemen’s Home
565 Lathrop Avenue
Boonton, NJ 07005

973-334-0024

info@njfh.org
www.njfh.org

Or contact

Superintendant John Veras

or

Your County Manager



Health Care
Assistance Program

o Form 114 Rev. 2/25
o Member is receiving some type of rehabilitation or ongoing remedial care.
o Can be at home, adult daycare facility, rehab facility, long term care facility.
o Care must be from a licensed caregiver working through a licensed firm
o Reimburse Firefighter up to $6,000 per month towards in Home Care, Adult Day-Care, 

and rehab facility.
o For full time 24/7 Nursing Home facility, the reimbursement is up to $12,000 per month.
o Renewable yearly.
o Not for direct medical treatment, room & board, rent, house cleaning, yard work or 

any similar service.  Can still apply for Relief if member has other additional need.
o Reimbursement begins the month application is stamped received in the State Office 

and is reviewed/approved by the State Advisory Committee.  Not retroactive beyond 
that.

o Application is available on our State Website under forms tab.
Medicaid Recipients are not Eligible.







Health Care Levels for 
up to reimbursement

• The amount you are eligible to receive 
reimbursement for is listed on the chart to 
the right.

• It is based on the number of months you 
have toward qualifying status.

• The type of service you are receiving also 
determines the maximum up to amount.

• You are reimbursed based on the bills and 
proof of payment that is submitted.

• You are only reimbursed for the actual 
amount of eligible costs which may be less 
than the full amount for your level on the 
chart.



New Jersey State 
Firefighter’s Association

◦ Three Relief Levels
◦ Local Relief (see scale)

◦ Based on prior Y/E balance
◦ Funds paid from the Local Assoc.
◦ Must be voted on by Representatives at a meeting
◦ Your local level appears on our website on the local officers tabs

◦ Special Relief ($9,000 – Local level)
◦ Funds paid from the State Assoc.
◦ Must be voted on by Representatives at a meeting
◦ Million dollar Associations pay Special Relief after Advisory 

Committee Approval.
◦ Must be approved by the State Office

◦ Supplementary Relief (4 X Local)
◦ Funds paid from the Local Assoc.
◦ Must be voted on by Representatives at a meeting
◦ Must be approved by the State Office before the Local Association 

pays any amounts.

◦ Medicaid Recipients not eligible



Local Relief 
◦ Form 101 (Rev. 3-25)

◦ Application for Local Relief which is required for all relief paid.
◦ Members & non-remarried surviving spouse are eligible (member was 

qualified).
◦ Application is available on our State Website under the forms tab.
◦ Each Section must be filled out.
◦ The applicant must sign, along with the Trustees and Officers. 
◦ Must explain the statement of NEED.
◦ Must have supporting documentation for all income and expenses listed.
◦ Once approved it must be voted on by the Representatives at a meeting 

after the Trustees recommendation. 



New Jersey State Firefighter’s Association





Relief Application
Guidance Document

◦ Located on the Forms tab of the 
State Website (Rev. 5-24).

◦ Was written to help guide in 
completing the application.

◦ Assist Trustees and Local Officers in 
understanding the relief process. 

◦ Explains recurrent applicants. 

◦ Lists some items that are not 
covered by Relief.





New Jersey State Firefighter’s Association
Form: Application for Special Relief – Use form 101 – check box

• Can be submitted at same time on the same form as local relief 
if need is there.

• Must use a new form and new support documents if submitted 
at a later date after local relief.

• Local Maximum must be approved and paid
• Up to $9,000 minus local level
• Members & non-remarried surviving spouse eligible (qualified)
• Form available on the web site
• Must be voted on by the Representatives at a meeting
• Must have a supporting letter
• Requests must be in the NJSFA State Office by 12/1
• Must be approved by State Advisory Committee



New Jersey State Firefighter’s Association
◦ Form: Application for Supplementary Relief – use form 101 – check box

◦ Can be submitted at same time on the same form as local relief and/or special relief if 
need is there.

◦ Must use a new form and new support documents if submitted at a later date after local 
relief and/or special relief

◦ After Maximum of Local and Special paid
◦ Members & non-remarried surviving spouse eligible (qualified)
◦ Must be voted on by the Representatives at a meeting
◦ Local Association can vote to recommend an amount up to 4 x the local level – can be 

less.
◦ Total amount based on calendar year
◦ Must have a supporting letter from the Local Association and current supporting 

documentation
◦ Requests must be in the NJSFA State Office by 12/1
◦ Must be approved by the State Advisory Committee before Local Association pays. 
◦ All Relief approved in a given year must be paid out by December 31st of that year.  No 

“carry-overs” to the next year.



Reasons for Relief 

◦ Relief has many examples, and each case is different. 

◦ The Board of Trustees must evaluate each case separately and make a determination 
based on their knowledge of the applicant.  The State Office is available to help guide 
you if needed. 

◦ An applicant is expected to use the resources that he or she has readily available to meet 
their needs.  This includes an applicant’s regular checking account, emergency funds, 
and cash on hand. 

◦ Relief funds would be for expenses that exceed those resources.  However, an applicant is 
not expected to go further into debt before applying for and receiving relief funds.



Reasons for Relief 
Examples of Reasons for Relief

◦ Loss of Job, loss of income that results from being out of work due to illness, injury, or loss of a job or 
employment (layoffs, plant closing, job elimination, etc.). The applicant needs to document what 
their income was and what income was lost for the period (including any unemployment or 
disability received). The applicant should also be prepared to explain steps taken to reduce 
expenses during the period of income loss. 

◦ Medical bills that create a hardship that the member is not able to meet. When there is a large or 
extraordinary medical expense, identify what steps have been taken to establish a payment 
program or workout agreement with a provider, and what medical insurance covered or didn’t 
cover.

◦ A one-time event that creates a financial hardship such as a catastrophic event may also be 
considered. Examples are a fire, a flood, or other extreme calamity caused by a natural disaster. 
One-time large expenses should be evaluated on a case-by-case basis. Applicant must document 
what insurance paid out or was denied by the insurance company.



Income vs Expenses - Section 7
◦ Monthly Income

◦ This should be simply the applicant’s monthly income received from all sources of income that the 
applicant may have.

◦ Primary Income: Applicant’s primary source of income, Full-Time Job.

◦ Secondary Income: Applicant may have an additional source of income, a Part-Time Job.

◦ Dependents: This should include household income of any other member in the house earning a 
paycheck (spouse/adult children/parents).

◦ Property: This is used for any rental income or other investment properties.

◦ Social Security: Applicant’s or Spouses monthly social security (if any) & any adult children.

◦ Other Income: can be anything else that the applicant is receiving as a monthly income (i.e. health 
care assistance or other relief paid within that calendar year).

◦ All items listed must be supported with documentation, copies of pay stubs or copies of bank 
statements showing the direct deposits. If the income is not listed as a monthly amount the 
applicant is required to adjust the amount to show it as a monthly income (i.e. weekly or biweekly 
paychecks). 



Income vs Expenses - Section 7
◦ Monthly Expenses Net

◦ This is simply the list of all monthly expenses for the applicant’s household expenses. Each line in this section needs to 
be completed, a zero can be entered for any expense that the applicant does not have. All items listed in this section 
must be supported with documentation, copies of bills etc. (bank statements showing the list of all expenses can be 
used but must be easily identified in the statement). The expense should be listed as a monthly number if the copy of 
the bill is listed as a yearly amount the applicant is required to adjust the amount to show it as a monthly expense.

◦ Credit card statements should be examined to break out eligible and ineligible expenses.  If listed charges have 
already been reported as expenses on the application, then no duplication of expenses can be listed as a credit card 
expense. Simply, if the applicant is using the credit card to pay for monthly bills/expenses they should not also be listed 
as a monthly expense.  Efforts should be made to create a payment program or workout agreement with credit card 
companies in the event of large credit card debit.  The applicant should be encouraged to seek credit counseling 
particularly where their debt load is high and difficult to manage.

◦ To be as brief as possible (in most cases) the Applicant’s Monthly Income MUST be lower than the Applicant’s Monthly 
Expense to be considered for relief.  This number is figured out by comparing both total Monthly Income numbers with 
the total Monthly Expenses numbers. 

◦ Copies of supporting documentation for every dollar value on this page must be supplied with the application.  
Expenses listed should be net of any insurance or other reimbursement expected or received.  Past due balances 
should be reflected on copies of statements provided.  

◦ Deductions from payroll or other income sources should not be repeated on the list of monthly expenses.



Questions 
And 

Answers
Please stop using the seven deadly words of the Fire Service

“But we always did it that way”.



New Jersey State Firefighter’s Association
1711 Route 34 South

Wall Township, NJ 07727-3934

www.njsfa.com
732.798.8137 800.852.0137 FAX 732.938.2580

President Robert Ordway Vice President Joseph Hankins
Treasurer Edward Mullen Secretary Brian Martone
1st Ass’t Secretary Richard Dreby       2nd Ass’t Secretary Stephen Fazekas          

Field Examiner Jennie Hollingsworth


