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Introduction to 
FEMA PA 
and Your 
Support Teams

FEMA PA Overview DR-4532 2



Context
• COVID-19 is an unprecedented crisis. The scale and available funding to respond to 

this emergency has never been seen before

• FEMA funding for COVID-19 was announced through the CARES Act and activated 
by a Presidential disaster declaration

• At this time, FEMA is reimbursing 75% of COVID-19 eligible costs through FEMA 
Public Assistance (“FEMA PA”) Category B funding 

• In addition, FEMA is reimbursing up to 5% of total eligible costs for administrative 
costs associated with managing the project through Category Z funding

• Review FEMA PA eligible costs and required documentation 

• Review the FEMA PA application process and how the Guidehouse team will support 
you throughout the process

• Demo the online FEMA PA application portal 

• Share application best practices, helpful resources, and applicant FAQs

• Share additional resources and timelines moving forward

Meeting 
Purpose

FEMA PA Overview DR-4532 3



FEMA Public Assistance for COVID-19
What is FEMA PA?

• Source of reimbursement for eligible disaster-related incremental costs 

• Draws upon the FEMA Disaster Relief Fund, as part of the CARES Act, to provide public and individual 
assistance for major disasters or emergencies declared by the President

• The FEMA program focuses on cost reimbursement, not revenue loss or operating expenses

• State of Vermont’s FEMA disaster declaration number is DR-4532, declared on April 8, 2020

• COVID-19 incidence period: January 20, 2020 - ongoing 
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Project Completion Deadline
• Time limits for project completion begin on the disaster declaration date, April 8, 2020 

• For emergency work, you have 6 months to complete the work 

• For extenuating circumstances or project delays beyond your control, the State has authority to extend the 
emergency work deadline by an additional 6 months on a project by project basis (applicants must submit 
a time extension request to the State before the period of performance runs out)

• NOTE: The Vermont Agency of Administration has set a DEADLINE of SEPTEMBER 1, 2020 for all FEMA-
eligible organizations to submit FEMA Public Assistance grant applications covering expenses incurred 
through June 30, 2020



FEMA Public Assistance for COVID-19
Frequently used acronyms

FEMA Federal Emergency Management Agency

PA Public Assistance Program

PNP Private Non-profit

RPA Request for Public Assistance

PW Project Worksheet

Cat B Category B Project Worksheet for “Emergency Protective Measures” 

PAPPG Public Assistance Program and Policy Guide

Recipient State (sometimes tribal) government to which grant is awarded

Subrecipient Applicant for funding, such as a county, state agency, or nonprofit
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FEMA PA Support Teams

• Vermont PA Recovery and Mitigation Chief - Ben.Rose@vermont.gov

• Vermont PA Officer (all applications except hospitals and state agencies) - Kim.Canarecci@vermont.gov

• Vermont PA Administrator (hospitals / medical applications and state agencies) - Ron.Pentkowski@vermont.gov

• Vermont Finance Specialist - Melissa.Austin@vermont.gov

• FEMA PA Specialist and Project Manager - Rylie.Zhang@partner.vermont.gov

• FEMA PA Subject Matter Expert - Darryl.Marshall@partner.vermont.gov

• FEMA PA Support Specialist – Siddharth.Ramachandran@partner.vermont.gov

• FEMA Public Assistance Group Supervisor - Richard.Johnstoniii@fema.dhs.gov

State 
Contacts

Federal 
Contacts

Guidehouse 
Contacts
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Introduction to Guidehouse

Federal State Local Private Non-Profit
FEMA 
HQ

• Massachusetts
• New York
• New Jersey
• Puerto Rico

• Oklahoma
• Colorado
• Louisiana
• Vermont

• New York City
• City of Detroit
• Harris County, TX
• Travis County, TX

• Cook County, IL
• Albuquerque, NM
• City of Joplin, MO

32 healthcare systems 
including 400 hospitals across 

the country

As the crisis is dynamically unfolding 
and evolving across the nation, we are:

COVID-19 CARES Act Task Force
We have a team devoted to sharing knowledge, innovating, and serving our clients dealing with economic 

recovery and the COVID-19 crisis.

COVID-19 
Task Force

Specialists Resource
Repository

Knowledge
Sharing

Templates

Tools
Reference 

Guides

Dashboards

Data

Guidance Policy 
Analysis

Program 
Tracking Impact to 

Clients

Disaster 
Recovery

FEMA 
& HUDCDC & 

HHS

Commercial 
Healthcare

Emergency 
Operations

State & Local 
Agencies

Economics 

Requirements

Epidemiology Documentation

Developing & sharing 
best practices

Watching & 
evaluating trends

Enhancing our 
approaches with the 
latest learning

Our Experience Includes Advising on Catastrophic Disaster Recovery in 30 States

HUD
HQ

Maximizing Our Impact

7,000+ employees 
globally

Strong New England 
based team

Practice dedicated to 
disaster recovery

Deep experience in 
New England region

Practice dedicated 
to government
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FEMA PA 
Eligible Costs 
for COVID-19
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Public Assistance grants are subject to specific eligibility requirements. 
FEMA assesses eligibility at four “building block” levels (from bottom to top). 

To create a FEMA eligible cost claim, each level must satisfy FEMA eligibility requirements.

FEMA PA Eligibility Information
Eligibility Pyramid

9

Need a minimum of $3,300 in total costs to be eligible 

Cost Costs must be reasonable AND necessary for emergency 
response labor, equipment, materials, supplies, and contracts

Work
All work must address an immediate threat resulting from the 

COVID-19 Public Health Emergency; be the legal responsibility of 
the applicant to perform; be completed within incidence period

Facility
Must be a physical space that is the legal responsibility of the 

applicant; be in use at the time of the disaster; and not be covered 
by another Federal program

Applicant May be state agencies, local and tribal government, some private 
nonprofits, and critical service providers 

As
se

ss
m

en
t



FEMA PA Eligibility Information
Eligible Applicants

Tribal Governments State Governmental Agencies
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• Public housing authorities
• Joint power authorities
• Special districts
• School districts

• Medical (hospitals, clinics, rehab, etc.)
• Emergency (ambulance, fire, rescue)
• Utility (electric, water, sewer) 
• Education (primary, secondary, higher-

education)

Local Governments and
Taxing Authorities

Private Non-Profits Providing 
Critical Governmental Services

Non-critical private non-profits may be eligible if they meet FEMA’s PNP Criteria Fact Sheet  

Also review the FEMA Public Assistance Program and Policy Guide PNP Eligibility section 
(pages 43-47) for eligibility information on all private non-profits

https://www.fema.gov/media-library-data/1587382874310-f9def17e6317d54da7db7f1fd3081559/COVID-19PrivateNonprofitOrganizationsFactSheet(04.01.20).pdf
https://www.fema.gov/media-library-data/1594239534694-ea876c73c2135c4273e4914586e7879f/PAPPG_V4_Final_6-1-2020_508.pdf
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FEMA PA Eligibility Information
Eligible Facility, Work, and Costs

An eligible facility is any PNP, state or town-owned building, or material that must be: 
• The legal responsibility of the applicant
• Cannot be covered by another federal program - no duplication of funding!
• In use at time of the disaster

An eligible work is FEMA Category B work for COVID-19 that must be:
• Actions taken to save lives, protect public health and safety, and protect improved property
• Required due to the event
• The applicant’s legal responsibility to perform
• Completed within regulatory time requirements (within incident period)

• For emergency work, you have 6 months to complete the work, with a 6 months extension for 
extenuating circumstances

An eligible cost must be:
• Reasonable AND necessary
• Compliant with federal, state, and local procurement requirements 
• Net of applicable credits such as insurance (if any)

Deepdive 
to follow



FEMA PA Eligibility Information
Eligible Categories of Work  

Clearance, removal, disposal of items produced during the conduct of emergency work, other disaster wreckage
Debris RemovalA

Funding for measures conducted before, during, and after an incident are eligible if the measures: eliminate or 
lessen immediate threats to lives, public health, or safety; OR eliminate or lessen immediate threats of 
significant additional damage to improved public or private property in a cost-effective manner

Emergency Protective MeasuresB

Roads (paved, gravel, and dirt) are eligible for permanent repair or replacement
Road and BridgesC

Buildings, structural components, interior systems, vehicles, and equipment are eligible for repair or replacement

Buildings and EquipmentE

The repair or restoration of utilities including water treatment, power generation, sewage treatment and comm.

UtilitiesF

Publicly owned facilities such as playground/picnic equip., pools, golf courses, and tennis courts, mass transit, etc.

Parks, Recreation, and OtherG

Water control facilities, such as for channel alignment, recreation, navigation, land reclamation, etc.
Water Control FacilitiesD
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FEMA PA Eligibility Information

Under the COVID-19 Emergency Declaration, emergency protective measures (response costs) 
including, but not limited to, the following, may be eligible for reimbursement through FEMA or 
other federal agencies.

Management, control and reduction of immediate threats to public health and safety
• Emergency Operation Center costs
• COVID-19 specific training
• Disinfection of eligible public facilities

Emergency medical care
• Urgent medical treatment of infected patients
• Medical services and supplies directly related to COVID-19
• Medical waste disposal
• Emergency medical transport

Medical sheltering (when current facilities are at capacity)
• Sheltering that is considered reasonable, is necessary, and complies with social 

distancing measures

Household pet sheltering and containment actions

Eligible Costs: Emergency Protective Measures

1

2

3

4
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FEMA PA Eligibility Information

Purchase and distribution of supplies
• Food, water, ice, medicine, and other consumables
• Personal Protective Equipment
• Hazmat Suits

Movement of supplies and persons

Security and law enforcement 

Communications of general health and safety information to the public

Search and Rescue Operations

Reimbursement to state and local governments for overtime costs

Eligible Costs: Emergency Protective Measures

5

6

7

8

9

10
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FEMA PA Eligibility Information

Non-congregate sheltering that meet the following criteria may be eligible for reimbursement 
through FEMA PA. FEMA’s prior authorization of NCS at the State level is also required.

An official order signed by a state, local, tribal, or territorial public health official is 
required

Non-congregate sheltering should not be used for longer than the duration of the Public 
Health Emergency

FEMA’s Procurement Under Grants Conducted Under Exigent or Emergency 
Circumstances guidance document must be followed

• Termination for convenience clause must be included in contract

Applicant needs to provide an analysis justifying why non-congregate sheltering is 
necessary before approval

Funding cannot be duplicated by a different federal agency

Applicable Environmental and Historic Preservation laws and regulations must be 
followed

Eligible Costs: Non-Congregate Sheltering

1

2

3

4

5

6
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FEMA PA Eligibility Information
Eligible Costs: Labor for Emergency Work 

Emergency Work: 
• For Permanent Employees: ONLY Overtime is eligible
• For Temporary employees: Regular and Overtime is eligible

Summary



FEMA PA Eligibility Information

Labor
• Incremental (new temp or OT) staffing costs associated with COVID-19 (command 

centers, increased ED and urgent care staffing, EVS, plant  maintenance, etc.).
• Incremental / un-budgeted traveler nurses or other Contract Labor
• Staff training and preparation, if it results in incremental costs (i.e., OT)
• Labor costs must be documented to the FTE level and for the specificassignment.
• Note: Currently FEMA will not reimburse for Exempt employee time

Supplies and Equipment
• All equipment, pharmaceutical and supply purchases associated with COVID-19 (PPE, 

gloves, gowns, tents, beds, lab equipment, ventilators,etc.).
• Computer purchases and network efforts due to work at home efforts.
• Purchase of generators to support shelter or other COVID19 related operations

Other
• Expense associated with adding capacity (getting new units ready).
• Direct cost of testing and treating potential and actual COVID-19 patients.
• Retrofitting a clinic to serve as a hospital

Eligible Cost Examples

1

2

3
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Procurement of contractual services must follow these rules: 
• State, local, and federal procurement rules. Federal rules for grant administration, including procurement are found at 2 CFR 215

• If the work is >$250K, it MUST be competitively bid. Procurement transactions must allow for full and open competition (with some 
minor exceptions allowed in emergency circumstances). This includes 2 C.F.R. requirements regarding small businesses, woman‐
and minority‐owned businesses 

• For projects <$250,000, price quotes must be obtained from a minimum of 3 qualified sources and documentation is required

FEMA PA Eligibility Information
Procurement of Contractual Services

https://www.govinfo.gov/app/details/CFR-2005-title2-vol1/CFR-2005-title2-vol1-part215


When referring to procurement activity, FEMA defines both exigency and emergency as situations that 
demand immediate aid or action. The difference between the two is:

Exigency
In the case of an exigency, there is a need to 

avoid, prevent or alleviate serious harm or 
injury, financial or otherwise, to the applicant, 

and use of competitive procurement proposals 
would prevent the urgent action required to 

address the situation. Thus, a noncompetitive  
procurement may be appropriate

Emergency

In the case of an emergency, a threat to life,  
public health or safety, or improved property 

requires immediate action to alleviate the 
threat

Documentation

FEMA approval is not required for use of  
noncompetitive procurements under the  

emergency or exigency exception; however,  
the non-state entity must document its  
justification for using noncompetitive  

procurements and must still comply with  other 
procurement requirements and ensure that 

costs are reasonable

Procurement Policy

Non-state entities should consult as soon as  
possible with all appropriate parties, including 

their own legal counsel, to review  their 
procurement policies, actions, and  

contracts and compare them to the Federal  
procurement requirements

FEMA PA Eligibility Information
Procurement Under Exigent Circumstances
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FEMA Cost Share
Up To 75% of Approved Expenses

0%
10%
20%
30%
40%
50%
60%
70%
80%
90%

100%

75%

25%

The Federal Share

• Of total eligible costs

• Excluding administrative 
costs

Applicant

• Donations and in-kind 
labor can help offset the 
cost share for the applicant

• The Coronavirus Relief 
Fund (CRF) may cover the 
25% applicant cost share

5% 
Administrative Costs 

(FEMA provides funding for 
administrative costs related 

to managing FEMA PA 
projects for major or 

emergency declarations) 
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FEMA Administrative Costs
Up to 5% of Total Eligible Expenses

What are administrative costs and what costs are eligible? 
• Costs related to managing PA projects and documentation thereof
• Direct and indirect administrative costs incurred
• Actual costs only, fully documented with labor timecards / payroll reports, pay rates, and 

description of work performed
• Example: Savannah worked on 4/1/20 for 4 hours at hourly pay rate including fringe of 

$24/hour, with the documentation submitted into the FEMA grants portal 
• Administrative costs are capped at 5% of total eligible Category B costs

• Admin projects are initially written as an estimate based on 5%, but eventually adjusted based 
on actual costs documented

• Administrative costs do not include costs for actual COVID‐19‐related work performed, but does 
include costs for financial tracking and management

• Eligible activities include: 
• Gathering cost documentation 
• Project scope development 
• Project closeout 
• Your time to attend this enjoyable applicant briefing!

Deepdive 
to follow



FEMA Administrative Costs
Eligible Administrative Costs

Eligible Administrative Cost Activities

• Preliminary Damage Assessments 
• Meetings regarding the PA Program or 

overall damage claim 
• Organizing PA damage sites into logical 

groups
• Travel expenses 
• Preparing correspondence
• Site inspections 
• Evaluating Section 406 hazard mitigation 

measures
• Reviewing the Project Worksheet (PW)

• Developing the detailed site-specific damage 
description

• Preparing Small and Large Projects
• Reviewing PWs
• Collecting, copying, filing, or submitting to 

support a claim
• Requesting disbursement of PA funds
• Training

Activities eligible as administrative costs include those related to developing eligible PA projects 
and receiving reimbursement

**There is a possible reimbursement for exempt overtime 
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No Duplication of Federal Benefits!

 Applicant’s Eligible Costs

The following would be deducted:

Insurance Policies/Payouts

Other Federal Funding Streams, e.g.: FTA, CCDBG

Disposition Costs

= Applicant’s FEMA PA Eligible Costs*

$

$

FEMA covers 75% of eligible costs

*Applicant must notify FEMA if additional funding is received so that a reconciliation process can be initiated.

FEMA PA funds may not duplicate assistance provided by another Federal agency for the same expense1

Funding from other federal agencies must be utilized first before seeking FEMA reimbursement (this includes insurance)2

Donations for public assistance are generally considered a duplication of benefits but these funds may be applied towards 
the non-Federal cost share

3

To ensure multiple sources were not used to fund the same expense, Applicants must maintain detailed documentation 
that clearly describes which funding sources were used to cover specific expenses

• Understand all funding sources available
• Document all funding received
• Don’t overspend if overpaid

4
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Application Process & 
Guidehouse Support
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FEMA Public Assistance Process
New and Simplified Application Process

Online Applicants Can:
Explain Work Activities 

Answer Basic Questions

Provide Limited Supporting Documentation

Provide a Cost Estimate

The Simplified Process:
Eliminates Exploratory Calls

Eliminates Recovery Scoping Meetings 

Eliminates Most Site Inspections

Reduces Documentation Requirements

Attend virtual 
applicant 
briefing

Submit 
COVID-19 

Streamlined 
Project 

Application 
(online)

FEMA and 
state (recipient) 

review 
documents

Sign final grant Receive 
funding

Log on or 
create account 
at PA grants 

portal

Submit RPA 
(Request for 

Public 
Assistance)

Online FEMA Portal
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Role of Guidehouse Consulting

Guidehouse’s role is to serve as your trusted advisors within the State of Vermont to maximize your Federal 

Reimbursement for COVID-19. We aim to: 

• Clearly explain FEMA PA to applicants who are unfamiliar with the process

• Advise applicants on how to build a case for FEMA PA cost reimbursement

• Provide best practices and a knowledge base to help you navigate the cost documentation process

• Address any application-related questions to the best of our knowledge

Attend virtual 
applicant 
briefing

Submit 
COVID-19 

Streamlined 
Project 

Application 
(online)

FEMA and 
state (recipient) 

review 
documents

Sign final grant Receive 
funding

Log on or 
create account 
at PA grants 

portal

Submit RPA 
(Request for 

Public 
Assistance)

Application and Process Advisors

Guidehouse
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FEMA Public Assistance Process
First Step: Request for Public Assistance (RPA)
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RPA is the formal acknowledgement of applicant’s intent to request reimbursement from 
the FEMA PA program 
1. Those with Grants Portal accounts already, your RPA’s must be completed and 

submitted electronically in Grants Portal
2. Those without Grants Portal accounts, please visit https://grantee.fema.gov/ to register 

your organization with an account 
– Invitation e‐mails will be sent after your Grants Portal account is created and your RPA 

is submitted into system 
– All e‐mails come from support@pagrants.fema.gov; please check your junk/spam 

folder if you do not receive an invite in your inbox 
– Log in and change your password
– Your username will be your email address

For a Private Nonprofit to register as an Applicant, in addition to the Request for Public 
Assistance (RPA) it must submit:
• DUNS Number 
• Organizational Charter / By‐laws 
• Tax Exempt Letter, 501c (d) or (e) IRS designation 
• Articles of Incorporation 
• PNP Questionnaire 
• Copy of deed or lease agreement 
• See VEM webpage for PNP guidance

https://grantee.fema.gov/
https://vem.vermont.gov/news/information%E2%80%90%20federal%E2%80%90public%E2%80%90assistance%E2%80%90eligibility%E2%80%90covid%E2%80%9019


FEMA Public Assistance Process
First Step: Request for Public Assistance (RPA)
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Application Required 
Documentation
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FEMA Required Documentation
Application Can Include Completed and Future Costs

30

COMPLETED 
COST

(Work Completed)

FUTURE 
COST

(Work To Be Completed)

TOTAL 
COST

One Application

In an effort to streamline the application process, FEMA encourages applicants to consolidate cost 
types and apply for completed costs as well as future costs in the same application 
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Force Account Labor

Force Account Equipment

Materials Summary Record

Contract Work Summary Record

Procurement Policy

Labor / Pay Policy

Insurance Policy

Detailed Descriptions of Work 
Performed Related to COVID-19 

FEMA Required Documentation
Types of Required Documentation

Include If Applicable Required!

Entities must identify the incremental costs in the 
following categories incurred due to COVID-19 

Entities must also describe the work performed and 
attach various organizational policies 

31



FEMA Required Documentation
Primary Cost Categories

Primary Cost Categories Example Documentation for Subsequent PW Versions

Labor
 Name of employee, title, job function, type of employee (full-time, temp, etc.)
 Timesheets (days and hours worked), description of work performed or activity log
 Proof of payment and pay rate schedules
 Your organization’s labor policies 

Equipment

 Type of equipment including year, make, and model
 Hours worked, including the location and day
 Operator’s name 
 Schedule of rates and total costs
 Rented equipment also needs vendor name, invoice, and check numbers 

Materials / Supplies 
 Vendor name and material description
 Quantity used, unit price, total price, date purchased, and date used
 Inventory withdrawal records including the types of supplies and quantities used
 Purchased equipment proof of payment and invoices numbers

Contracts
 Invoices and contracts including contract start and end dates
 Contractor name and EIN 
 Proof of payment and total amount
 Bid documents

Some other types of sample supporting documentation for FEMA PA include:

PhotosE-mailsWorkbooks ContractsGeneral Policies

1

2

3

4
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to follow
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Force Account Labor Documentation
Optional Format

33

Fillable 
Template 
Provided
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Force Account Equipment Documentation
Optional Format

34

Fillable 
Template 
Provided
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Materials Documentation
Optional Format

35

Fillable 
Template 
Provided
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Contract Work Documentation
Required Format
Fillable 

Template 
Provided



FEMA Required Documentation
Example Requirements by Category 

Rented or Purchased Equip. Supplies from Stock Purchased Supplies

• Rental or lease agreements, 
invoices, receipts

• Days used
Note: Days used must include the 
number of hours used per day and 
the labor documentation must 
correctly correspond

• Historical cost records
• Inventory records
• Type of supplies and quantities 

used, with support 
documentation such as daily logs 

• Receipts or invoices

Contracts Mutual Aid

• Written agreement
• Services requested and received
• Same information listed for labor, 

equipment, and supplies (as 
applicable)

• Invoices

FEMA PA Overview DR-4532 37

• Procurement policy
• Procurement bid documents
• For procurements in excess of the simplified acquisition threshold, a 

cost/price analysis
• Contracts, change orders, and invoices
• Dates worked
• For time & materials (T&M) contracts, monitoring documentation



FEMA Required Documentation
Example Documentation Collection Process 

Need Identified
Agency: “We need tents for our 

frontline branch staff…”

• Statute, regulation, order, 
contract, articles of 
incorporation, charter or 
other legal document 
demonstrating that you have 
legal responsibility for activity

Why do you need this item? 
What is the purchase for?

Procurement
Agency: “This company has tents 

available. They can deliver tomorrow.”

• State-wide or department contract
• Justification of emergency, non-

competitive procurement
• Where feasible, cost analysis of two 

other vendors for same product/service
• Retroactive documentation

Were State and Federal procurement 
policies followed?

Contracting
Agency: We don’t have an existing contract with this 

vendor.”

Are State required clauses included? Are 
signatures included and dates correct? Does the 
date end before the Emergency period ends?

• Executed contract
• Purchase order

Item Delivered

• Was the item delivered to 
site? Where was it delivered? 

• Photos
• Address/GPS coordinates
• Packing slip/Bill of lading

Invoicing
Vendor: “See PDF document 
attached to this e-mail for my 

invoice for the masks”

Is it tied clearly and directly to 
emergency response? Do they 
align with contract?

• Description of how invoice ties 
to specific activities for 
COVID response

• Rates, hours worked, key 
activities performed

• Daily or weekly logs, records 
of performance meetings

Payment
Agency: “The vendor completed the 
work they were contracted to do.”

• Proof of payment 
• Cancelled check

Was vendor paid for only the 
work relating to response?

Vendor 
Paid

Agency 
Activity

Key 
Questions

Supporting 
Documentation

The key to applying for FEMA 
reimbursement is to capture 
and document as much 
information as possible, as 
you will need to substantiate 
each claim with a series of 
documents in order to get 
reimbursement. This diagram 
demonstrates the different 
types of documentation we 
will need to collect in order 
to apply for reimbursement 
of costs, from procurement 
paperwork to proof of 
payment. 
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Application Work Descriptions
Example Descriptions of Eligible Work

• All of the descriptions of work and required 
documentation pertaining to a project should be 
filed together and maintained by you as the 
permanent record of the project

• These records become the basis for verifying 
your final project costs

Who

Descriptions should include each of the following for 
disaster recovery work

What When

Where Why How Much

General Declaration Language for Emergency Work
“In accordance with section 502 of the Stafford Act, eligible emergency protective measures taken to respond to the 
COVID-19 emergency at the direction or guidance of public health officials’ may be reimbursed under Category B of the 
agency’s Public Assistance program. 44 C.F.R. § 206.225(a) authorizes emergency protective measures necessary to 
eliminate or lessen immediate threats to life, public health, or safety.”

Implementing Social Distancing
“In order to effectively implement the governor ordered social distancing measures [organization] conducted [work 
performed] to maintain an operational government during unprecedented pandemic conditions.”

Disinfection of Public Facilities
“The applicant utilized [type of work/contract services/labor] to disinfect eligible public facilities that fall within their
ownership to maintain and operate. The disinfection measures were taken to manage, control, and reduce immediate 
threats to public health and safety by eliminating/preventing further spread of COVID-19.”
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FEMA Required Documentation
Administrative Costs

FEMA PA Overview DR-4532 40

Applicants may receive up to 5% of the total award amount as administrative costs for requesting, obtaining, and 
administering FEMA public assistance funds. The 5% cap is calculated based on final actual eligible project 

costs, including Federal and non-Federal cost shares, after insurance and any other reductions. All 
administrative costs will be funded at 100% Federal share

• FEMA may process 
amendments up to 
once a quarter for 5% 
of the Total Award 
Amount obligated for 
the applicant at the 
time of its amendment 
request

• FEMA may require a 
plan describing how the 
applicant plans to use 
the funds

Administrative Cost Documentation Requirements

1. Specific description of administrative task performed by individual

2. Skill level and position description of individual performing task

3. An explanation of work performed with a representative sample of daily 
logs/activity reports. The activity must be related to eligible projects

4. Documentation to substantiate the necessity of any claimed office supplies, 
equipment, or space

5. For meetings or site inspections, the activity description needs to include the 
number and purpose of the meetings or site inspections

6. Travel costs need to include the purpose of travel and a copy of the travel policy

7. Training needs to include the location, date(s), and title of the course



FEMA Project Donations
Offset Your 25% Cost Share
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• Applicants may use the value of donated resources to offset their 25% cost share
• Resources donated by an organization that would normally provide the same resources under 

its mission are eligible provided the organization is not federally funded
• Mutual aid agreements that provide assistance at no cost to the applicant may be used to offset 

the non-Federal cost share of its emergency work
• Pay rate by which you would pay a salaried employee for performing similar work, including 

an explanation of that rate

Eligible Donation Costs
• Third party donation
• Eligible emergency work
• Documentation

 Track resources
 Work performed & description
 Special location
 Hours

Labor

Supplies & Materials

Equipment

Logistical Support

Eligible Cost Categories



FEMA Required Documentation

For Each IndividualEquipment Supplies or Materials

• Name
• Days and hours worked
• Location of work and work 

performed
• Payrate of salaried 

employees for performing 
similar work

• Who donated each piece of 
equipment

• The same information listed 
under applicant-owned 
equipment

• Quantity donated

• Donor identification

• Location(s) used

Applicant-Owned (Force Account) Equipment

• Type of equipment and attachments used (year, make, model)

• Size / capacity (e.g. horsepower, wattage)

• Location, days, and hours used with usage log

• Operator name

• Schedule of rates, including rate components

Example Donation Documentation by Category 
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FEMA PA Online Portal
COVID-19 Streamlined Project Application

FEMA now uses a COVID-19 Streamlined Project Application to expedite the reimbursement process 
for grant recipients. You can fill out the Application in the online FEMA portal. A step-by-step 

application guide can be found in the Additional Resources section of this presentation.

FEMA Guide Includes:

• Completing and Submitting 
the Project Application in 
Grants Portal

• Reviewing and Signing a 
Project

• Tracking a Project 
Submission

• Summary of Project 
Process Steps

1

2

3

4
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FEMA PA Online Portal
Application Sections

Depending on the total cost in your application, you will need to fill out different parts of the 
Streamlined Application in the grants portal. A paper version of the application can be found here.

https://vem.vermont.gov/sites/demhs/files/COVID19/COVID-19%20Streamlined%20Project%20Application.pdf
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FEMA PA Online Portal Demo
Portal Overview & Starting a New Application
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https://grantee.fema.gov/

https://grantee.fema.gov/


Application 
Best Practices
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Documentation Best Practices

• Document, document, document! 

– If it isn’t documented, it didn’t happen

• Remember to keep of the who, what, where, when, why, 
and how / how much

– We are always aiming to document the “story” of decisions 
made

• Quality documentation will determine the speed of 
reimbursement

– Providing all the documentation in an organized manner to 
FEMA and the State will result in a reimbursement process 
that will take weeks VERSUS proving piecemeal and 
inadequate documentation will result in a reimbursement 
process that will take months

• Keep track of grant funds received separately to ensure 
transparency and avoid duplication of benefits

• Improper Processes: Even under emergency conditions, do 
not assume that improper processes (procurement, 
timekeeping, etc.) will be eligible for reimbursement

• Insufficient documentation: A lack of adequate details or 
missing supporting documentation – can lead to a significant 
loss in eligible grant funding

• Unclear Accounting: With multiple funding sources 
potentially being made available, an eligible grant could be 
lost due to an inability to clearly articulate how different 
funding sources are utilized and that benefits are not 
duplicated

• Lack of Transparency: The lack of documentation and 
communication of operational decisions with relevant 
stakeholders at the State and Federal level could jeopardize 
the reputation of your organization and could also lead to the 
loss of eligible grant funding

48



Documentation Best Practices
Example: In-House Labor & Materials
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Documentation Best Practices
Example: Third Party Contracts & Equipment
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Applicant 
FAQs
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Applicant FAQs
Eligibility Questions and Answers
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Q: What labor costs are eligible for FEMA-PA?

The employee’s labor eligibility depends on if the individual is a budgeted or unbudgeted employee: 
• Budgeted Employees: exempt employee overtime is eligible if overtime pay is required by the applicant’s 

pre-disaster labor policy. Straight time is not eligible. 
• Unbudgeted Employees: exempt employee overtime is eligible if overtime pay is required by the applicant’s 

pre-disaster labor policy. Straight time is eligible.
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Applicant FAQs
Eligibility Questions and Answers
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Q: Are computers, laptops, WIFI, or IT equipment eligible? 

FEMA may provide financial assistance under Public Assistance Category B for an eligible applicant to 
purchase equipment and/or supplies that it justifiably needs to respond to COVID19. This may include 
computers or similar information technology equipment.

However, the equipment and/or supplies must be necessary for and used to carry out eligible work, 
and not just purchased to facilitate social distancing for state and local employees. For example, a local 
government purchased an extra computer for its EOC based on the magnitude of COVID-19 response 
operations, then this could be eligible. Conversely, the local government would not be eligible to purchase 
computers for its tax department employees so that they could telework from home.

The purchase of computers, laptops, internet service, and other related expenses is not eligible as an 
emergency protective measure. These purchases would be considered increased operating costs which are 
not eligible for public entities unless the additional cost is specifically related to eligible emergency actions to 
save lives or protect public health and safety or improved property. 

Q: Does FEMA just determine eligibility by expense type or does the use of the product/service matter?

To be eligible, an expense must at a minimum, meet three criteria: be required as a result of the declared 
incident, be located within the designated area, with the exception of sheltering and evacuation 
activities, and be the legal responsibility of an eligible applicant. Additional information on eligible 
expenses is provided in this webinar and in the additional resources section of this presentation.



FEMA PA Overview DR-4532

Applicant FAQs
Eligibility Questions and Answers
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Q: Can I submit a project application for expenses incurred up to a certain date, e.g., June 30, and then 
submit a second project application for July 1 through the end of the disaster?

Yes. Applicants can also submit a combination of incurred actual costs and future costs (expected to 
be incurred) as part of one application. 

Q: What is sufficient documentation for an expense? What are some examples?

Documentation requirements vary by expense type. Examples are provided in this webinar, in the additional 
resources section of this presentation, and in FEMA’s Streamlined Project Application. 

Previous Vermont Emergency Management Applicant Briefing FAQS: #1, #2, #3

https://vem.vermont.gov/sites/demhs/files/COVID19/Applicant_Briefing_Q%26A.pdf
https://vem.vermont.gov/sites/demhs/files/COVID19/Applicant%20Briefing_No_2_Q%26A.pdf
https://vem.vermont.gov/sites/demhs/files/COVID19/DR4532_Q%26A_Applicant%20Briefing_No_3.pdf


Additional 
Resources
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1. FEMA PA COVID-19 Eligibility Fact Sheets
– Private Nonprofit Organizations
– Non-Congregate Sheltering
– Eligible Emergency Protective Measures
– Procurement Under Grants Conducted Under Exigent or Emergency Circumstances 
– All Fact Sheets

2. FEMA PA Applicant Quick Guide
– COVID-19 Process Overview 
– Completing and Submitting a COVID-19 Streamlined Project Application 

3. FEMA PA Project Worksheets (Required Content, Optional Documentation Format)
– Force Account Labor Summary Record 
– Force Account Equipment Summary Record
– Rented Equipment Summary Record
– Materials Summary Record
– Contract Work Summary Record
– All Project Worksheets

4. FEMA Public Assistance Program and Policy Guide (PAPPG) 

5. Vermont Emergency Management Applicant Info Page (Includes more Applicant FAQs) 

6. FEMA PA Grants Portal 

7. Request for Public Assistance (Paper Version. RPAs need to be filled out and submitted in the Grants Portal)

8. FEMA PA COVID-19 Streamlined Application (Paper Version. Applications need to be filled out and submitted in the Grants Portal)

9. FEMA PA Grants Portal YouTube Channel

10. FEMA Portal Help Desk 866‐337‐8448
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Additional Resources
Fact Sheets, Guides, Worksheets, and Useful Links
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https://www.fema.gov/media-library-data/1587382874310-f9def17e6317d54da7db7f1fd3081559/COVID-19PrivateNonprofitOrganizationsFactSheet(04.01.20).pdf
https://www.fema.gov/media-library-data/1589388711578-9c17f0b4bd1dd22531960c39f96a4701/COVID-19_Noncongregate_Sheltering_FAQ_3-30-2020_508.pdf
https://www.fema.gov/media-library-data/1587382887848-f9def17e6317d54da7db7f1fd3081559/EligibleEmergencyProtectiveMeasuresFactSheetforCOVID-19(03.19.20).pdf
https://www.fema.gov/media-library-data/1587383004991-f9def17e6317d54da7db7f1fd3081559/ProcurementDuringEECircumstancesFactSheet(EA_03.18.20).pdf
https://www.fema.gov/media-library/assets/documents/187108
https://vem.vermont.gov/sites/demhs/files/COVID19/Applicant%20Quick%20Guide%20COVID19%20Process%20Overview.pdf
https://vem.vermont.gov/sites/demhs/files/COVID19/Applicant%20Quick%20Guide%20Completing%20and%20Submitting%20a%20COVID-19%20Project%20Application.pdf
https://www.fema.gov/media-library-data/1591810809317-9f07d59dcfe9e0dce65ac9d92aa6caa7/June5-FEMA_Form_009_0_123_FAL.pdf
https://www.fema.gov/media-library-data/1591810809664-9f07d59dcfe9e0dce65ac9d92aa6caa7/June9-FEMA_Form_009_0_127_FAE.pdf
https://www.fema.gov/media-library-data/1591810809493-9f07d59dcfe9e0dce65ac9d92aa6caa7/June7-FEMA_Form_009_0_125_Rented_Equipment.pdf
https://www.fema.gov/media-library-data/1591810809404-9f07d59dcfe9e0dce65ac9d92aa6caa7/June6-FEMA-Form-009_0_124_Materials.pdf
https://www.fema.gov/media-library-data/1591810809578-9f07d59dcfe9e0dce65ac9d92aa6caa7/June8-FEMA_Form_009_0_126_Contract_Work.pdf
https://www.fema.gov/media-library/assets/documents/26103
https://www.fema.gov/media-library-data/1594239534694-ea876c73c2135c4273e4914586e7879f/PAPPG_V4_Final_6-1-2020_508.pdf
https://vem.vermont.gov/applicant
https://grantee.fema.gov/
https://www.fema.gov/media-library-data/1591810809840-9f07d59dcfe9e0dce65ac9d92aa6caa7/June11-FEMA_Form_009-0-49_RPA.pdf
https://vem.vermont.gov/sites/demhs/files/COVID19/COVID-19%20Streamlined%20Project%20Application.pdf
https://www.youtube.com/channel/UCIJp91Ds2IaVlR1t8uXcEKg/videos
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Additional Resources
FEMA Webinars and Guidehouse Office Hours 
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Attend a FEMA Public Assistance Training 
Webinar!

– Grants Portal Applicant Basics
– COVID-19 Application Overview
– Schedules can be found in the FEMA online portal 

(Support  Resources  Training Materials and 
Tutorials)

Sample Info



THANK YOU
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