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Public Assistance Workbook 
 
A  B A S I C  R E F E R E N C E  G U I D E  T O  T H E  P U B L I C  A S S I S T A N C E  P R O G R A M  
F O R  P R I VA T E  N O N P R O F I T S  

  

WHAT IS PUBLIC ASSISTANCE? 

  

The Public Assistance Program makes funding available to certain private nonprofits (PNPs) for costs that they 

incurred preparing for, responding to, and recovering from a federally declared disaster.  Specifically, the 

Public Assistance program provides assistance for debris removal, emergency protective measures, and the 

restoration of facilities and infrastructure.   

 

Under the Public Assistance Program, the Federal Emergency Management Agency (FEMA) provides 

supplemental aid to PNPs to help them recover from disasters as quickly as possible.  FEMA will work with the 

Pennsylvania Emergency Management Agency (PEMA), the City of Philadelphia’s Managing Director’s Office 

of Emergency Management (MDO-OEM), and your organization to coordinate the operations of the Public 

Assistance program.   

 

In accordance with the Robert T. Stafford Disaster Relief and Emergency Assistance Act (Stafford Act), FEMA 

has developed Public Assistance eligibility requirements and application procedures, which can be very 

lengthy and complex, depending on the incident.  There are a number of steps that the City and PNPs must 

take to receive disaster reimbursement through the Public Assistance Program, from documenting costs incurred 

to requesting a disaster declaration to submitting damage claims.  The Public Assistance Workbook is 

intended to serve as a basic reference guide for PNPs to the Public Assistance Program.  It provides 

recommendations for actions that PNPs can take before, during, and after a disaster to be better prepared 

to request and receive reimbursement.  It also provides PNPs with checklists, correspondence, and forms that 

may be used if the Public Assistance Program is activated. 

 

 

 

D I S C L A I M E R  The information in this Public Assistance Workbook is intended to serve as a general 

guide for PNPs seeking Public Assistance funding to aid in disaster response and recovery.  The information 

outlined in the workbook is based on current Federal policies.  MDO-OEM has tried to ensure the accuracy of 

the information provided; however, MDO-OEM assumes no liability for any loss or damage caused by errors 

or omissions in this publication.  MDO-OEM encourages all PNPs to carefully read the policies and regulations 

cited.  As the Federal agency authorized to implement the Stafford Act and Title 44 of the Code of Federal 

Regulations, FEMA has the decision making authority for matters regarding Public Assistance.
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ELIGIBLITY 
 

The diagram to the right refers to FEMA’s four building blocks of 

eligibility.  The APPLICANT is the basis for eligibility. The applicant 

must be eligible for the FACILITY to be eligible. The facility must be 

eligible for the WORK to be eligible. The work must be eligible for 

the COST to be eligible.   

 

W H O  I S  E L I G I B L E ?  Not all PNP organizations are 

eligible to apply for Public Assistance funding.  FEMA defines 

eligible private nonprofits as organizations or institutions that own 

or operate facilities that are open to the general public and that 

provide certain services otherwise performed by a government 

agency.  These services include:  

 

EDUCATION  

Colleges, universities, parochial, and other private schools 
 

UTILITY  

Systems of energy, communication, water supply, sewage collection and treatment, or other similar public 

service facilities 
 

EMERGENCY  

Fire protection, ambulance, rescue, and similar emergency services 
 

MEDICAL 

Hospital, outpatient facility, rehabilitation facility, or facility for long-term care for mental or physical injury 
or disease 
 

CUSTODIAL CARE 

Homes for the elderly and similar facilities that provide institutional care for persons who require close 
supervision, but do not require day-to-day medical care 
 

OTHER ESSENTIAL GOVERNMENTAL SERVICES 

Museums, zoos, community centers, libraries, homeless shelters, senior citizen centers, rehabilitation facilities, 
shelter workshops and facilities that provide health and safety services of a governmental nature.  Health and 
safety services are essential services that are commonly provided by all local governments and directly affect 
the health and safety of individuals.  Low-income housing, alcohol and drug rehabilitation, programs for 
battered spouses, transportation to medical facilities, and food programs are examples of health services. 

 
IF YOU OPERATE SUCH A FACILITY OR SERVICE, YOU MAY BE ELIGIBLE IF YOU ALSO HAVE: 

 An effective ruling letter from the U.S. Internal Revenue Service granting tax exemption under Section 
501(c), (d), or (e) of the Internal Revenue Code of 1954, as amended, or 

 State certification that your organization is a non-revenue producing nonprofit entity organized or 
doing business under State law. 

 

W H A T  F A C I L I T I E S  A R E  E L I G I B L E ?  An eligible facility is any building, works, system, or 

equipment that is built or manufactured, or any improved and maintained natural feature that is owned by an 

eligible PNP applicant (with certain exceptions).  To be eligible for Public Assistance funding, a facility must: 

 Be the responsibility of an eligible applicant 

 Be located in a designated disaster area 
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 Not be under the specific authority of another Federal agency 

 Be in active use at the time of the disaster. 
 

Facilities with a mix of eligible and ineligible activities (e.g., a clinic that has a commercial pharmacy in the 

building) are eligible if over 50 percent of the space or time is used for eligible activities.  Corresponding 

disaster assistance will be pro-rated.  If less than 50 percent of the space or time is used for eligible activities, 

the facility is not eligible at all. 

 

W H A T  W O R K  I S  E L I G I B L E ?  To be eligible for funding, work performed on an eligible facility 

must: 

 Be required as the result of a major disaster event, 

 Be located within a designated disaster area, and 

 Be the legal responsibility of an eligible applicant 
 

All eligible PNP organizations may apply for reimbursement of costs associated with Emergency Work.  Only 

eligible PNP organizations providing critical services may apply for reimbursement of costs associated with 

Permanent Work.  (More information on Emergency and Permanent Work can be found in the Project 

Worksheet Development section on page 33.)  Facilities with a mix of critical and non-critical services are 

eligible to apply under the critical designation.  FEMA defines critical services as:  
 

POWER  

Generation, transmission, and electrical power distribution facilities  
  

WATER  

Treatment, transmission, and distribution facilities for a water company supplying municipal water (also, water 

provided by an irrigation company for potable, fire protection or electricity generation purposes)  
 

SEWER AND STORM WATER 

Collection, transmission, and treatment facilities  
 

COMMUNICATIONS   

Telecommunications transmission, switching, and distribution facilities  
 

EDUCATION  

Primary, secondary, and higher education facilities (including vocational facilities)  
 

EMERGENCY MEDICAL CARE  

Hospitals, clinics, outpatient services, hospices, nursing homes, and rehabilitation centers that provide medical 

care  
 

FIRE PROTECTION/EMERGENCY SERVICES  

Volunteer fire and rescue companies, including buildings and vehicles essential to providing emergency 

services and ambulance companies  

 

W H A T  C O S T S  A R E  E L I G I B L E ?  Generally, costs that can be directly tied to the performance of 

eligible work are eligible. Such costs must be: 

 Reasonable and necessary to accomplish the eligible work; 

 Compliant with Federal, State, and local requirements for procurement; and 

 Do not include insurance proceeds, salvage values, and other credits 
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ADDITIONAL COST ELIGIBILITY CONSIDERATIONS: 

Operating costs for providing services are not eligible, even if they are increased by the event.  Some 

reasonable short-term additional costs that are directly related to accomplishing specific approved 

emergency health and safety tasks as part of eligible emergency protective measures may be eligible if they 

can be documented and connected to a specific emergency task (e.g., increased utility costs for a 

permanently-mounted generator at a hospital). 

 

W H A T  A B O U T  P N P S  T H A T  P R O V I D E  N O N - C R I T I C A L  S E R V I C E S ?  As 

mentioned above, all eligible PNP organizations, both critical and non-critical, may apply for reimbursement 
of costs associated with Emergency Work.  However, eligible PNP organizations providing non-critical services 
are required to apply to the U.S. Small Business Administration (SBA) for a low-interest loan for repair of 
Permanent Work disaster damages.  The loan process will generate one of the following outcomes:  

 If declined for a  SBA loan, the PNP may be eligible for FEMA assistance 

 If the approved SBA loan fully covers eligible damages, FEMA cannot provide additional assistance 

 If the approved SBA loan does not fully cover all eligible damages, the PNP may apply to FEMA for 
the difference. 

 If the approved SBA loan does not fully cover all eligible damages and the PNP opts not to accept it, 
the PNP may still apply to FEMA for the difference 
 

FEMA cannot take action on a Request for Public Assistance while a loan is pending with the SBA; however, all 

damages must be identified to FEMA immediately so that a Project Worksheet (PW) can be prepared.  

Having the PW on file will allow FEMA to expedite assistance once the SBA renders its decision. 

 

The Public Assistance Program is based on statues and regulations found in the Stafford 
Act and Title 44 of the Code of Federal Regulations.  These authorities govern the 

eligibility criteria through which FEMA provides funds for Public assistance.  Additional 
information of FEMA eligibility guidelines can be found online at: 

http://www.fema.gov/government/grant/pa/pag07_2.shtm#Applicant 

FEMA has the final say in determining Public Assistance eligibility.  If in doubt, ask FEMA. 
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PRE-INCIDENT PREPARATION 
  

PNPs take many steps to prepare for a disaster, from securing their facilities to preparing an essential 

personnel list. In addition to actions like these, PNPs can also take steps in advance of an incident to be better 

prepared to help the City request a disaster declaration and receive reimbursement from the federal 

government after a declared disaster.  It is important for all PNPs to keep track of the “who, what, where, 

when, why, and how much” for any item of disaster work.  This preparation will help to ensure that the each 

organization is maximizing its reimbursement from the federal government, if Public Assistance is authorized. 

 

P N P S  S H O U L D  P R E P A R E  T O  D O C U M E N T  T H E  F O L L O W I N G :  
 

LABOR - Capture the total incremental labor costs that your organization incurred.   

 Date and hours worked (both straight and overtime), for permanent, temporary, reassigned (including 
those assigned to backfill a position), essential employees called back from leave, and grant-funded 
employees 

 Work location 

 Type of work performed 
 

CONTRACTS - Capture the total contract costs that your organization incurred.  This may include debris removal 

contractors, cleanup crews, etc. 

 Contracts, vendor purchase orders, invoices, and payments 

 Explanation of how the contract was executed and the procurement method used, if price was not 
competitively determined, an explanation of how the price was determined 

 

EQUIPMENT AND MATERIALS - Capture total equipment and material costs.  This may include trucks, front-end 

loaders, salt, water or food for shelters, sandbags, etc. 

 Equipment operator 

 Date and hours in operation 

 Location of work performed 

 Type of work performed 

 Equipment description 

 Lists of damaged and destroyed equipment 

 Date of materials purchase and usage 

 Description of material 

 Refer to the FEMA Schedule of Equipment Rates included on pages 8-13 for hourly equipment rates 
 

PHYSICAL DAMAGE (REPAIRS MADE TO INCIDENT-RELATED DAMAGE OF FACILITIES OR INFRASTRUCTURE) 

 Detailed description of the damage and what is required to restore the site or facility 

 Location of facility 

 Estimated repair cost 

 Photographs of the damage 

 Environmental and historic alternatives, and hazard mitigation opportunities considered for all 
projects, including improved or alternate projects 
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R E C O R D  K E E P I N G  PNPs may already have a record-keeping system that they use to document 

these costs on a regular basis.  PNPs are encouraged to continue to use whatever system works for their 

processes, so long as they are able to keep track of which costs (labor hours, equipment usage, material 

usage, etc.) are directly tied to the potential disaster event. 

 

P R E - D I S A S T E R  S U R V E Y  PNPs are also encouraged to survey and document the pre-disaster 

condition of any facilities, infrastructure, or equipment that they own or maintain, before an event.  FEMA will 

not reimburse an applicant for pre-existing damage.  Therefore, if you can prove that the damaged facility 

was in good repair before the disaster, your organization will be better prepared to receive funding for the 

costs of the damages.  Examples of possible pre-disaster documentation may include annual facility reports, 

photographs, annual car inspections, etc. 

 

DID YOU REMEMBER TO PREPARE TO…  

 Keep track of all labor costs that your organization may have incurred?   

 Document any contracts used?   

 Keep track of all invoices from disaster-related contract work? 

 Document what equipment your organization used? 

 Document what the equipment was doing?  How was it related to the disaster? 

 Record vehicle operator and mileage? 

 Document what materials your organization used?  And how much? 

 Have a copy of an invoice or purchase order for any materials used? 

 Survey your organization’s facilities to see if there was any physical damage? 

 Document any damage with a written description and pictures? 
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INCIDENT HAPPENS 
 

T H I S  I S  W H E R E  Y O U  D O  W H A T  Y O U  D O  B E S T !    

 

AND REMEMBER…DOCUMENT, DOCUMENT, AND DOCUMENT! 
 

 

PRELIMINARY DAMAGE ASSESSMENT PREPARATION 

 

A  D I S A S T E R  O C C U R R E D ,  N O W  W H A T ?   If the disaster had a significant impact on the city 

($$$$), MDO-OEM may send an email to your organization requesting that you collect estimates of any costs 

that your organization may have incurred or damage that your organization may have sustained and submit 

them to MDO-OEM within a limited time frame.  MDO-OEM will need this information in order to request a 

federal disaster declaration from the President.  To obtain the declaration, Philadelphia will need to meet a 

per capita threshold (the Public Assistance threshold for Philadelphia for FY2011 is $4,990,040), so your 

organization’s help in providing cost and damage information is essential. 

 

We know that the disaster does not end once the danger is gone and that your organization may still be out 

in the field cleaning up debris, working in a shelter, assessing the damage to your facilities, etc.  Because your 

organization may still be working to recover, MDO-OEM will only ask you to provide us with very rough 

estimates for costs that your organization incurred preparing for, responding to, and recovering from the 

disaster event.  Additionally we will ask that you provide MDO-OEM with the location and description of any 

of your organization’s facilities or pieces of equipment that sustained damage as a result of the event. 

 

If MDO-OEM believes that the city could qualify for a federal disaster declaration, MDO-OEM will email the 

Preliminary Damage Assessment (PDA) spreadsheet included on the following page to PNPs.  The spreadsheet 

breaks out estimated costs by Labor, Equipment, Material/Supplies, Contracts, Lease, and Physical Damage.  

In estimating these costs you should take into account all of the incremental costs that your organization 

incurred to prepare for, respond to, and recover from the specific event.   

 

Costs need to be directly tied to the disaster event. 

 

D E S I G N A T E  A  R E P R E S E N T A T I V E  MDO-OEM will also request that your organization 

designate at least one representative to spearhead the completion of the PDA spreadsheet, (see following 

page).  One of those representatives should be someone who is familiar with grant administration or financial 

oversight, such as a Fiscal Officer or related position.  These representatives will be the individuals that FEMA 

will ultimately work with, should Philadelphia successfully obtain a disaster declaration.   

 

S C H E D U L E  A  S I T E  V I S I T  MDO-OEM may contact your organization to schedule a time to visit the 

damaged facilities with FEMA and PEMA.  Please be prepared to send a representative to meet the team in 

the field to provide them with an overview of the damage and estimated repair costs.  The representative 

should be knowledgeable about the costs that the PNP reported and be able to provide detailed information 

on the extent of damages and costs that the PNP experienced. 
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EVENT Preliminary Damage Assessment

Public Assistance

Please complete and return to MDO-OEM Recovery Planning Coordinator  by time and date .

Estimated Costs 

-$                                         

-$                                         

-$                                         

-$                                         

-$                                         

Estimated Physical Damage to Facilities -$                                         

(Equipment, Buildings, Infrastructure)

Location

Department / Agency / Institution:

Primary Point of Contact Name:

Primary Point of Contact Email:

Primary Point of Contact Phone:

Contact Information

Estimated Lease Costs

Estimated Overtime Costs (with fringe)

Estimated Equipment Costs 

Estimated Material / Supply Costs

Estimated Contract Costs

Damaged Facilities Information

EVENT  Preliminary Damage Assessment

-$                                         TOTAL ESTIMATED COSTS

Description

 
 

L A B O R  Capture all of the incremental labor costs that your organization incurred.  This is typically in the 

form of overtime, but incremental costs to bring in temporary employees and part time employees may also 

be eligible.  Regular time/straight time is typically not eligible and should not be included in your calculation.  

This calculation should also include fringe rates.  For purposes of this PDA, MDO-OEM recommends that 

agencies use a fringe rate of 30%.    

E Q U I P M E N T  If your organization used equipment (vehicles, generators, pumps, etc.) during the 

response, please calculate equipment costs by multiplying the total hours that piece of equipment was used 

(actually operating) by the equipment rate contained within the attached "FEMA Schedule of Equipment 

Rates" (see pages 8-13).  If no equipment rate exists for a certain piece of equipment, provide one that is 

reasonable.  At this point we are generating very rough estimates so there is no need to go overboard in 

documenting equipment use - feel free to provide an educated guess using the equipment rates provided.    

M A T E R I A L S  &  S U P P L I E S  Estimate the total costs of expendable materials and supplies (tarps, 

shovels, PPE, salt, etc.) that you used to perform emergency work.  These materials/supplies could have been 

acquired for this specific event or pulled from existing inventory.    

C O N T R A C T  Please estimate the total contract costs that your organization incurred.  This may include 

debris removal contractors, cleanup crews, etc. 

L E A S E  If your organization leased equipment (generators, heavy equipment, etc.), please estimate the cost 

of the lease for the period of the emergency work. 

P H Y S I C A L  D A M A G E  If a building, facility, equipment, vehicle, and/or infrastructure that your 

organization owns or maintains were severely damaged as a direct result of the event, please estimate the 

total costs of those damages.  Additionally, please provide us with a location and description of each one of 
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those damaged facilities.  It is helpful if damages are well documented and photographed (if possible).  This 

information will be needed should the city receive a federal disaster declaration.    

 

DID YOU REMEMBER TO…  

 Collect estimates of costs incurred and damage sustained from the disaster on the form provided? 

 Document physical damage, if possible (photographs)? 

 Submit the PDA spreadsheet to MDO-OEM? 

 Submit the location and description of any physical damage (ie. flooded basement, road washout, roof 

collapse, etc.) 

 Designate a representative to work with MDO-OEM, PEMA, and FEMA throughout the Public Assistance 

process? 

 Follow up with MDO-OEM about site visits, if requested? 
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PRELIMINARY DAMAGE ASSESSMENT & REQUEST FOR DISASTER 
DECLARATION 

 

PNPs generally have a limited role in the PDA and Request for Disaster Declaration.  As stated in the previous 

section, if your organization had significant damage to its facilities, infrastructure, or equipment, MDO-OEM 

may request that you send a representative to meet the PDA team at that site.  MDO-OEM will generally not 

need to visit every site, only those with the most significant damage.  However, if requested, please send a 

representative to meet the team in the field to provide them with an overview of the damage and estimated 

repair costs.  The representative should be knowledgeable about the costs that your organization reported 

and be able to provide detailed information on the extent of damages and costs that your organization 

experienced.   

 

The PDA is a survey performed by FEMA, State, and local government representatives to 
identify the scope of damage, estimate repair costs, identify unmet needs, and gather 

information for other disaster management purposes.  This information is often used by the 

Governor to support requests for federal assistance. 

 

I M P A C T  S T A T E M E N T  It is possible, although unlikely, for Philadelphia to receive Public Assistance 

funding even in the event that the city does not meet the required threshold.  Working with PEMA, 

Philadelphia may request a disaster declaration based on the overall impact of the incident to the city.  In this 

instance, MDO-OEM would prepare an impact statement describing the impact on labor, equipment, and 

material resources, damage to infrastructure and facilities, and any additional economic impact, such as 

decline in tax revenue or tourism, as a result of the disaster.  MDO-OEM may request that your organization 

submit information to MDO-OEM describing the impact that the disaster had on your organization.  Important 

information for an impact statement may include: 

 What would happen if your organization could not repair a facility or piece equipment?  What would 
the impact be?  Consider: 

o How many people use that facility each day? Each year? 
o What is the facility’s cultural significance? 
o Does the facility provide an economic benefit to the city? 
o What specific or unique benefit does the facility provide the city? 

 If the organization did not get reimbursed by FEMA, would other programs or projects lose funding?  
How would the lack of Public Assistance funding impact your organization? 

 What are some possible downstream effects of not receiving Public Assistance funding?  Consider: 
o Loss of donations from diminished capacity? 
o Impacts to the city workforce?  Loss of jobs? 

 

A sample Impact Letter that was submitted to PEMA for Tropical Storm Lee can be found on page 18. 

 

DID YOU REMEMBER TO…  

 Participate in the PDA by meeting the PDA team at damaged sites, if requested? 

 Submit information to MDO-OEM describing the impact the disaster had on your organization, if 

requested? 
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APPLICANTS’ BRIEFING 

 

MDO-OEM will send an email to all of the designated representatives informing them of when and where the 

Applicants’ Briefing will be held.  PNPs should RSVP to MDO-OEM within the stated timeframe.  PNPs will 

need to send at least one representative to the Applicants’ Briefing. 

 

An Applicants’ Briefing is a meeting coordinated by MDO-OEM, and conducted by PEMA 
and FEMA for potential Public Assistance applicants.  The briefing occurs after the 

President grants an emergency or major disaster declaration, and addresses application 

procedures, administrative requirements, funding, and program eligibility criteria.   

 

F O R M S  At the Applicants’ Briefing, PEMA will distribute a number of forms, including the Request for 

Public Assistance (RPA), Public Disaster Assistance Application and Agreement for Financial Assistance Form 

(DAP-1), Designation of Agent Resolution (DAP-2), and Pennsylvania Electronic Payment Program Enrollment 

Form (PEPP).  These forms can be found on pages 21-26.  (Only pages 1, 6, and Annex G from the DAP-1 

have been attached, since they are the only pages that PEMA needs to receive from PNPs.  Please visit 

PEMA’s website for the entire form.)  PEMA may request that your organization complete and submit the RPA 

to PEMA before leaving the Applicants’ Briefing.   

 

The remaining forms will need to be mailed to PEMA Headquarters at the address below as soon as possible.   

 

PEMA, Public Assistance  

2605 Interstate Drive 

Harrisburg, PA 17110 

 

FEMA may also request that PNPs submit a Form 90-121, PNP Facility Questionnaire (see page 27).  You 

should be prepared to provide FEMA with the following information: 

 Your organization’s tax exemption certificate 

 Your organizations charter or bylaws 

 Proof of facility ownership, if owned (e.g., copy of deed or property tax assessment) 

 Proof of legal responsibility to repair the facility (e.g., lease agreement) 

 Copy of your institution's insurance policy 
 

 

DID YOU REMEMBER TO…  

 RSVP to MDO-OEM? 

 Send at least one representative to the Applicants’ Briefing? 

 Complete and submit an RPA to PEMA at the Applicants’ Briefing? 

 Complete and submit DAP-1, DAP-2, and PEPP forms to PEMA? 

 Submit a Form 90-121, if requested? 
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KICKOFF MEETING 

 

Once your organization has submitted an RPA, PEMA will contact the designated Applicant’s Agent to 

schedule a Kickoff Meeting.  Kickoff meetings may be held at your location or, alternatively, PEMA may 

request that your organization attend a kickoff meeting at a specified location.  PNPs will need to send at 

least one representative to the Kickoff Meeting. 

 

Kickoff Meetings are the next step in the Public Assistance process.  They are designed to 
provide a much more detailed review of the Public Assistance Program and address the 

applicant’s specific needs.  The meeting focuses on the eligibility and documentation 

requirements that are most pertinent to each applicant.   

 

T O  P R E PA R E  F O R  T H E  K I C K O F F  M E E T I N G ,  P N P S  S H O U L D :  

 Compile or update a list of all of your organization’s costs and damages (see ‘Forms’ below for more 
information). 

 Identify circumstances that require special review, such as insurance, environmental, and historic 
preservation issues.  Examples of these circumstances could include the following: 

o FEMA cannot provide disaster assistance (for either emergency work or permanent work) if 
damages or losses are covered by insurance.  Therefore, FEMA recommends that applicants 
file claims with their carrier as soon as possible after the disaster.  

o Any work done in a waterway, such as repairing bridges or culverts, or clearing a blocked 
stream, will need to have the proper Pennsylvania Department of Environmental Protection 
(PADEP) approval. 

o Any work done to a registered historical site will need to have the approval of the State 
Historic Preservation Officer (SHPO). 

These conditions must be addressed before funding can be approved, so the sooner they are 
mentioned, the better. 

 Prepare questions for anything that you do not understand. 

 Bring forward any issues or concerns you may have.  Full discussion and regular interaction with FEMA 
and PEMA will help to resolve differences as they arise and expedite approval of the projects. 

 
At the kickoff meeting, PNPs should discuss costs incurred and estimated damages sustained as a result of the 

declared disaster, as well as review the supporting documentation required for the Project Worksheet (PW).  

FEMA and PEMA should discuss what is required of you and what your next steps will be. 

 

F O R M S  PEMA developed a number of forms that are intended to serve as a guide for what applicants 

should be documenting.  These forms can be found on pages 29-32 of the workbook.  You do not have to use 

these forms.  You may choose to document your costs in excel or your own record keeping system.  Again, 

these forms are intended to show what kind of information you should be capturing. 

 

DID YOU REMEMBER TO…  

 Send at least one representative to the Kickoff Meeting? 

 Compile or update a list of your organization’s costs and damages? 

 Identify any circumstances that could require additional reviews, such as insurance or environmental and 

historical issues? 

 Prepare questions for FEMA and/or PEMA?  
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PROJECT WORKSHEET DEVELOPMENT  

 

A Project Worksheet (PW) is the form used to document the scope of work and cost 
estimates for a project.  This form supplies FEMA with the information necessary to 

approve the scope of work and itemized cost estimate prior to funding. Each project must 
be documented on a separate PW.  The approved PW will then be the basis for funding 

under the Public Assistance program. 

 

A F T E R  T H E  K I C K O F F  M E E T I N G ,  E A C H  P N P  S H O U L D :  

 Collect all of the documentation your organization will need to support any damage or cost claims 
(your PWs). 

 Once you’ve collected this information, contact the designated FEMA representative to schedule a PW 
development meeting.  The FEMA representative, also known as the Public Assistance Coordinator 
(PAC) or Project Officer (PO), may come to your facility to help you prepare all of your PWs.  The 
FEMA PAC may also work with you remotely, via email, phone, and fax to develop your PWs. 

 The PW development process will vary in length, depending on the number and complexity of the 
projects your organization identified.  If your organization has a large number of complex projects, 
FEMA may choose to assign a staff member to your PNP for a sustained length of time in order to 
assist with PW development.  In these instances, your PNP should be prepared to make 
accommodations for FEMA staff by providing access to a workspace, computer, internet, phone line, 
and fax. 

 

W O R K  C A T E G O R I E S  Even though a FEMA representative will assist you with PW development, you 

should be familiar with FEMA’s eligibility and programmatic requirements.  FEMA has divided disaster-related 

work into two broad categories: Emergency Work and Permanent Work.  Each category is further divided into 

the seven categories shown in the table below: 

 

Category Description 

Emergency Work 

A Debris Removal 
The clearance, removal, and/or disposal of items such as trees, 
sand, gravel, building components, wreckage, vehicles, and 
personal property. 

B 
Emergency Protective 
Measures 

Those activities that are undertaken by a community before, 
during, and following a disaster that are necessary to eliminate 
or reduce an immediate threat to life, public health and safety, 
or improved property. 

Permanent Work 

C Roads and Bridges 
Repair of roads, bridges, and associated features, such as 
surfaces, bases, shoulders, ditches, culverts, guardrail, lighting, 
etc. 

D 
Water Control 
Facilities 

Repair of those facilities built for channel alignment, recreation, 
navigation, land reclamation, fish and wildlife habitat, interior 
drainage, irrigation, erosion prevention, and flood control. 

E 
Buildings and 
Equipment  

Repair or replacement of buildings, including their contents and 
systems; heavy equipment, and vehicles. 

F Utilities 
Repair of water treatment and delivery systems; power 
generation facilities and distribution lines; and sewage collection 
and treatment facilities. 
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Category Description 

G 
Parks, Recreational 
Facilities, and Other 
Items 

Repair and restoration of parks, playgrounds, pools, cemeteries, 
and beaches. 

 
O R G A N I Z I N G  Y O U R  P R O J E C T S  Your PNP will probably need to develop a number of PWs to 

capture all of the costs that your organization incurred.   When developing your PWs, you may choose to 

combine a number of like work items into one PW or develop multiple PWs for separate items.  A PW may 

consist of one item of work, such as repairing a single building, or similar work that occurs at multiple sites, 

such as removing debris from multiple locations across a campus.  The FEMA representative will work with you 

to ensure that your organization’s PWs are logical and consistent with the criteria described below: 

 

Method Explanation 

Specific Site All work at a specific site may be a project, such as a single road 
washout site. This method is used often if the site has Special 
Considerations. 

Specific Facility All work on a bridge or restoration of a building and its contents 
may be a project. This method is used for large projects. 

Type of Damage All work under a specific category may be a project such as debris 
removal (Category A) or all work at certain types of facilities may 
be a project, such as all gravel roads on one project and all paved 
roads on another. 

System All work to a system may be a single project, for example, repairs 
to the water distribution system including multiple pipeline breaks 
may be one project. 

Boundaries All work within a specific area such as a park, may be a project. 
Or, all work within an administrative department of an applicant, 
such as the Sanitation Division of the Streets Department, may be a 
project. 

Method of Work A project may be grouped by how the work will be completed. For 
example, all work completed under a single contract may be a 
project. Or, all work undertaken by a force account crew may be a 
project. 

Complex For extensive damage to several facilities at a complex (for 
example, a high school) all damage could be combined into one 
project, or separated into several projects, such as roof repair, or 
work done by a single contractor, or all repairs done by force 
account. 

Special 
Considerations 

A project may be grouped by special issues that might take longer 
to resolve, such as environmental or historic concerns. 

  

S M A L L  A N D  L A R G E  P R O J E C T S  To facilitate PW review, approval, and funding, FEMA divides 

projects into small and large projects by dollar amount.  These two types of projects have different 

development and approval procedures as outlined below:     

 

 SMALL PROJECTS LARGE PROJECTS 

Cost Range From $1,000 - $63,9001 Over $63,900 

                                                
1 The threshold for small projects for federal fiscal year 2011, adjusted annually.   
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 SMALL PROJECTS LARGE PROJECTS 

Developed Small projects may be developed 
independently by the PNP or with 
FEMA assistance during the PW 
development meeting. 

Large projects are developed with 
FEMA and the PNP representative.  A 
FEMA representative will work with 
your organization on each of your 
large projects, helping to identify 
and evaluate all the work activities 
associated with the project(s). It is 
FEMA’s responsibility to prepare a 
comprehensive PW for each large 
project. 

Funding Based on estimated costs, if actual 
costs are not yet available. 

Based on documented actual costs 

Paid Based on the approved amount on 
the PW, whether estimated or actual. 

Paid on a progress payment basis as 
work is completed. 

 
W R I T I N G  Y O U R  P R O J E C T  W O R K S H E E T S  PWs should contain as much documentation as 

FEMA deems necessary to support the damage and cost claims.  The information should describes the "who, 

what, when, where, why, and how much" for each item of disaster recovery work.  A blank Project Worksheet 

coversheet (FEMA Form 90-91) is included on page 38 and instructions for completing the PW are below.  A 

FEMA representative will usually work with you to develop your PWs; however after a larger incident, PNPs 

may be required to complete PWs for their small projects independently.  MDO-OEM recommends that you 

understand what information is required to ensure that the form accurately reflects the costs your organization 

incurred.  The PW requirements will vary depending on the work performed or damage facility, but will 

generally include the following: 

 
IDENTIFYING INFORMATION 

 Damage Facility: Identify the facility and describe its basic function and pre-disaster condition 

 Location: This item can range anywhere from an “address,” “intersection of…,” “1 mile south 
of…on...,” to “county-wide.”  If damages are in different locations, please list all locations.  Please 
include latitude and longitude, if known. 

 Damage Description and Dimensions: Describe the disaster-related damages to the facility, including 
the cause of damage and the area or components affected.  All damaged elements must be clearly 
defined in quantitative terms with physical dimensions (such as length, width, depth, and capacity).  In 
some disasters, PNPs may perform emergency protective measures work to protect against a threat to 
improved property before, during, or immediately after the disaster.  In these situations, the PW 
should contain a brief description of the threat and threatened improved property. 

 Scope of Work: The scope of eligible work necessary to repair the damage must be completely 
described and correspond directly to the cause of damage.  The work should be specified as an 
action with quantifiable (length, width, depth, capacity) and descriptive (brick, wood, asphalt, timber 
deck bridge) terms.  The scope of work should not be described only as "restore to pre-disaster 
design".  Any other information that is pertinent to the scope of work should be documented, such as: 

o Eligible codes and standards, providing copies of specific codes and standards, especially if 
proposed repairs or replacements exceed the pre-disaster design 

o Evidence of pre-disaster damage, such as cracks on a steel bridge covered by rust and 
corrosion 

o Pre-disaster inspection reports noting deficiencies 
o Ineligible work, maintenance, inactive facilities, responsibilities of Other Federal Agencies, etc. 
o Reference to a Hazard Mitigation Proposal if one is included for the project 
o Indication that the project is an Improved Project, if applicable. A description of the overall 

project must be included 
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o Any special equipment or construction approach, such as very heavy trucks, access roads, 
staging areas, coffer dams, etc. 

o A description of the larger action, if the project is part of one, e.g., one building within a 
complex. 

 Does the Scope of Work Change the Pre-Disaster Condition of the Site?: If the work described under 
the Scope of Work changes the site conditions (i.e. increases/decreases the size or function of the 
facility or does not replace damage components in kind with like materials), check yes.  If the Scope 
of Work returns the site to its pre-disaster configuration, capacity and dimensions check no.  

 Special Considerations: If the project is affected by environmental (National Environmental Policy Act) 
or historic concerns, check either the Yes or No box so that appropriate action can be initiated to 
avoid delays in funding.  

 Hazard Mitigation: If the pre-disaster conditions at the site can be changed to prevent or reduce the 
disaster-related damage, check yes.  If no opportunities for hazard mitigation exist check no.  
Appropriate action will be initiated and avoid delays in funding.  

 
PROJECT COST  

 Item: Indicate the item number on the column (i.e. 1, 2, 3, etc.).  Use additional forms as necessary to 
include all items. 

 Code: If using the FEMA cost codes, place the appropriate number here. 

 Narrative: Indicate the work, material or service that best describes the work (i.e. "force account labor 
overtime", "42 in. RCP", "sheet rock replacement", etc.). 

 Quantity/Unit: List the amount of units and the unit of measure ("48/cy", "32/lf", "6/ea", etc.).  

 Unit Price: Indicate the price per unit. 

 Cost: This item can be developed from cost to date, contracts, bids, applicant's experience in that 
particular repair work, books which lend themselves to work estimates, such as RS Means, or by using 
cost codes supplied by FEMA. 

 Total Cost: Record total cost of the project. 
 
SUPPORTING DOCUMENTATION 

 Timesheets: Force account labor timesheets, identifying both straight and overtime for all of their 
employees that worked either responding to or recovering from the declared disaster event.  PNPs 
need to demonstrate that the employees worked the correct amount of straight time, in accordance 
with their overtime policy, in order to claim overtime pay. 

 Equipment: Force account equipment documentation sheets identifying specific equipment, operator, 
usage by hour/mile and cost used. 

 Materials: Documentation identifying type of material, quantity used, and costs. 

 Contracts: Copies of contracts for work and any lease/rental equipment costs. 

 Photographs, Sketches, and/or Maps 

 Copies of any contracts used, as well as proof that correct bidding procedures were followed 

 Fringe benefit information  

 Overtime policy 

 Direct Administrative Costs: PNPs may claim administrative costs that can be attributed to a specific 
project.  Administrative costs include personnel costs such as staff time to complete a field inspection or 
prepare a PW.  PNPs may claim straight and overtime costs, as well as the respective fringe benefit 
rates as administrative costs.  Administrative costs must be tied to a specific project and should be 
documented as a specific line item in that project’s PW.  A PNP may claim administrative costs for 
every PW that they generate, if applicable. 

 Special considerations (Insurance, Environmental, Historical, etc.) 

 Insurance: PNPs must submit copies of all insurance documentation including their insurance policies with 
all data, declarations, endorsements, exclusions, schedules, and other attachments or amendments. 
Also, any settlement documentation including copies of the claim, proof of loss, statement of loss, and 



Public Assistance Workbook 

Page 37 

any other documentation describing the covered items and insurance proceeds available for those 
items must be submitted.  FEMA will use this documentation to determine your level of project funding. 

 Hazard Mitigation Proposals 

 For all estimated work, keep calculations, quantity estimates, pricing information, etc. as part of the 
records to document the "cost-estimate" for which funding is being requested. 

 
EXAMPLES 

Damage Description and Dimensions:  
Floodwaters from Fern Creek overtopped Fernwood Drive, a 26-ft. wide roadway with 3-in. asphalt 
pavement and 8-in. aggregate base, located in the Village of Bolingbrook. The floodwaters washed 
out a 150-linear foot (LF) by 26-LF section of the roadway pavement and aggregate base. 
Additionally, the fill embankment-26-ft. wide (top) x 4-ft. high x 42-ft. wide (bottom)-was washed out 
for a length of 100 LF beneath the damaged section of roadway. Floodwaters damaged 300 LF of 
steel guardrail (150 LF on each side) along the entire stretch of the washed out road. 

Scope of Work: 
Replace fill embankment with unclassified fill for 100-LF x 4-ft. (high) x 26-ft. (top width) x 42-ft. 
(bottom width). Replace 150-LF x 26-ft. x 8-in. base course and 150 LF x 26-ft. x 3-in. asphalt 
pavement. Remove and replace 300 LF of steel guardrail. Place 100 LF of 1-ft. thick x 2-ft. high 
riprap along the stream side of the constructed embankment slope in accordance with Village of 
Bolingbrook Code provision #101A. 

Damage Description and Dimensions:  
Floodwaters and debris damaged several facilities within Riverside Park in the Town of Springville. 
Six toilets and four sinks in the public restroom became clogged and rendered unusable. Nine 4x8-
foot, redwood picnic tables and four heavy metal barbecue grills with 1x2-foot cooking surfaces 
were washed away. Floodwaters and floating debris demolished 300 LF of 8-ft high chain link fence. 
100 CY of sediment and other debris were scattered over the 125,000 SF area of the park. 

Scope of Work:  
Repair (unclog and clean) six public restroom toilets and four sinks using 40 hours of force account 
labor. Replace nine redwood picnic tables and four barbecue grills. Repair and reinstall 300 LF of 
existing chain link fence. Remove and dispose of 100 CY of debris. 

 
 

DID YOU REMEMBER TO…  

 Collect all of your cost and damage documentation in one location (time sheets, equipment logs, contracts, 

etc.)? 

 Contact the FEMA representative to set up a PW meeting? 

 Provide office space and accommodations for a FEMA representative, if necessary? 

 Prepare your PNP’s small project PWs, if requested? 

 If writing your PNP’s small project PWs, did you remember to… 

o Organize your PWs by category, type of work, facility, etc., as outlined in the charts above? 

o Capture all of the eligible costs associated with each PW? 

o Provide supporting documentation (timesheets, equipment logs, contracts, photographs, etc.)? 

o Provide a detailed Damage Description and Scope of Work as outlined above? 

o Provide an explanation for any cost estimates for work to be completed? 

o Calculate direct administrative costs? 

o Apply a Fringe Benefit rate to labor costs? 

o Double check your work? 
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HAZARD MITIGATION, IMPROVED PROJECTS, AND ALTERNATE PROJECTS 

 
H A Z A R D  M I T I G A T I O N  If a facility is eligible for permanent repair or replacement, it may also be 

eligible for additional Section 406 Hazard Mitigation funding to make cost-effective improvements that 

would reduce or eliminate future damages from like events.  Hazard mitigation opportunities usually present 

themselves at sites that sustain repetitive damages and whose impact can be lessened or prevented by simple 

measures.  Mitigation measures apply only to eligible disaster-related damaged elements, rather than to 

other undamaged elements or the entire facility.  The following are examples of possible hazard mitigation 

measures: 

 Raising electrical outlets to above the base flood elevation in buildings that have sustained repetitive 
flooding. 

 Elevating pad-mounted transformers above base flood elevation. 

 Installing an appropriately-sized (100-year storm, 50-year storm, etc.) culvert in an area that has 
experienced repeated road washout. 

 

Hazard Mitigation is any sustained action taken to reduce or eliminate long-term risk to 

people and property from natural hazards and their effects. 

 
PNPs, PEMA, or FEMA may propose hazard mitigation measures for eligible projects.  A hazard mitigation 

proposal will be included with the corresponding PW and include a written description and cost estimate for 

the work to repair the damage in such a way as to prevent it from happening again.  If approved (i.e., good 

engineering design, cost-effective, eligible, technically feasible, and compliant with environmental and historic 

preservation rules, etc.), the costs will be included in the overall funding of your project.  Hazard mitigation 

measures must meet one of the following tests of cost-effectiveness:  

 Cost no more than 15 percent of the total eligible cost of eligible repair work for the damaged 
facility  

 Cost no more than 100 percent of the total eligible cost of eligible repair work and be on the list of 
FEMA-approved mitigation measures  

 Have an acceptable benefit-cost ratio 
 

W H E N  C O N S I D E R I N G  H A Z A R D  M I T I G A T I O N ,  P N P S  S H O U L D :  

 Identify sites that are subject to repetitive damage and recommend remedies to FEMA during site 
visits 

 Look for ways to prevent damages from happening again 

 Request assistance from PEMA or FEMA in evaluating projects for hazard mitigation opportunities 

 Refer to Section 406 of the Stafford Act or the FEMA Public Assistance Guide for additional 

information 

 

PNPs should also note that the Stafford Act provides for two types of funding for hazard mitigation measures: 

statewide mitigation programs (Section 404) and mitigation for disaster-damaged facilities (Section 406).  

The two programs are outlined below: 

 

 404 Hazard Mitigation 406 Hazard Mitigation 

Managed By 
Separate program run by PEMA Implemented through the Public 

Assistance Program 
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 404 Hazard Mitigation 406 Hazard Mitigation 

Eligible 
Measures 

Applies to both structural and non-
structural measures (such as planning, 
property acquisition, drainage 
projects, etc.) 

Applies only to structural measures 
and does not apply to buyouts 

Eligible 
Locations 

Applies throughout the state in most 
disasters 

Must apply to the damaged element 
of the facility 

Application 
Process 

Coordinated with MDO-OEM Proposal and request for additional 
hazard mitigation funds are included 
in the corresponding PW 

Program 
Funding 
Limits 

The federal government applies a 
standard formula to allocate a 
certain amount of Hazard Mitigation 
Grant Program funding to each 
eligible state.  It is then the State’s 
responsibility to disburse the funding 

No program-wide limits on funds, 
but each projects must be cost-
effective and approved by FEMA 

  

I M P R O V E D  P R O J E C T S  PNPs may choose to make additional improvements to a disaster-related 

damaged facility while still restoring the facility to its pre-disaster capacity.  Projects that incorporate such 

improvements are called Improved Projects.  Funding for such projects is limited to the costs that would be 

associated with repairing or replacing the damaged facility to its pre-disaster design, or to the actual cost of 

completing the improved project, whichever is less.  The following are examples of possible improved projects: 

 Laying asphalt on a road that was originally gravel 

 Replacing a damaged firehouse that originally had two bays with one that has three 
 
If a PNP wishes to request an improved project, they must submit a DAP-14, Request for Improved Project 

Form, on page 42 to PEMA.  PEMA must provide written approval prior to the start of construction for an 

improved project.  Any significant change from the pre-disaster location, footprint, function or size of the 

facility must also be approved by FEMA prior to construction to ensure completion of the appropriate 

environmental and/or historic preservation review.  

 

A L T E R N A T E  P R O J E C T S  PNPs may also choose to propose an Alternate Project for any permanent 

restoration project located within the declared disaster area (funds for debris removal and emergency 

protective measures cannot be used for alternate projects).  Alternate projects may occur when a PNP 

determines that the public welfare would not be best served by restoring a damaged facility to its pre-

disaster design.  This usually occurs when the service provided by the facility is no longer needed, although 

the facility was in use at the time of the disaster.  In general, alternate project funding may be used to: 

 Repair or expand other selected public facilities 

 Construct new facilities 

 Demolish the original structure 

 Purchase equipment 

 Fund cost-effective hazard mitigation activities 
 

The proposed alternate project must meet a need for governmental services and functions in the disaster area 

and serve the same general area as was being served by the originally funded project.  The original facility 

must be rendered safe and secure, sold, or demolished.  Funding for such projects is limited to 90 percent of 

the Federal share of the estimated eligible costs associated with repairing the damaged facility to its pre-

disaster design, or to 90 percent of the actual costs of completing the alternate project, whichever is less.   
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If a PNP wants to pursue an alternate project, the PNP must notify PEMA of their intention to request an 

Alternate Project within 1 year of the kickoff meeting.   PNPs may choose to submit a Request for Alternate 

Project Form (page 43) to PEMA; however they are not required to do so.  The Request for Alternate Project 

Form was developed by MDO-OEM to serve as a guide for the information that PEMA needs to review and 

grant an Alternate Project.  PEMA and FEMA must grant approval prior to the start of construction to ensure 

that the proposed project represents an appropriate use of funds and complies with applicable environmental 

and historic preservation laws.  

 

DID YOU REMEMBER TO…  

 Consider potential hazard mitigation measures for any disaster-related damaged facilities? 

 If Section 406 Hazard Mitigation is ineligible, contact MDO-OEM regarding Section 404 Hazard 

Mitigation? 

 Consider making improvements to any eligible, damaged facility? 

 Submit a DAP-14 to PEMA, if interested in pursuing an improved project? 

 Consider an alternate project for damaged facilities that were in use but may not be needed? 

 Notify PEMA of intent to pursue an alternate project within 1 year of your kickoff meeting? 
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City of Philadelphia 
Managing Director’s Office of Emergency Management 

 
To request an Alternate Project, PNPs may complete the form below and submit it to PEMA within 1 

year of your initial Kickoff Meeting.  PEMA and FEMA must grant approval prior to construction. 

 

Request for Alternate Project 

Organization: 

PW Number: 

Category of Work:    ☐ C   ☐ D   ☐ E   ☐ F   ☐ G 

Description of proposed alternate project: 

Proposed plan for original damaged facility: 

Estimated cost of the proposed alternate project: 

Estimated cost of the repair/replacement as shown in the PW: 

Source of funding above Public Assistance Grant:  

Work to be performed by: (check one) 

 ☐ Contract   ☐ Own Employees and Equipment   ☐ Both 

Estimated date that the above project will be completed: 

Signature of Representative: Date of Request 
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SMALL PROJECT VALIDATION, OBLIGATION, & CLOSEOUT 

 
S M A L L  P R O J E C T  VA L I D A T I O N  FEMA will conduct small project validation for those applicants 

who prepare their own small project PWs (FEMA will typically assist PNPs with all PW development; however, 
depending on the incident, PNPs may prepare PWs for small projects without assistance from FEMA or PEMA).  
The validation procedures apply only to small projects.  FEMA will begin the small project validation process 
either once all small projects have been submitted or once a large batch of projects has been submitted.  
FEMA will review a 20 percent sample of an applicant’s small projects.  If the sample meets the FEMA Public 
Assistance criteria, all of the small projects may be approved.  However, if significant discrepancies are found 
in the sample, a second sample of 20 percent will be assessed.    
 

The purpose of the small project validation process is to ensure that the applicant has 
developed complete, accurate scopes of work, the work and costs included in the PWs are 

eligible for Public Assistance, and the cost estimates are accurate and reasonable. 

 
All small projects submitted over 60 days after the Kickoff Meeting will be validated on an individual basis 
and will be obligated as each validation is completed.  For this reason, PNPs are encouraged to submit all 
small project PWs as early as possible. 
 
FEMA will contact each PNP to schedule the small project validation process.  During the validation process, 
FEMA will want to review specific PW files, including cost records, estimates, measurements, notes, pictures, 
blueprints, plans, and any other documentation related to the project.  Your organization is responsible for 
documenting all claimed costs; failure to provide documentation may result in the costs being considered a 
variance and potentially disqualify the entire sample.  MDO-OEM recommends that PNPs review the 
Validation Worksheet on page 46 so that they may have a better understanding of what items FEMA will be 
assessing. 
 

S M A L L  P R O J E C T  O B L I G A T I O N  Once FEMA has validated a group of small projects, FEMA can 

now obligate the funding specified on the PWs.  Payments for small projects are made at the time of project 

approval on the basis of the amount on the PW, whether estimated or actual. 

 
T H E  F U N D I N G  P R O C E S S  F O R  S M A L L  P R O J E C T S  I S  A S  F O L L O W S :  

 FEMA will obligate the federal share2 of the funds specified in each PW.  Funds that FEMA has 
obligated are available to PEMA via electronic transfer, but reside in a Federal account until PEMA is 
ready to award grants to each PNP.  Small projects do not need to be completed for FEMA to 
release funding; rather they only need to receive PW approval. 

 PEMA may notify the Applicant Agent by email that the funding is available. 

 PEMA may also post the amount of available, eligible funding to an Applicant Status spreadsheet on 
PEMA’s website. 

 PEMA will then electronically transfer the funds to the account that was specified on the PEPP.   

 

S M A L L  P R O J E C T  C L O S E O U T  PNPs will submit a PEMA DAP-12 (See page 48) to PEMA after 

they have completed all of the small projects for which they developed PWs.  A completed project means that 

all work described in the PW Scope of Work has been performed and paid for.  PNPs must be able to 

                                                
2 The federal share of eligible Public Assistance costs typically cannot be less than 75 percent, but may be up to 100 percent.  
This determination is made by the President and can vary depending on the incident.  FEMA will notify PEMA, who will in turn 
notify eligible applicants at the beginning of the Public Assistance process of the amount of the federal share.  The 
Commonwealth may also choose to cover a percentage of the eligible cost, however they are not required to.  The 
Commonwealth share of the costs will only be disbursed once all of the projects have been completed. 
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demonstrate that all contractor invoices and purchase orders have been paid.  PNPs should submit their Small 

Project Closeout Form no later than 1 month after the completion deadline (This will vary for Emergency and 

Permanent Work – see page 54 for more information on time limits). 

 

Projects are considered “closed out” once FEMA has determined that both PEMA and the 
applicant have completed all required grant work and that FEMA has completed all 

applicable administrative actions related to the Public Assistance Program. 

  

If an applicant does not start a project or complete the scope of work for which a PW has been written, FEMA 

will de-obligate funding for that project (you will have to give the money back to FEMA).  If an applicant 

spends less than the amount approved by FEMA, the Federal share will not be reduced to match actual costs 

(you get to keep the extra money).  However, if your organization incurs costs significantly greater than the 

total amount approved for all small projects, your organization may submit an appeal for additional funding 

(See page 59 for more information on the appeals process).   

 

 

DID YOU REMEMBER TO…  

 Participate in the small project validation process? 

 Review the Validation Worksheet and collect the necessary documentation? 

 Complete the scope of work for all of your organization’s small projects? 

 Pay all of the invoices associated with each small project? 

 Submit a DAP-12 form to PEMA? 
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LARGE PROJECT OBLIGATION & CLOSEOUT 

 

L A R G E  P R O J E C T  O B L I G A T I O N  Large project funding is based on documented actual costs; 

however, because of the complexity and nature of most large projects, work is typically not complete when 
FEMA approves the PW.  Most large projects are initially approved based on estimated costs.  FEMA will 
make funds available to the applicant on a progress payment basis, as work is completed.  When all work 
associated with the project is complete, PEMA will review the actual costs and funds already paid, and submit 
the information to FEMA for final funding adjustments. 
 

Large projects are developed directly with FEMA; therefore, unlike small projects, they will 

not require an additional sample validation process.   

 

T H E  S T E P S  F O R  P R O C E S S I N G  A  L A R G E  P R O J E C T  A R E  A S  F O L L O W S :  

 PNPs are required to submit regular updates (monthly or quarterly, as appropriate) for each large 
project to PEMA.  These updates should have up-to-date information on work progress and 
expenditures, as well as include any invoices or requests for funds to meet the expenses that have 
been incurred or that are expected to occur in the near future.  PNPs should use the PEMA DAP-11 to 
submit their large project status report and the PEMA DAP-9 to request reimbursement for large 
projects (See pages 52 and 53). 

 Upon approval of the request for funding, PEMA will notify the PNP that the funding is available. 

 The minimum amount that a PNP can request for a large project at one time is $10,000.  Additionally, 
PNPs cannot request more than 75% of the approved PW amount over the course of the project. 

 PNPs should repeat this request process until each project is complete and they have received the 
75%, or applicable, federal cost share. 

 

L A R G E  P R O J E C T  C L O S E O U T  Large projects will be closed out individually as each project is 

completed.  PNPs will notify PEMA after each large project has been completed by providing PEMA with a 

DAP-12 (See page 48) and supporting documentation that shows the actual costs to complete the approved 

work.  There is a cost reconciliation process (difference between estimated and actual costs for eligible work) 

for each individual large project when the project is complete.  The DAP-12 serves as the final request for 

payment for large projects.  With this last request, the PNP should have received the entire federal share of 

the cost listed on the approved PW for that specific large project.  

 

 

DID YOU REMEMBER TO…  

 Submit a DAP-11 Large Project Status Report to PEMA for each of your organization’s large projects by 

the required dates? 

 Submit a DAP-9 Reimbursement Request to PEMA once your organization has completed a portion of a 

large project and wants to request reimbursement?  

 Complete the scope of work for each of your organization’s large projects? 

 Pay all invoices associated with a large project? 

 Submit a DAP-12 Project Closeout Form to PEMA after your organization has completed a large project? 

 Submit a DAP-12 to PEMA for all of your organization’s large projects? 
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TIME LIMITS & EXTENSIONS 

 
PNPs have 6 months to complete emergency work and 18 months to complete permanent work, measured 
from the date of the disaster declaration.  PNPs may request extensions from PEMA based on extenuating 
circumstances or unusual project requirements beyond their control.  As outlined below, emergency work can 
be extended an additional 6 months, and permanent work may be extended an additional 30 months. 
 

Category 
Regulatory 
Deadline 

PEMA Time 
Extension Authority 

Total Time Allowed 
(With PEMA 
Extension) 

Emergency Work 
Categories A & B 

6 Months 6 Months 12 Months 

Permanent Work 
Categories C - G 

18 Months 30 Months 48 Months 

 

T O  R E Q U E S T  A  T I M E  E X T E N S I O N ,  P N P S  S H O U L D :  

 PNPs should submit a PEMA DAP-15, Request for Time Extension Form (see the following page), to 
PEMA before the designated deadline, if they anticipate needing to request an extension. 

 PEMA may be able to grant a pre-approved time extension (6 months for emergency work, 30 
months for permanent work) as long as there is no change in the cost or scope of work.   

 If a PNP determines that they need more time than the pre-approved extensions allow for, PEMA will 
submit the DAP-15 request to the FEMA Regional Administrator for approval.  The Regional 
Administrator will make a determination as to whether some or all of the requested extension should 
be granted and will inform PEMA of their decision in writing.  The Regional Administrator may impose 
requirements to ensure that the project will be completed within the approved time limits. 

 

DID YOU REMEMBER TO…  

 Complete all emergency work within 6 months? 

 Complete all permanent work within 18 months? 

 Submit a DAP-15 Request for Time Extension Form to PEMA before the specified deadline if you need an 

extension? 
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CHANGE OF SCOPE 

 

While completing work on a project that has already been written as a PW, a PNP may discover hidden 

damages, additional work that is necessary to properly complete the project, or that certain costs are higher 

than those used to make the original estimate for the PW.  Delays in the work schedule also may increase 

costs.  PNPs need to notify PEMA of these changes in the scope of work or costs as soon as they are 

identified.3  Change of scope request are handled differently for large and small projects.  The processes are 

outlined below. 

 

L A R G E  P R O J E C T S  If a PNP finds that work or costs exceed the approved project scope of work 

and/or cost estimates, the representative should notify PEMA as soon as possible.  The PNP will to need to 

provide PEMA with justification for the eligibility of the additional work or costs, and demonstrate that the 

costs or damages are disaster-related.  MDO-OEM has provided a Change of Scope Form on the following 

page, which PNPs may submit to PEMA.  PNPs are not required to submit this form, however.  It is intended to 

help ensure that PNPs provide PEMA with the information necessary to review the Change of Scope request.   

 

PEMA will forward the request to FEMA for consideration.  FEMA and PEMA may conduct a site visit, if 

necessary to determine eligibility.  FEMA will provide PEMA with either an amended PW for additional 

funding or a written denial of the request.  PEMA will forward FEMA’s determination to the PNP. 

 

S M A L L  P R O J E C T S  If there is a gross error or omission in the scope of work of a small project, PNPs 

should make a request for a change as described above.  Generally, small projects do not require a request 

for change of scope unless the total cost for all of an applicant’s small projects significantly exceeds the total 

approved costs.  FEMA assumes that small projects with cost underruns will typically offset small projects with 

cost overruns; therefore, a PNP should only submit an appeal for additional funding if the PNP as a whole has 

significantly underestimated their expenses.  A PNP must make this request in writing to PEMA within 60 days 

of completing the last small project.  See page 58 for more information on Appeals. 

 

DID YOU REMEMBER TO…  

 Notify PEMA for any changes in scope or cost to a large project? 

 Provide PEMA with your organization’s justification for requesting a change of scope? 

 Notify PEMA for changes in scope of costs to small projects, only when there has been a gross error or 

omission in the scope? 

  

                                                
3 The notification of additional damage or costs must be for a project already identified and approved by FEMA.  Changes in 
the scope of work may result in additional environmental/ historic preservation compliance reviews and/or new permits. 
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City of Philadelphia 

Managing Director’s Office of Emergency Management 

 

To request a change of scope for an approved PW, PNPs may complete the form below and submit it 

to PEMA.  PEMA may forward this form FEMA for consideration. 

 

Request for Change of Scope 

Organization: 

PW Number: 

Type of Work:   ☐ Emergency    ☐ Permanent   

Category of Work:    ☐ A   ☐ B   ☐ C   ☐ D   ☐ E   ☐ F   ☐ G 

Original PW Amount: New PW Amount: 

Reason(s) for Change of Scope: 

Is the additional work or cost related to the disaster?  If so, how?  

Supporting documents (photos and plans, as needed to justify request for additional work or 

costs) are attached?  ☐Yes  ☐No 

Signature of Representative: Date of Request: 
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APPEALS 

 

The appeals process allows PNPs to request that FEMA reconsider any decisions they’ve made regarding 

Public Assistance for this declaration.  Examples of typical appeals include:  

 A facility, item of work, item of cost, or a project is determined to be ineligible  

 Approved costs are less than the applicant believes are necessary to complete the work  

 A requested time extension was not granted  

 A portion of the cost claimed for the work is not eligible  

 The applicant disagrees with the approved Scope of Work on the PW  

 The applicant incurs a significant net small project overrun  
 

There may be cases where FEMA may not deem all of the costs or work that your 
organization will try to claim as eligible.  While they may be correct in many cases, if 

there are some costs that you firmly believe should be eligible, you may file an appeal 

with PEMA to determine if there is any way to receive reimbursement for those costs.   

 

T O  R E Q U E S T  A N  A P P E A L ,  P N P S  S H O U L D :  

 If a PNP wishes to appeal a decision made by FEMA, the organization should notify PEMA as soon as 
possible, but no later than 60 days from receipt of that decision.   

 PNPs must provide PEMA with a written narrative that includes information on why they believe the 
original determination is wrong and the amount of adjustment being requested.   

 PNPs must also provide PEMA with supporting documentation, to include correspondence, contracts, 
bid specifications and tabs, insurance policies, etc. 

 PNPs may use the Appeal Request Form on page 60, but are not required to. 
 

PEMA will review the appeal documentation and prepare a written recommendation.  PEMA will forward the 

recommendation to the FEMA Regional Administrator within 60 days of its receipt of the appeal letter.  PEMA 

does not need to endorse the appeal position but must forward all submitted appeals.  The FEMA Regional 

Administrator will review the appeal within 90 days of receipt from PEMA and either render a decision on the 

appeal and notify PEMA, or request additional information.  Upon notification from FEMA, PEMA will notify 

the PNP of FEMA’s decision or inquiry.  If FEMA requests additional information, a PNP will have 60 days to 

provide it to FEMA through PEMA. 

 

I F  T H E  A P P E A L  I S  G R A N T E D ,  the FEMA Regional Administrator takes the appropriate action, 

such as approving additional funding or sending a Project Specialist to meet with the PNP to determine 

additional eligible funding.  

 

I F  T H E  A P P E A L  I S  D E N I E D ,  the PNP may submit a second appeal following the same 

procedures and timeframe listed above.  In a second appeal, the FEMA Regional Administrator will forward 

the appeal with a recommendation for action to FEMA Headquarters.  FEMA Headquarters will review the 

appeal and either render a decision or request additional information within 90 days of receipt from the 

FEMA Regional Administrator.  Any actions required as a result of the second appeal, such as obligation or 

de-obligation of funds, are executed by the FEMA Regional Administrator. 

S M A L L  P R O J E C T S  As mentioned in the Change of Scope section, PNPs may only submit an appeal 
for additional funding for small projects when the total costs for all of their small projects significantly exceed 
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the total cost approved for all of their small projects.  PNPs must make small project appeals in writing to 
PEMA within 60 days of completing the last small project and include documentation of all actual costs, 
including projects with underruns as well as those with overruns.  PNPs must also provide PEMA with reasons 
for the increased costs or scope of work for all of the small projects.  If your organization had a small project 
whose costs exceeded those allocated on the approved PW and wishes to file an appeal with FEMA, please 
mark the appropriate box on the DAP-12 Form (See pages 48-50).   

 

DID YOU REMEMBER TO…  

 Notify PEMA of your organization’s intent to appeal a decision as soon as possible, but no later than 60 

days from receipt of the decision you wish to appeal?   

 Provide PEMA with a written narrative that includes information on why your organization believes the 

original determination is wrong and the amount of adjustment being requested? 

 Provide PEMA with supporting documentation for the appeal?  
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City of Philadelphia 
Managing Director’s Office of Emergency Management 

 
To request an appeal for any decision made by FEMA, PNPs may complete the form below and submit 
it to PEMA within 60 days of receipt of the original decision. 

 

Appeal Request 

Organization: 

Decision to be Appealed: 

Date of Original Decision: 

Provide a narrative below that addresses why your organization believes the original 
determination is wrong: 

Amount of adjustment requested (if applicable): 

Supporting documentation (photos, plans, correspondence, contracts, insurance policies, etc., 

as needed to justify request for appeal) is attached?  ☐Yes  ☐No 

Signature of Representative: Date of Request: 
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ADDITIONAL PUBLIC ASSISTANCE RESOURCES 

 

Additional Public Assistance resources can be found on both PEMA’s and FEMA’s websites.  We encourage you 

to visit these sites to learn more about Public Assistance, what is eligible, and how the process works. 

 

P E M A  http://www.pema.state.pa 

 Latest Disaster Information 

 Forms Library Link – Public Assistance Forms or Pamphlets 

 PEMA Applicant Handbook 

 

F E M A  http://www.fema.gov/government/grant/pa/index.shtm 

 Eligibility 

 Roles and Responsibilities 

 Public Assistance Grant Program Process 

 Policy and Guidance 

 Resource and Tools 

 Frequently Asked Questions 

 

 

 

PUBLIC ASSISTANCE WRAP-UP 

 

We hope that you will find this Public Assistance Workbook to be a useful tool to help you navigate the Public 

Assistance process.   

 

http://www.pema.pa.us/


 

 

 

 


