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ABOUT THE PARTICIPANT GUIDE 

The Participant Guide (PG) should be used as a reference tool by participants before, during, and 

after course delivery for the North Carolina Association of Regional Councils of Government 

(NCARCOG) Disaster Recovery Public Assistance (PA) Financial Administration Training. The PG 

expands on presentation slide content delivered by the course instructor, providing contextual 

information to maximize participant understanding of key themes and topics. It also serves as a 

workbook for notetaking and provides instructions for completing Knowledge Checks and Experiential 

Learning Activities. 

WHAT WILL I FIND IN THE GUIDE AND HOW DO I USE IT? 

The PG is a comprehensive package that contains: 

Á The recommended course delivery sequence 

Á Presentation visuals and contextual notes 

Á Space for notetaking during the course 

Á Knowledge Checks 

Á Instructions for Experiential Learning Activities 

Á Appendices for key terms, concepts, and resources to support the course and continued self-

study  
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GETTING STARTED 

COURSE DESCRIPTION 

This course serves as a subject matter expert (SME) designed learning experience that allows for 

Council of Government staff to build local government capacity to effectively secure disaster recovery 

reimbursements and ensure those funds address local and regional priorities. The Public Assistance 

Local Government program provides the knowledge and tools for Units of Local Government (ULGs) 

to build and/or maintain the necessary financial systems and identify staff support needed to 

administer and report on the utilization of disaster recovery funds efficiently and effectively. This 

course is designed to incorporate recovery staffing and business practices into day-to-day financial 

administration operations. 

Through completing this course, you will be more aware of the Public Assistance (PA) Program, the 

tools, resources, and contacts you can call upon for support, and best practices to prepare for, 

respond to, and recover from disasters. This course is designed to prepare local government officials 

and public asset stakeholders to become ready to engage with the PA Program from a place of 

familiarity and develop pre-disaster strategies to implement preparedness processes on ñblue-skyò 

days before a disaster hits. 

COURSE OVERVIEW 

Title: Disaster Recovery Public Assistance (PA) Financial Administration Training 

Audience: This course is for participants training to support local governments in the financial 

administration of Public Assistance local funds. 

Learning Environment: You will be in a classroom setting and use available technology.  

Delivery: This course is taught via Instructor-Led Training (ILT) modules and includes experiential 

scenario-based activities. The Participant Guide will be made available to you for use during and 

after the course. It is suggested that you also receive a digital copy of the Participant Guide upon 

course completion. 

Media: This course utilizes Microsoft (MS) PowerPoint (PPT) presentations, Portable Document 

Format (PDF) documents, and linked website content. Facilitators may use a digital platform such as 

MS Teams as a repository for any óParking Lotô items or discussions that occur during the class. 

MODULE TIMINGS, MICROLEARNINGS, AND SCHEDULE SAMPLES 

This Disaster Recovery Public Assistance (PA) Financial Administration Training is designed to be 

flexible and scalable to the needs of instructors and participants. Instructors may choose to present 

all three modules of the course in sequence, teach individual modules as separate offerings, or teach 

single units as time allows.  

Following is a list of expected timings for Module 2 and a sample schedule for full-day and half-day 

deliveries. Your instructor will review the chosen schedule prior to beginning the course.  
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Module 2 Pre-Assessment ï 30 Minutes 

Unit 0: Welcome and Administrative Items ï 40 Minutes 

Unit 6: Developing Program Management Processes ï 60 Minutes  

Unit 7: Public Assistance Project Components ï 35 Minutes 

Unit 8: Project Development (Post-Disaster) Coordination ï 45 Minutes  

Unit 9: Public Assistance Project Types ï 30 Minutes 

Unit 10: Hazard Mitigation ï 35 Minutes 

Unit 11: Preparing Public Assistance Project Claimed Costs ï 30 Minutes 

Experiential Learning Activity ï 40 Minutes 

Module 2 Post-Assessment ï 30 Minutes 

Module 2 Microlearning Videos  

Á Unit 6: Developing Program Management Processes ï 5 Minutes 

Á Unit 7: Public Assistance Project Components ï 5 Minutes  

Á Unit 8: Project Development (Post-Disaster) Coordination ï 5 Minutes  

Á Unit 9: Public Assistance Project Types ï 3 Minutes 

Á Unit 10: Hazard Mitigation ï 5 Minutes 

Á Unit 11: Preparing Public Assistance Project Claimed Costs ï 5 Minutes  
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Full-Day Example Schedule 

aƻŘǳƭŜκ¦ƴƛǘκ!ŎǘƛǾƛǘȅ 9ǎǘƛƳŀǘŜŘ ¢ƛƳŜ 

tŀǊǘƛŎƛǇŀƴǘ wŜƎƛǎǘǊŀǘƛƻƴ уΥлл ŀΦƳΦ ς уΥол ŀΦƳΦ 

aƻŘǳƭŜ н tǊŜπ!ǎǎŜǎǎƳŜƴǘ уΥол ŀΦƳΦ ς фΥлл ŀΦƳΦ 

aƻŘǳƭŜ н LƴǘǊƻ κ ¦ƴƛǘ лΥ ²ŜƭŎƻƳŜ ŀƴŘ !ŘƳƛƴƛǎǘǊŀǘƛǾŜ LǘŜƳǎ фΥлл ŀΦƳΦ ς фΥпл ŀΦƳΦ 

.ǊŜŀƪ фΥпл ŀΦƳΦ ς фΥрл ŀΦƳΦ 

¦ƴƛǘ с aƛŎǊƻƭŜŀǊƴƛƴƎ ±ƛŘŜƻ κ ¦ƴƛǘ сΥ 5ŜǾŜƭƻǇƛƴƎ tǊƻƎǊŀƳ aŀƴŀƎŜƳŜƴǘ 
tǊƻŎŜǎǎŜǎ 

фΥрл ŀΦƳΦ ς млΥрл ŀΦƳΦ 

.ǊŜŀƪ млΥрл ŀΦƳΦ ς ммΥлл ŀΦƳΦ 

¦ƴƛǘ т aƛŎǊƻƭŜŀǊƴƛƴƎ ±ƛŘŜƻ κ ¦ƴƛǘ тΥ tǳōƭƛŎ !ǎǎƛǎǘŀƴŎŜ tǊƻƧŜŎǘ /ƻƳǇƻƴŜƴǘǎ ммΥлл ŀΦƳΦ ς ммΥор ŀΦƳΦ 

[ǳƴŎƘ .ǊŜŀƪ ммΥор ŀΦƳΦ ς мнΥнр ǇΦƳΦ 

¦ƴƛǘ у aƛŎǊƻƭŜŀǊƴƛƴƎ ±ƛŘŜƻ κ ¦ƴƛǘ уΥ tǊƻƧŜŎǘ 5ŜǾŜƭƻǇƳŜƴǘ όtƻǎǘπ5ƛǎŀǎǘŜǊύ 
/ƻƻǊŘƛƴŀǘƛƻƴ 

мнΥнр ǇΦƳΦ ς мΥмл ǇΦƳΦ 

.ǊŜŀƪ мΥмл ǇΦƳΦ ς мΥмр ǇΦƳΦ 

¦ƴƛǘ ф aƛŎǊƻƭŜŀǊƴƛƴƎ ±ƛŘŜƻ κ ¦ƴƛǘ фΥ tǳōƭƛŎ !ǎǎƛǎǘŀƴŎŜ tǊƻƧŜŎǘ ¢ȅǇŜǎ мΥмр ǇΦƳΦ ς мΥ пр ǇΦƳΦ 

.ǊŜŀƪ мΥпр ǇΦƳΦ ς мΥрр ǇΦƳΦ 

¦ƴƛǘ мл aƛŎǊƻƭŜŀǊƴƛƴƎ ±ƛŘŜƻ κ ¦ƴƛǘ млΥ IŀȊŀǊŘ aƛǘƛƎŀǘƛƻƴ мΥрр ǇΦƳΦ ς нΥол ǇΦƳΦ 

.ǊŜŀƪ нΥол ǇΦƳΦ ς нΥор ǇΦƳΦ 

¦ƴƛǘ мм aƛŎǊƻƭŜŀǊƴƛƴƎ ±ƛŘŜƻ κ ¦ƴƛǘ ммΥ tǊŜǇŀǊƛƴƎ tǳōƭƛŎ !ǎǎƛǎǘŀƴŎŜ tǊƻƧŜŎǘ 
/ƭŀƛƳŜŘ /ƻǎǘǎ 

нΥор ǇΦƳΦ ς оΥлр ǇΦƳΦ 

.ǊŜŀƪ оΥлр ǇΦƳΦ ς оΥмл ǇΦƳΦ 

9ȄǇŜǊƛŜƴǘƛŀƭ [ŜŀǊƴƛƴƎ !ŎǘƛǾƛǘȅ оΥмл ǇΦƳΦ ς оΥрл ǇΦƳΦ 

aƻŘǳƭŜ н tƻǎǘπ!ǎǎŜǎǎƳŜƴǘ оΥрл ǇΦƳΦ ς пΥнл ǇΦƳΦ 

άtŀǊƪƛƴƎ [ƻǘέ LǘŜƳǎ κ /ƭƻǎƛƴƎ wŜƳŀǊƪǎ κ 9ƴŘ ƻŦ 5ŀȅ пΥнл ǇΦƳΦ ς пΥол ǇΦƳΦ 
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Half-Day Example Schedule 

aƻŘǳƭŜκ¦ƴƛǘκ!ŎǘƛǾƛǘȅ 9ǎǘƛƳŀǘŜŘ ¢ƛƳŜ 

tŀǊǘƛŎƛǇŀƴǘ wŜƎƛǎǘǊŀǘƛƻƴ уΥлл ŀΦƳΦ ς уΥол ŀΦƳΦ 

aƻŘǳƭŜ н tǊŜπ!ǎǎŜǎǎƳŜƴǘ уΥол ŀΦƳΦ ς фΥлл ŀΦƳΦ 

aƻŘǳƭŜ н LƴǘǊƻ κ ¦ƴƛǘ лΥ ²ŜƭŎƻƳŜ ŀƴŘ !ŘƳƛƴƛǎǘǊŀǘƛǾŜ LǘŜƳǎ фΥлл ŀΦƳΦ ς фΥпл ŀΦƳΦ 

.ǊŜŀƪ фΥпл ŀΦƳΦ ς фΥрл ŀΦƳΦ 

¦ƴƛǘ с aƛŎǊƻƭŜŀǊƴƛƴƎ ±ƛŘŜƻ κ ¦ƴƛǘ сΥ 5ŜǾŜƭƻǇƛƴƎ tǊƻƎǊŀƳ aŀƴŀƎŜƳŜƴǘ 
tǊƻŎŜǎǎŜǎ 

фΥрл ŀΦƳΦ ς млΥрл ŀΦƳΦ 

.ǊŜŀƪ млΥрл ŀΦƳΦ ς ммΥлл ŀΦƳΦ 

¦ƴƛǘ т aƛŎǊƻƭŜŀǊƴƛƴƎ ±ƛŘŜƻ κ ¦ƴƛǘ тΥ tǳōƭƛŎ !ǎǎƛǎǘŀƴŎŜ tǊƻƧŜŎǘ /ƻƳǇƻƴŜƴǘǎ ммΥлл ŀΦƳΦ ς ммΥор ŀΦƳΦ 

 

PRE- AND POST-TESTING 

Each module of this course has an associated pre- and post-test designed to serve as a check for 

understanding before and after taking the module. You will complete the pre-test prior to starting the 

module, and the post-test will be administered immediately after finishing the module. 

PARKING LOT QUESTIONS AND FOLLOW-UPS 

You will be provided with a method to ask and log follow-up questions throughout the course. The 

Parking Lot allows for technical questions to be identified and answered later by SME outreach 

conducted by the instructor. The instructor will gather and organize all Parking Lot questions and 

review them prior to the close of the session to ensure the follow up is successful and the responses 

are shared with all participants. 

CRTICIAL TAKE-AWAYS SHORT BRIEF 

This course is meant to provide local government officials with the knowledge they need to develop 

pre-disaster strategies to help prepare their communities before a disaster hits. These strategies 

revolve around critical preparedness steps to take on a ñblue-skyò day. To that end, below are some 

of the key points, actions, and questions that ULGs should be examining immediately following 

course completion: 

1. Examine your Public Asset Insurance Coverage to ensure the information is correct. Insurance 

pays first, not FEMA. 

2. Examine your HR Policy for hourly rates, overtime pay policies, and disaster pay policies. 

Examine the job descriptions of personnel who are responsible for disaster recovery. Does their 

job description and day-to-day work reflect those responsibilities, and are they capable of 

performing those responsibilities? Do they need support or additional training? 

3. Does your procurement policy meet the required state and federal emergency declaration 

procurement needs to expedite purchases or assign responsibilities and oversight? Does it 

include emergency budget and capital decisions? 

4. Do Mutual Aid agreements with state, county, and local partners reflect your disaster needs and 

access to goods and services to manage a disaster event? Are any critical partners missing or 

does the list need to be updated or expanded? 
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5. Examine the need to establish a Local Disaster Recovery Manager. Develop a Pre-Disaster 

Recovery Plan process that will be ongoing between Emergency Management and Local 

Government staff and critical stakeholders. Continue to develop a long-term plan for training and 

updates that includes vulnerable residents in your community such as seniors, disabled, children 

or fragile populations. The Pre-Disaster Recovery Planning Guide from FEMA included in the 

course materials is an excellent place to start. 

EXPERIENTIAL LEARNING ACTIVITIES 

Each module in this course concludes with an experiential learning activity (ELA). These ELAs are 

designed to give you an opportunity to practice the skills and apply the knowledge you gained from 

each module. The ELAs are optional. The instructor will assess the available time and 

appropriateness of conducting the ELA and will facilitate if they determine to use it. 
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MODULE 2 

COURSE OVERVIEW 

DESCRIPTION 

Instructors will welcome you to the course and review the course description outlined in the Getting 

Started section of the Participant Guide. 

SECTION SLIDE 

 

NOTES 
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UNIT 0: WELCOME AND ADMINISTRATIVE ITEMS 

SECTION SLIDES 
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NOTES 
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INTRODUCTIONS 

SECTION OVERVIEW 

Instructors and supporting staff will introduce themselves. 

SECTION SLIDE 

 

NOTES 

Instructors and supporting staff will each provide a brief self-introduction. Depending on class size, 

instructors may ask you to introduce yourself. 

At this time, if the instructor chooses, the course pre-test may be administered. The pre-test consists 

of 15 multiple choice questions and is estimated to take 30 minutes. 
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ADMINISTRATIVE ORIENTATION 

SECTION OVERVIEW 

The instructor will provide an overview of the physical features of the facility including the location of 

emergency exits and restrooms, and overview of basic classroom etiquette. 

SECTION SLIDE 

 

NOTES 

The instructor will inform you of the locations of emergency exits, restrooms, and any other resources 

or features within the facility that they may be required to access during the training. They may 

review an inclement weather policy and any other safety plans set for the facility, such as for an 

active shooter incident. They will review basic classroom etiquette, phone etiquette, and 

communication ñrulesò for a respectful experience. 
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MODULE 2 OVERVIEW 

SECTION OVERVIEW 

The instructor will provide an overview of the units in Module 2, and the learning objectives for the 

Module. 

SECTION SLIDE 

 

NOTES 

Á Unit 0: Welcome and Administrative Items 

Á Unit 6: Developing Program Management Processes 

Á Unit 7: Public Assistance Project Components 

Á Unit 8: Project Development (Post-Disaster) Coordination 

Á Unit 9: Public Assistance Project Types 

Á Unit 10: Hazard Mitigation 

Á Unit 11: Preparing Public Assistance Project Claimed Costs 

Á Module 2 Summary 

Á Experiential Learning Activity 
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OBJECTIVES 

 

NOTES 

By the end of this Module, you will be able to explain the best methods to manage each phase of the 

Public Assistance process after a disaster, and effectively engage with state and federal partners to 

administer eligible projects. 
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NOTES 

Á You will be able to develop program management processes and/or systems for use from 

inception through closeout in preparation and submission of disaster recovery program projects. 

Á You will be able to accurately identify and prepare the different project components. 

Á You will be able to describe how to obtain, analyze, and gather field documentation for project 

development. 

Á You will be able to accurately identify the different work project types and develop processes for 

preparation and submission of disaster recovery program projects. 

Á You will be able to discuss hazard mitigation programs and determine the proper use of those 

within the disaster recovery process. 

Á You will be able to accurately prepare and prioritize PA emergency and permanent work project 

claimed costs. 
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UNIT 6: DEVELOPING PROGRAM MANAGEMENT PROCESSES 

SECTION OVERVIEW 

In this Unit, we will discuss how pre-disaster preparedness and planning can prepare a municipality 

to make the most effective use of Public Assistance after a disaster strikes, and best practices and 

approaches for engaging with the Public Assistance process. 

SECTION SLIDE 

 

NOTES 

In the previous Unit, we discussed best practices that can be used to ensure successful financial 

management during a disaster. In this Unit, we will highlight risks that can come about and threaten 

Public Assistance funding. 
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OVERVIEW 

 

NOTES 
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PA PROGRAM DELIVERY PROCESS PHASES 

SECTION OVERVIEW 

An overview of the stages of the PA Program Delivery Process. 

SECTION SLIDE 

 

NOTES 

Operational Planning and Response is a 7-phase process. The phases are: 

Á Phase I: Operational Planning and Applicant Coordination 

­  Following the declaration of a disaster, exploratory calls take place, Requests for Public 
Assistance are completed, and recovery scoping meetings are scheduled.  

Á Phase II: Impacts and Eligibility 

­  Damage inventories and site inspections are conducted 

Á Phase III: Scoping and Costing  

­  Project Scopes of Work (SOW) are developed, along with cost estimates and supporting 
document collection and submissions 

Á Phase IV: Final Reviews 

­  FEMA and the Recipient conduct final reviews for eligibility 

Á Phase V: Obligation and Recovery Transition 

­  Obligation of funds to the Recipient, Recovery Transition Meetings conducted 

Á Phase VI: Project Monitoring and Amendments  
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­  Respond to changes submitted after RTM, such as changes to Scope of Work 

Á Phase VII: Final Reconciliation and Closeout  

­  Project closeouts 
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PHASE I: OPERATIONAL PLANNING AND APPLICANT COORDINATION 

SECTION OVERVIEW 

A detailed description of Phase I of the PA Delivery Process.  

SECTION SLIDE 

 

NOTES 

Phase I is where Applicant eligibility takes place. Some of the main components include Requests for 

Public Assistance, Applicant Briefings, Exploratory Calls, and Recovery Scoping Meetings.  

Á A Request for Public Assistance (RPA) is submitted to FEMA within 30 days of a disaster 

declaration. The RPA is necessary to be considered for funding in the Public Assistance 

program.  

Á Following the Presidential declaration of disaster, Applicant Briefings are conducted. FEMA staff 

and representatives from applying municipalities attend the briefings. A primary Point of Contact 

should be designated to attend the meeting on behalf of your organization.  

Á When an RPA is approved, a Program Delivery Manager (PDMG) is assigned to the 

Subrecipient. The PDMG coordinates all aspects of the PA process, project development, and 

manages engagement with the Subrecipient from start to finish. An exploratory call is scheduled 

and conducted within seven days of PDMG assignment. This is an opportunity for the PDMG and 

Subrecipient to prepare for the Recovery Scoping Meeting.  

Á The Recovery Scoping Meeting takes place with the PDMG and Subrecipient staff. It is best to 

have staff familiar with damages and costs to attend this meeting. At this meeting, specific needs 

of the Subrecipient are discussed such as logical groupings of incident-related damages, hazard 

mitigation opportunities, and emergency activities performed. In addition, topics such as 

procurement requirements, necessary documentation, and special considerations (i.e., 
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Environmental and Historic Preservation requirements, and insurance requirements) are 

discussed, as improper compliance with these processes can delay or de-obligate funding. 
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PHASE II: IMPACTS AND ELIGIBILITY  

SECTION OVERVIEW 

A detailed description of Phase II of the PA Delivery Process.  

SECTION SLIDE 

 

NOTES 

Phase II includes logically grouping impacts into projects, conducting site inspections, and 

developing a Damage Inventory (DI).  

Á Within 60 days of the Recovery Scoping Meeting, a Damage Inventory with the complete list of 

impacts must be submitted to FEMA.  

­  Some of the impact information that needs to be included is facility/site name, specific 

location, a description of the damage or quantity of debris, cost, and priority level of each 

project.  

­  Sample Damage Inventories are included in the course materials package. 

Á FEMA conducts site inspections to validate and document damages. The focus of the site 

inspection is to identify damage, not to determine project costs. 
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PHASE III: SCOPING AND COSTING 

SECTION OVERVIEW 

A detailed description of Phase III of the PA Delivery Process.  

SECTION SLIDE 

 

NOTES 

Phase III occurs after FEMA, the Recipient, and Subrecipient come to an agreement on the Damage 

Inventory (DI).  

Á The Subrecipient develops a Scope of Work and cost estimate for each project. The Scope of 

Work describes work that must be performed to address the Damage Inventory. The cost 

estimate is tied to the work necessary to address the Scope of Work.  

Á The cost estimate and Scope of Work are reviewed to ensure compliance and eligibility. 
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PHASE IV: FINAL REVIEWS 

SECTION OVERVIEW 

A detailed description of Phase IV of the PA Delivery Process. 

SECTION SLIDE 

 

NOTES 

Phase IV is where FEMA and the Recipient conduct their final project reviews.  

Á During the Recipient review, project applications are reviewed to ensure the Subrecipient has 

properly addressed cost and repairs for all projects. 

Á Once the Recipient conducts its review, FEMA performs the final review. They verify that all costs 

and work performed meet eligibility.  

Á When costs and work are deemed eligible, the funds can be obligated and given to the Recipient, 

who will distribute them to the Subrecipient. 
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PHASE V: OBLIGATION AND RECOVERY TRANSITION  

SECTION OVERVIEW 

A detailed description of Phase V of the PA Delivery Process.  

SECTION SLIDE 

 

NOTES 

Phase V is when project obligation and Recovery Transition Meetings take place.  

Á Funds are obligated by FEMA following final reviews. This is done through FEMAôs Strategic 

Funds Management. 

Á Recovery Transition Meetings are scheduled by the PDMG and are attended by the Recipient, 

Subrecipient, and FEMA. 

Á During the Recovery Transition Meeting, processes such as document retention requirements, 

appeals deadlines, and work completion deadlines are discussed.  

Á The primary Point of Contact is then transitioned to the Recipient (state of North Carolina). 
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PHASE VI: PROJECT MONITORING AND AMENDMENTS  

SECTION OVERVIEW 

A detailed description of Phase VI of the PA Delivery Process. 

SECTION SLIDE 

 

NOTES 

Phase VI is where post-award changes and monitoring are done. During this phase, Public 

Assistance projects are monitored to ensure Subrecipients are appropriately spending funds 

according to their approved Scope of Work, as well as overall project progress. In addition, requests 

for changes in Scope of Work, appeals, audits, and time extensions are conducted.  

Á Post-award changes in Scope of Work can occur in certain circumstances, such as the discovery 

of a more cost-effective repair method, additional disaster-related damages are discovered, or an 

increase in costs due to errors. The Recipient and FEMA should be notified as soon as possible 

about the need for a change in Scope of Work. The change request should be submitted in 

writing with supporting documentation. 

Á If the Subrecipient needs additional time to complete work on a project, they can submit a written 

request to the Recipient to extend their work completion deadline. The Recipient then forwards 

the request to FEMA.   

Á Audits can be conducted by FEMA or the state, or both, and can occur even after closeout. 

Discrepancies or inadequate documentation found during an audit can result in cost adjustments 

or disallowances. It is important to keep all documentation after closeout.  

­  The Office of Inspector General (OIG) within the Department of Homeland Security can 

conduct independent audits. The OIGôs audits identify potential fraud and can make 

recommendations regarding ineligible costs.  
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­  The Government Accountability Office (GAO) is an independent, nonpartisan agency within 

Congress that can conduct audits, in an effort to provide accountability for how the Federal 

Government spends taxpayer dollars. While it usually does not audit FEMA programs, it can 

audit any project.  

Á A single audit is required by law if the Subrecipient receives $750,000 or more in federal grant 

funds in one fiscal year. It is conducted to ensure the funds are being managed in compliance 

with all applicable laws and regulations. This audit can take place in addition to a regular audit.  

 

 

  

 



 

 

 

Funding for training provided by the state of North Carolina Office of State Budget and Management in conjunction with the 
Department of Public Safety and the Office of Emergency Management. 

 

37 

PHASE VII: FINAL RECONCILIATION AND CLOSEOUT  

SECTION OVERVIEW 

A detailed description of Phase VII of the PA Delivery Process.  

SECTION SLIDE 

 

NOTES 

Phase VII is the last phase, where Final Reconciliations and Closeout of projects takes place.  

Á Project closeout begins when the Subrecipient certifies all work completed and informs the 

Recipient. 

­  Small Projects (projects less than $1,037,000) are closed out as a group upon completion of 

the last Small Project.  

­  Large Projects (projects more than $1,037,000) are closed out as they are completed.  

Á Once all projects are closed, FEMA closes out the Subrecipient. 

Á Following closure of the Subrecipient, the Recipient closes out the award.  
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KNOWLEDGE CHECK 2.1 

SECTION SLIDE 

 

NOTES 

What are the first four phases (in order) of the PA Program Delivery Process? 

A. Operational Planning & Applicant Coordination, Impacts & Eligibility, Scoping & Costing, Final 

Reviews 

B. Scoping & Costing, Impacts & Eligibility, Finaly Reviews, Operational Planning & Applicant 

Coordination 

C. Operational Planning & Applicant Coordination, Scoping & Costing, Impacts & Eligibility, Final 

Reviews 

D. Final Reviews, Scoping & Costing, Impacts & Eligibility, Operational Planning & Applicant 

Coordination 
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DOCUMENTATION MANAGEMENT  

SECTION OVERVIEW 

A description of the importance of document naming conventions being consistent throughout your 

organization, and how proper document management helps FEMA review processes.  

SECTION SLIDE 

 

NOTES 

Á It is important that document naming conventions are defined and specific to ensure uniformity 

within your organization and with contractors. In addition, finalized versions of documents should 

be labeled as such, to ensure that the most recently updated documents are submitted when 

necessary.  

Á Proper naming conventions clearly convey the contents of documents submitted to FEMA, 

helping expedite review processes and ultimately your funding.  

Á FEMA will ask you to rename your documents if they are not clearly labeled. 

Á You do not have to use FEMAôs naming convention; you can create your own organizational 

version, as long as you are consistent with its use, and it clearly represents the contents of your 

documents.  

­  FEMA Naming Convention Format: DRxxxx(State Abbreviation) ï Project # - Facility 

Location/Name - Document Description 

­  Ex: DR1234NC ï Project 987654 ï Town of Paro Library - Permits  

o Note: this slide contains an animation. Click the slide a second time to reveal this 

example naming convention. 

­  With respect to location, you do not have to give a specific address, but location should be 
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specific enough to differentiate between multiple facility types within the same municipality.  
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NECESSARY/REQUIRED PROCESSES FROM INCEPTION THROUGH CLOSEOUT 

SECTION OVERVIEW 

The importance of having an internal plan of document sharing systems, and its impact on your 

navigation of the PA Delivery Process. 

SECTION SLIDE 

 

NOTES 

Á Another important aspect of best practices for document control is having an internal plan of 

document sharing systems. If there is not already a document management process in place at 

your organization, one should be created.  

Á Any field documentation should be uploaded to an online space where all organizational 

stakeholders can access files. It not only fosters collaboration in the Public Assistance process, 

but also protects against the possibility of lost files due to hardware issues, revolving staff, etc. 

Á Within your online document drive, files should be organized with a clear folder system. This 

allows contractors outside of your organization to easily find and contribute documentation that 

will support your requests for assistance.   

Á Consider what communications systems are in place to facilitate the Damage Inventory (DI) 

process within your organization. 

Á Consider a system that determines who has access to documents, administration-level access, 

etc.  

Á How do different departments report to grant managers, finance managers, and direct FEMA 

contacts within municipalities?  

­  Getting info directly to your FEMA and state contact ï Documents uploaded through Grants 
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Portal and North Carolina EM Grants website. 

­  FEMA contact (Program Delivery manager, or PDMG) coordinates all meetings for and with 

the Applicant; FEMA site inspectors may schedule their own meetings/inspections with the 

Applicant, which may potentially cause communication issues. Independent scheduling may 

delay project progression due to miscommunications and missed milestones. The importance 

of communication with all stakeholders cannot be emphasized enough. 

­  Depending on the involvement of your NC contact, they may also be included in these 

communications. 

Á Identify who the disaster team is or will be to prepare for disaster recovery efforts. Appoint a 

backup POC in case the representative is unavailable (sick, must leave because they have been 

devastated by the disaster, etc.), to ensure best-practice business continuity. This backup POC 

should have the same security level and access as the original representative.  

 

Example to discuss: One of the first tasks in disaster recovery is to conduct a Damage Inventory (DI) 

and deliver it to FEMA within 60 days. 
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MODULE 2: UNIT 6 SUMMARY  

SECTION SLIDE 

 

NOTES 

Á A detailed account of the seven phases of the PA Program Delivery process 

Á The importance of proper document management within your organization 

Á How document control best practices impacts how you move through the PA Program Delivery 

process 
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UNIT 7: PUBLIC ASSISTANCE PROJECT COMPONENTS 

SECTION OVERVIEW 

In this Unit, we will discuss the methods to accurately identify and prepare the different project 

components. 

SECTION SLIDE 

 

NOTES 

In this Unit, we will discuss the categories and eligibility of work, and how understanding the Scope of 

Work allows for the development of cost estimates prior to reimbursement. 
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OVERVIEW 

 

NOTES 
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CATEGORIES OF WORK (EMERGENCY WORK)  

SECTION OVERVIEW 

A definition of what emergency work is. 

SECTION SLIDE 

 

NOTES 

Á Work that must be performed following a disaster is categorized as being Emergency Work or 

Permanent Work. The designation of these categories of work helps to efficiently facilitate the 

process of Public Assistance funding.  

Á Emergency work is further separated into two categories: 

­  Category A ï Debris removal:  

o Construction/demolition, Vegetative debris, Household appliances, Vehicles, Hazardous 

materials 

­  Category B ï Emergency protective measures:  

o Sandbagging, Construction of temporary levees, Removal of health and safety hazards, 

Security forces in the disaster area  
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CATEGORIES OF WORK (PERMANENT WORK)  

SECTION OVERVIEW 

A definition of what permanent work is.  

SECTION SLIDE 

 

NOTES 

Á Permanent work is separated into five categories:  

­  Category C ï Roads and bridges  

­  Category D ï Water Control facilities  

­  Category E ï Public Buildings and equipment  

­  Category F ï Public Utilities  

­  Category G ï Parks, recreational, other facilities  

Á Category Z - Management Costs:  

­  As mentioned in Module 1, Subrecipients may use Public Assistance funds to reimburse 

costs associated with the direct and indirect administrative processes of grant management. 

Category Z costs were previously referred to as Direct Administrative Costs (DAC).  

Á Management costs vs. project management costs:  

­  Management costs fall under Category Z and refer to any work performed to prepare the 

grants. Project management costs would fall under the category of work related to the type of 

project.  
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Cat Z: Management Costs are incurred from the beginning of a disaster, so ensure you have 

some mechanism in place to track those costs, so they can be reimbursed at the end of the 

recovery process! 
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DAMAGE DESCRIPTIONS AND DIMENSIONS 

SECTION OVERVIEW 

A description of what is required for the Damage Inventory (DI), and the importance of developing a 

Damage Descriptions and Dimensions (DDD). 

SECTION SLIDE 

 

NOTES 

Á Damage information is an essential component of the award given to Subrecipients. For projects 

to be deemed eligible, documentation regarding facility damages need to be submitted.  

Á FEMA works with the Subrecipient to develop Damage Descriptions and Dimensions (DDD). The 

Subrecipient is responsible for providing documentation to ensure that its facilities are eligible for 

funding. Some of the required information may include: 

­  Facility component 

­  Location 

­  Component description 

­  Description of damage 

­  Dimension type 

­  Work completion status 

Á FEMA will specify if they require any specific information or documentation to determine eligibility.  

Á FEMA and the Recipient ensure the Subrecipient submits all necessary information and 

documentation. If the Recipient does not provide sufficient documentation to support its eligibility, 

FEMA cannot provide PA funding for the work.  
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Á FEMA, the Recipient, and the Subrecipient must agree on the DDD before proceeding with 

Scope of Work development. Site inspections are conducted by FEMA to validate, and document 

reported damage and impacts.  

Á The Subrecipient has authority to determine to repair to pre-disaster conditions or move forward 

to other eligible options (improved alternate projects or alternative procedures), as well as hazard 

mitigation proposals. 
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SCOPE OF WORK 

SECTION OVERVIEW 

A description of what the Scope of Work is and what it should include.  

SECTION SLIDE 

 

NOTES 

Á Once the DDD is complete, a Scope of Work must be developed for eligible work.  

Á The Scope of Work is the basis for reimbursable costs. Work that is not written into the Scope of 

Work will not be deemed eligible for reimbursement or will be delayed.   

Á For Emergency Work, the Scope of Work includes work required to address immediate threats 

and to remove debris and must include quantitative information by type of debris such as the 

measures of the work in question (length, width, height, weight, volume), or descriptive 

information (such as if the material is primarily wood, brick, etc.). 

­  Emergency work can be difficult to estimate in advance.  

­  The FEMA Program Delivery Manager (PDMG) will be able to provide additional guidance on 

how the metrics should be quantified.  

Á For Permanent Work, the Scope of Work includes a description of how the Applicant plans to 

repair, or has repaired, the damage, including repair dimensions and hazard mitigation 

description and dimensions. 

Á The Scope of Work should include:  

­  Whether the work is complete 

­  Who performed, or will perform, the work 
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­  Proposed or completed repairs 

­  Technical assessments, including repair dimensions 

 

How would mutual aid tie into Scope of Work? 
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WORK ELIGIBILITY 

SECTION OVERVIEW 

A description of the basic criteria for eligible work. 

SECTION SLIDE 

 

NOTES 

Á DDD must be conducted and completed to determine proper Scope of Work. Damage or work left 

out of the DDD and Scope of Work will not be eligible for reimbursement, so it is critical to be as 

accurate and thorough as possible during DDD creation. 

Á Facilities must meet certain criteria to be deemed eligible for Public Assistance funding: 

­  Damaged by the declared disaster 

­  Physically located within the declared area 

­  Legal responsibility of the Subrecipient 

Á Minimum Work Eligibility Criteria:  

­  Work must be required to be completed, whether due to immediate threat from the disaster or 

to address damage caused by the disaster 

­  Work must be located within the declared disaster area 

­  Work must be the legal responsibility of the Subrecipient 

Á Emergency Work Eligibility Criteria: Work that must be done to 

­  Save lives 

­  Protect public health and safety 
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­  Protect improved property 

­  Eliminate or lessen an immediate threat 

Á Permanent Work Eligibility Criteria: work required to restore a facility to pre-disaster conditions.  

 

Example: water infiltrated a building and flooded it. When FEMA conducted the inspection, you can 

see the floodline, and inspector writes ñdrywallò only. Later discovered that water caused more 

damage that was not identified in inspection. Additional damages are fixed but cannot be added to 

Scope of Work because it was not in DDD and is deemed ineligible. 
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COST ELIGIBILITY  

SECTION OVERVIEW 

A description of the basic criteria for eligible costs. 

SECTION SLIDE 

 

NOTES 

Á Costs are eligible for reimbursement when they are:  

­  Directly tied to eligible work performed that is included in the Scope of Work 

­  Adequately documented (i.e., completed invoices which include the dates of service 

performed, work completed as described, quantities) 

­  Procured in compliance with all applicable federal, state, and local policies 

­  Necessary and reasonable 

Á Costs are reasonable if they are ordinary and necessary for the type of work, and do not exceed 

the nature/amount that would be incurred by someone else under the same circumstances.  

Á FEMA has published rates for equipment usage. 

 

An example for discussion of invoiced costs vs claimed costs: an invoice for fuel. Some was used for 

personal cars (ineligible), some used for disaster-related equipment (eligible). Only claim fuel amount 

that was used for disaster-related costs. 
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MAIN TYPES OF COSTS  

SECTION OVERVIEW 

A description of the types of costs associated with work performed and how they are used to create 

cost estimates. 

SECTION SLIDE 

 

NOTES 

Á Cost information of work performed (or to be performed) is used by FEMA to create an estimate. 

The Subrecipient is responsible for providing sufficient information to help generate these 

estimates. This can include: 

­  Force account labor: an Applicantôs own labor forces. Information such as number of 

personnel, average pay rate, lodging and per diem rates 

­  Force account equipment: an Applicantôs own equipment. Information such as amount of 

equipment and hourly rate 

­  Materials/supplies 

­  Rentals: rental agreement with pricing 

­  Contract work: request for proposals, bid documents, and contracts 

Á Cost Summary Workbooks are a collection of expenditure worksheets that track common costs 

and are customizable across individual incidents. These workbooks can be used to develop your 

total claimed costs by helping you keep an organized summary of all the types of work 

performed/to be performed. We will discuss what types of documentation may appear in these 

workbooks in the next Unit.  
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KNOWLEDGE CHECK 2.2 

SECTION SLIDE 

 

NOTES 

Which of the following is NOT a main type of cost? 

A. Force account labor 

B. Rentals 

C. Contract work 

D. Reimbursements 
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UNIT 7 SUMMARY 

SECTION SLIDE 

 

NOTES 

Á Categories of Emergency Work 

Á Categories of Permanent Work 

Á Information required to develop a Damage Descriptions and Dimensions (DDD) 

Á Information required to develop a Scope of Work 

Á The basics of Work Eligibility 

Á The basics of Cost Eligibility 

Á The main types of costs used to create an estimate 
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UNIT 8: PROJECT DEVELOPMENT (POST-DISASTER) COORDINATION 

SECTION OVERVIEW 

In this Unit, we will discuss how to obtain, analyze, and gather field documentation for project 

development. 

SECTION SLIDE 

 

NOTES 

In the previous Unit, we discussed cost eligibility and the main types of costs associated with disaster 

recovery work. In this Unit, we will explain how documentation for those costs is prepared and 

uploaded to online systems within the process of Public Assistance. 
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OVERVIEW 

 

NOTES 
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DOCUMENTATION REQUIRED FOR PUBLIC ASSISTANCE  

SECTION OVERVIEW 

A list of some of the documentation required to support your Public Assistance application. 

SECTION SLIDE 

NOTES 

Documentation provided by the Subrecipient is essential for Public Assistance funds to be obligated. 

While the specific information that is required depends on the project in question, some documents 

that are required to be submitted include: 

Á Damage Inventory (impact information) 

Á Site inspection reports (inspections conducted by FEMA) 

Á Force account labor logs 

Á Environmental and Historic Preservation (EHP) questionnaire 

Á Equipment records/activity 

 

Ensure you have a system to back up critical documentation before a disaster strikes! 
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SUBMITTING FIELD DOCUMENTATION  

SECTION OVERVIEW 

The online systems used during the Public Assistance process.  

SECTION SLIDE 

 

NOTES 

Á FEMA Grants Portal is the location to submit documentation and information about work projects 

and to track the status of their Public Assistance applications. 

Á NC EM Grants system is the location to submit documentation for and track reimbursements and 

Public Assistance deadlines, as well as submit scope change requests and time extension 

requests once FEMA has obligated funds.  

Á Municipality-specific documentation process: In your organization, who is responsible for 

submitting field documentation? 
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FEMA GRANTS PORTAL 

SECTION OVERVIEW 

A detailed description of the FEMA Grants Portal and its purpose in the PA process.  

SECTION SLIDES 
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NOTES 

Á FEMA Grants Portal is the web-based system where all project application information is 

submitted. FEMA, Recipients, and Subrecipients use this system to keep all stakeholders 

informed throughout the Public Assistance process.  

Á Finance Coordinators (or the appointed Applicant Representative) upload all their documentation 

to FEMA through this portal, in their Organizational Profile.  

­  The Organizational Profile is not disaster-specific, therefore documents across multiple 

disasters can be submitted here.  

Á Documents that pertain to a specific disaster are uploaded to the Applicant Profile. Documents 

specific to a single project are uploaded to the Project Section. Documents pertaining to a 

specific damage item are uploaded to the Damage Section.  

Á Improper documentation may result in unvalidated work, prompting FEMA to submit a Request 

for Information (RFI) to further evaluate the eligibility of the work. A response is usually required 

within 15 days of receipt of the RFI.  

Á Information is submitted to the FEMA Consolidated Resource Center (CRC) through Grants 

Portal for project review and development.  

Á Additional training resources on FEMA Grants Portal can be found in the Course Key Concepts 

and Resources Appendix.  
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KNOWLEDGE CHECK 2.3 

SECTION SLIDE 

 

NOTES 

Which of the following is true about FEMA Grants Portal? 

A. Your Organizational Profile in the system is specific to the current disaster 

B. Requests for Public Assistance (RPA) are not submitted in FEMA Grants Portal 

C. Project obligation occurs in FEMA Grants Portal 

D. Applications are automatically denied if improper documentation is submitted 
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NC EM GRANTS SYSTEM 

SECTION OVERVIEW 

A detailed description of the NC EM Grants system and its purpose in the PA process.  

SECTION SLIDE 

 

NOTES 

Á Subrecipients submit Requests for Public Assistance (RPA) immediately after a disaster 

declaration through the FEMA Grants Portal.  

Á NC EM Grants System does not sync with FEMA Grants Portal, however it does sync with 

FEMAôs EMMIE (Emergency Management Mission Integrated Environment) software to manage 

PA. 

Á Requests for Reimbursements (RFR) are submitted after a large project is obligated. At this time, 

documentation that supports the RFR are also submitted; this includes documentation previously 

uploaded to the FEMA Grants Portal, as well as additional documentation that supports the 

request.  

Á Once documentation is submitted, NC EM Grants reviews the document package. 

Reimbursements are processed, or NC EM Grants will request more information if needed.   

­  Once initial reimbursements are given, if Scope of Work has changed, Subrecipient must 

resubmit document packages to FEMA and NC EM Grants. This process of submission, 

reimbursement, repair can continue several times until damages are restored to pre-disaster 

conditions.   

Á Small and Large Project reimbursements are processed differently. Your Grant Manager will 

advise you of the most current processes at the time of the disaster. 
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Á Scope of Work amendments and time extensions requests are initiated in EMGrants. 

 

Your State Rep is your advocate. Do not sign or agree to anything until youôve had a chance 

to speak to your State Rep! They are there to support you and your community! 
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NC EM GRANTS EXAMPLE (1 of 2) 

SECTION OVERVIEW 

An overview of the NC EM Grants Landing page for applicants. 

SECTION SLIDE 

 

NOTES 

The instructor will review the page. 
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NC EM GRANTS EXAMPLE (2 of 2) 

SECTION OVERVIEW 

An overview of a project screen from NC EM Grants. 

SECTION SLIDE 

 

NOTES 

The instructor will review the page. We encourage you to connect with the NC EM PA Team contact 

for a better understanding of NC EM Grants. 
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PACKAGING DOCUMENTATION  

SECTION OVERVIEW 

A description of how to prepare documentation packages when submitting them to online systems.  

SECTION SLIDE 

 

NOTES 

Documentation that is submitted to FEMA Grants Portal and NC EM Grants system is the foundation 

in which any reimbursement can be granted. It is important that Subrecipients provide proper 

supporting documents for their claims, to ensure timely reimbursements.  

Some of the documentation that will be submitted includes: 

Á Force account labor package 

­  Timesheets by pay period 

­  Payroll policy 

­  Proof of payroll 

­  Activity logs 

­  Fringe benefits sheet 

­  Miscellaneous documents specific to project type 

Á Force account equipment package 

­  Activity logs 

­  Pre-disaster maintenance records 
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­  Equipment inventory/list 

­  Equipment rates 

­  Miscellaneous documents specific to project type 

Á Materials/Supplies 

­  Contract invoices  

o Purchase orders 

o Invoices 

­  Materials from stock/inventory 

o Historical purchases of materials  

o Inventory list and usage 

­  Miscellaneous documents specific to project type 

Á Rentals 

­  Rental invoices 

­  Purchase orders/work orders/procurement 

­  Miscellaneous documents specific to project type 

Á Contract costs 

­  Invoices 

­  Procurement policies 

­  Procurement bids 

­  Requests for quotes 

­  Contract or contract vehicle 

­  Miscellaneous documents specific to project type 
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MODULE 2: UNIT 8 SUMMARY 

SECTION SLIDE 

 

NOTES 

Á Some of the documentation necessary to support your PA application 

Á How to package necessary documents when submitting them to online systems 

Á FEMA Grants Portal and its role in the PA process 

Á NC EM Grants system and its role in the PA process 
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UNIT 9: PUBLIC ASSISTANCE PROJECT TYPES 

SECTION OVERVIEW 

In this Unit, we will discuss methods to accurately identify the different work project types and 

develop processes for preparation and submission of disaster recovery program projects. 

SECTION SLIDE 

 

NOTES 

In this Unit, we will discuss how damages from the disaster subsequently become projects, and the 

various types of projects that can be created in the Public Assistance process. 
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OVERVIEW 

 

NOTES 
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PROJECT TYPES 

SECTION OVERVIEW 

A description of the multiple types of projects that damages can be grouped into. 

SECTION SLIDE 

 

NOTES 

Impacts are damages related to the declared disaster; following completion of the Damage Inventory 

(DI), documented damages are logically grouped into projects within FEMA Grants Portal. This is 

done by: 

Á Creating groups based on factors such as: categories of work, geography, subcontractors, and 

facility types 

Á Identifying sites or facilities that should be formulated into separate projects (involves the 

Program Delivery Manager (PDMG), NC Point of Contact, and Subrecipient) 

All projects must be Small or Large. Project specialists (EHP, Mitigation, ADA, etc.) are assigned for 

large projects, while the Subrecipient may formulate their own small projects. If needed, they can 

request assistance from FEMA.  

There are multiple types of projects. These include:  

Á Alternate Projects 

Á Improved Projects 

Á Alternative Procedure Projects 








































































































