Completing and Submitting the

COVID-19 Streamlined Project Application
Public Assistance Applicant Quick Guide

This Quick Guide provides step-by-step guidance for Applicants on completing and submitting
COVID-19 project applications, including tracking and monitoring the status of submitted projects.

Applicants are state, tribal, territorial, or local governments or private non-profit entities that submit
requests for assistance under a Recipient’s Federal award. Recipients are state, tribal, or territorial
entities that receive and administer Public Assistance Federal awards.

COVID-19 Streamlined Project Application

The COVID-19 streamlined project application is the formal request

for COVID-19 funding under the Public Assistance program that is Grants Portal
submitted online in Grants Portal. The project application requires is the system used by
information and supporting documentation about the activities for Recipients and Applicants
which the Applicant is requesting funding. Once the project to manage PA grant
application is submitted in the system, the Applicant can track applications.

project status, answer requests for information, and review and
sign the project application.
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The Applicant should plan to spend 1-2 hours completing the project application. For detailed
instructions on the information and documentation required to submit a project application, refer to
COVID-19 Streamlined Project Application in the Resources tab of Grants Portal. It provides a
detailed overview of each section and schedule requested in the online project application. The
appendix should be used for reference only and should not be used to submit a request for funding
to FEMA.

Completing and Submitting Project Application(s) in Grants Portal
To complete the application, follow the steps below in the system:
O Preparing to Submit the Project Application
o Collect descriptions and itemized summaries of all associated activities and costs

along with supporting documentation before submitting the project application. The
following forms may be found in the Resources tab of Grants Portal and may be
used by the Applicant to collect and respond to the information requested in the
system.
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O Force Account Equipment Summary Record
Rented Equipment Summary Record
Contract Work Summary Record

Force Account Labor Summary Record
Applicant’s Benefits Calculation Worksheet
Materials Summary Sheet

Oo0Ooo0ooano

Al L LR EL.Y & LFL LA R

e (0] Resources Step 2: Click the Public Assistance
Project Forms section

1 Mv Orasnization -
COVID-19 Guidance »

Contains matomals and guidance sproific to COVID- T Soclaratio

Public Assistance Project Forms v

Applicant Event Profil Codleciion of FTMA foems fo Dedp pow avgandse s sutvell cosis for refmburssrmem
Applicont Event Profiles

& Collection of PA and FMAGP Project Worksheet Forms

Online resource with copies of all of FEMA's Project Worksheet Formsz.

(D)  Lest updated: May 1500, 2010 216 P VET

B Applicant's Benefits Calculation Warksheet

This form is used 1o document and calculate the applicant’s employees fringe benefits. (FEMA Form 009-0-128)

EEEEET)  LastUpdated: May 1500 2008 254 "M YE

ipment Summary Record

Il My Tasks ertaining to the equipment utilzed and associated cost. (FEMA Form 009-0-127)

Step 1: Select Resources

Cabandar YET
Utlitiee - & N
Contract Work Summary Record

Resources
10 docurment contract work performed for eligible progects. (FEMA Farm 009-0-126)

O Creating the Project Application

o

In Grants Portal, navigate to the Applicant Event Profiles tab

o Select “Submit a Project Application” on the yellow banner in the body of the page.

May 1, 2020

@ Dashboard
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> 3 H H
1T Applicant Event Profile

Step 1: Select Applicant
Event Profiles

Organization Profile

Organization Personnel

Applicant Event Profiles > Make an SBA Loan D

Step 2: Click Submit a Project
Application

Exploratory Calls

Recovery Scoping

A City of

A completed Project Application is requir

is pending gr.

Meetings
0 submit your application to FEMA. You may download a blank Project Application if one was not pr
Projects

> Submit a Project Applicatio
Damages

«? View In Progress Project Applications
Work Order Requests

«» Download a blank Project Application

Work Orders
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O Filling Out the Project Application
o The online project application will require the Applicant to fill out four sections:
O Section | - Project Application Information
o Basic information identifying the activities for which funding is being
requested
O Section Il - Scope of Work
o Description of activities that the Applicant conducted or will conduct
in response to COVID-19
O Section lll - Cost and Work Status Information
o Cost of activities described in the Scope of Work and whether the
work is not started, in progress, or complete.
O Section IV - Project Certifications
o Certifications by the Applicant that activities and costs claimed
comply with applicable laws and regulations.
O Based on responses in the first three sections of the online project
application, at least one additional form or schedule will be required.
o Read the instructions on the Help page thoroughly before selecting “Start a Project
Application”.

N E Applicant Event Profile streamlined Project Application Help

3458EM-TX (3458EM Streamlined Project Application Help

What Will FEMA Reimburse?

Activities and associated costs that are eligible for Public Assistance funding can be found in FEMA's Public Assistance Program and Policy Guide (PAPPG) and guidance documents are available in the Grants Portal Resources page

What Information is Required?

were completed or will be completed

« An itemized summa

th contract, labor, equipment, supply, material, and other cost types

« Documentation supporting the ac

How Many Applications Should | Submit?

To reduce funding delays and maximize your adr

+ Immediate funding need: you may submit application to request funding for a limited list periods and h an additional application

« In-depth environmental or historic preservation review: ground disturbance, handling hazardous ns to buildings, or ne n may require FEMA to complete a more in-depth environmental or histor

funding for other activities separate these activities into a separate application. For additional information, see the COVID-19 Fact Sheet: Environmental and Historic Preservation and Emergency Protective Measures for COVID-

What Happens After Submitting the Project Application?

FEMA and the Recipient will

iew the information in the project applicat nay follow up with limited requests for additional information as part of the process outlined in the FEMA Fact Sheet ¢

submission:

1. FEMA and the R

jient review the project application and validate info federal laws and regulations. If there are additional questions to evaluate the eligibility g

Select Start a Project 1o review, agree to terms and conditions, and sign 1o accept the subgrant
Application

quest additional infor sing funds to you.

with 44 C.FR. § 206.204-209, 2 C.FR. Pa

ts, and close the subgran
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o Provide the required information for Section | - Project Application Information
O Assign a unique title and number for each project application. This title and
number can help the Applicant connect this project application to their
accounting or other systems.
0O Select the box at the bottom confirming certification of responses.
0O Click “Done with Section |”

! 1y, Streamlined Project Application

3458EM-TX (3458¢ Create Streamlined Project Application

Help Section | - Project Application Information

Section | — Project Application Information

Step 1: Provide required
information

Declaration#  3458EM-TX

Organization

FEMA PA Code

Step 2: Select box plicant-Assigned Project Application # *
to confirm

Project Application Title * I

This field is required.

s important to know that upon submittal your project application becomes a legal document. The Recipient or FEMA may use external sources o

blation of Federal law to intentionall
7,1001, 1040, and 3571).

Step 3: Click Done
with Section |

kes false statements or hide information when applying for Public Assistance. This can carry severe criminal and civil penalties including a fine 4

[J 1 have read the statements above and understand that | will be required to certify these statements upon completion of my project application.

o After completing Section | - Project Application Information, select Section Il on the
summary page to begin the Scope of Work.

I, Streamlined Project Application Trer

3458EM-TX (3458EN ireamlined Project Application
Section | - Project Application Information
(Modify)
Applicant-Assigned Project Application ¢ 5 Event  3458EM-TX (3458EM)
Project Application Title UAT Demo Test Applicant
Project Net Cost $0.00 FEMA PA Code

Status In Progress

Select Start to begin
Section Il

B Sections & Schedules

In order for your Application to be completed, you must complete the following Sections and Schedules.

Section Il - Scope of Work Not Started

Section Ill - Cost and Work Status Information Not Started

Document Repository No Documents Required
+ REVIEW AND SUBMIT
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o Provide all required information in the Scope of Work section to include
descriptions and locations of activities.

I‘

I, Streamlined Project Application section Il - Scope of Work pp— o

345BEM-TX (3458EM reamlined Project Application

Description of Activities Locations Documents Summary

@ section Il Instructions

Applicants must complete this section and describe the activities that the Applicant conducted or will conduct in response to COVID-19. For certain activities, Applicants must provide additional information in Schedules D and .

Description of Activities

Please provide a brief description of the activities the Applicant conducted or will conduct. *

Please select all the activities the Applicant conducted or will conduct. *
Management, control, and reduction of immediate threats to public health and safety

[ emergency operations center activities

[ training

[ Facility disinfection

[ Technical assistance on emergency management

[ pissemination of information to the public to provide warnings and guidance

[ Pre-positioning or movement of supplies, equipment, or other resources

[ Purchase and distribution of food, water, or ice

[ Purchase and distribution of other commodities

o After all required questions have been answered, click “Proceed”

o

i, Streamlined Project Application section Il - Scope of Work P 5070

3458EM-TX (3458EM) Streamlined Project Application
LI High-isk population sheftering
[ Healthcare worker and first responder temporary lodging
[ Household pet or assistance animal or service animal sheltering

O other

Other

[ other Activity

Please select the method(s) of work the Applicant used or will use to complete the activities reported above.
[] Establishment of temporary facilities >

Staging resources at an undeveloped site

Purchase of meals for emergency workers

O Purchase of supplies or equipment

[0 purchase of land or buildings

&

A Based on your answers, you will be required to complete a Schedule F form for this Application upon completion of Section l.

You are required to complete a Schedule F form because of the following being indicated Sel ect Proceed

« Decontamination systems

« Staging resources at an undeveloped site

PROCEED >
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o After completing Section Il - Scope of Work, select Section Il on the summary page
to begin the Cost and Work Status section.

u I, Streamlined Project Application P

3458EM-TX (3458EM eamlined Project Application
Section | - Project Application Information
(Modify)
Applicant-Assigned Project Application ¢ 5 Event  3458EM-TX (3458EM)
Project Application Title UAT Demo Test Applicant
Project Net Cost SOOO FEMA PA Code

Status In Progress

B Sections & Schedules

In order for your Application to be completed, you must complete the following Sections and Schedules.

Select Start to begin
Section Il

Section Il - Scope of Work

Not Started

© START

Section Ill - Cost and Work Status Information

Document Repository No Documents Required

+ REVIEW AND SUBMIT

o Provide all required information in the General Cost and Work Status section to
include activity status and estimated costs.

General Cost & Work Status Questions Summary

@ section 11l Instructions

Applicants must complete this section and provide the costs of the activities reported in Section Ii. Applicants must also complete Schedule A, B, C, or EZ as instructed to estimate a project cost.

General Cost & Work Status Questions

An Applicant may request approval for expedited funding from the Recipient and FEMA if they have an immediate need for funding to continue life-saving emergency
protective measures. If approved, the Applicant will be awarded 50% of the FEMA-confirmed project cost based on initial documentation. However, the Applicant will then be

required to provide all including all to support actual incurred costs, to support the initial 50% of funding before receiving any additional funding.

Applicants will be required to retur any funds that were not spent in compliance with the program's terms and conditions. In general, Applicants who have never received

FEMA Public Assistance funding and do not have significant experience with federal grant requirements should avoid expedited funding or, at a minimum, discuss expedited

funding with their Recipient office prior to expedited funding. Expedited funding is only available for activities completed during specific

time periods.

Does the Applicant want to request expedited funding? *

@ ves
QO no

A\ Based on your answers, you will be required to complete a Schedule A form for this application upon completion of Section Iil.

You are required to complete a Schedule A form because the Applicant is requesting expedited funding
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o After all required questions have been answered, click “Proceed”

What is the status of the activities reported in Section II? *
An Applicant may not request funding for activities conducted prior to 01/20/2020, the beginning of the COVID-19 incident period. This question should be answered once to describe all the activities
reported in Section Il (i.e. the earliest start date and the latest end date). If FEMA's eligibility criteria for certain activities are limited to specific time periods, FEMA will ask for the time period that a

particular activity was or will be conducted.

(@ Activities started and completed

Date Started * 04/30/2020

Date Completed * 04/30/2020

Q Activities started with projected end date
Q Activities started with no predictable end date

Q Activities have not started

A Based on your answers, you will be required to complete a Schedule EZ form for this application upon completio

You are required to complete a Schedule EZ form because the Applicant's estimated cost for activities reported in Section | Select Proceed

PROCEED >

o Return to the summary page to complete any additional schedules required based
on responses in Sections I-lll. These schedules must be completed before
submitting the online project application.

0O Uploading Documentation
In each section and schedule, the Applicant must upload supporting documentation. The
project application may not be submitted if required documentation is not attached.
o The easiest way to upload required documents is to do so as the Applicant is filling
out each section and schedule when prompted. The Applicant can also upload
documents on the Document Repository tab of the summary page.

LD ALVLLAL

.

I, Streamlined Project Application schedule C - In Progress Work Estimate Tl - B

34 06104-00) / Streamlined Project Application

© Schedule C Instructions

Applicants must complete this schedule if the Applicant (1) has not started or is in the process of completing the activities reported in Section Il and (2) the cost of the activities reported in Section Il is over $131,100.00

Documents
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o To submit a document, select “Add Document”.

ts Portal
C

1y, Streamlined Project Application pocuments

3458EM-TX (3458EM) Streamlined Project Application

Document Repository

.. 8% Schedule A
.. @ Project Cost & Cost Eligibility

Select Add Document

k.. B Contracts
J & Requests for Proposals (+ Add Document)

i L. B 41341.docx (X Remove)

Bid Documents (<4 Add Document)

Signed Contracts (+ Add Document)

Im Unit Pricing Estimates (4 Add Document)

o Upload the document(s), select the Category if necessary, and click “Attach
Selected”.

Step 1: Upload
document

& Drag and drop files here, or click here to select files.

Selected Documents to Attach

Q

1% Filename Description Category

O EEREERED ek docdock Force Account Labor Summary

10 - Showing 1to10f 1 entries Step 2: Select the

Category of document

Available Documents to Attach

Category ‘ xForce Account Labor Record | x Force Account Labor Summary

» Step 3: Click Attach
Filename 1= Description Category size S el e Ct e d

No data available

~  Showing 0 to 0 of 0 entries

@ ATTACH SELECTED © CANCEL
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O Submitting the Project Application
o Once all Sections and Schedules are complete and all required documentation has

o

O

o

been uploaded, click the “Review and Submit” button at the bottom of the
summary page.

B Sections & Schedules

In order for your Application to be you must the ing Sections and Schedules.

Section Il - Scope of Work Completed

Section Il - Cost and Work Status Information Completed
Schedule A - Expedited Funding Estimate Completed

Completed # VIEW/EDIT
1of 1 Provided @ VIEW/EDIT

Schedule F - Environmental and Historic Preservation Questions

Click Review and Submit

Document Repository

v REVIEW AND SUBMIT

Review the project summary of Sections |, I, and Ill on the next page and click
“Proceed” on the bottom of the page.

Thoroughly review all grant certifications in Section IV - Project Certifications. Certify
that all costs and activities in the project application are in compliance with
applicable federal, state, and local laws by signing as the Authorized Representative.

e The APP"CZH[ complled with tederal, RECIPIEH(, and Appllcan( prccuremenl ququEmEn[S.
« The Applicant complied with all FEMA policies regardi i rates in ac with the PAPPG.

* The Applicant complied with all FEMA policies regarding labor in accordance with the PAPPG.

Environmental and Historic Preservation Compliance Certifications
In accordance with the PAPPG, the Applicant will comply with applicable federal, state, and local laws; will provide all documentation requested to allow FEMA to ensure project applications comply

with federal Environmental and Historic Preservation (EHP) laws, implementing regulations, and Executive Orders; and will comply with any EHP compliance conditions placed on the grant.

Documentation Certifications
In accordance with 2 C.F.R. §200.333 as well as state and local record retention requirements, the Applicant will maintain all documentation that supports this project application in its own files. This

documentation will be required if the Applicant submits an appeal for additional funding, as well as in the case of any audits.

Certifications, Assurances, and Signature

It is important to know that upon submittal your project applicati

use external sources to verify the accuracy of the information you enter. It is

Step 2: Click Submit
Project Application

Step 1: Click to sign

a violation of Federal law to intentionally makes false statement: his can carry severe crj
$250,000, imprisonment, or both. (18 U.S.C. §§ 287, 1001, 1040,

knowledge. | understand that, if | intentionally make false statements or conct

rding the project appli

ation in an attempt to obtain Public Assistance, it is a vi

and civil penalties.

Authorized Representative * CLICK TO SIGN Date Signed

+/ SUBMIT PROJECT APPLICATION

Click “Submit Project Application”

o The project status in Grants Portal will be updated to “Pending CRC Development”.

May 1, 2020
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o When the application enters “Pending CRC Development” status, the application
has been routed to staff at a FEMA Consolidated Resource Center where FEMA
specialists scope, cost, validate and review the information in the project application
for compliance with all applicable laws and regulations.

Reviewing and Signing a Project
Following FEMA and Recipient approval of the project application, the Applicant reviews and signs
the project in Grants Portal.
O Once FEMA and the Recipient have approved the project, the Grants Portal system will
send a notification to the Applicant that the application is ready for review.
O Go to the Tasks tab in Grants Portal and click “Review” to begin reviewing the project
application.

(¥ Foranyii ete active tasks assigned to you, a mhmr or similar will be displayed. Clicking the button will direct you 1o the location in Grants Portal to completerthe task
Tritters > My Active Incomplete Tasks - - B 1
Q @ SHOW/HIDE COLUL
Personnel Type Description Start Date Age Deadline Last Action Note
« REVIEW SN Submyt EEI 1o FEMA for  Submit EEI - Direct Administrative Cost on [8132] Damaged Roads on Glenwille: 11/02/2077 06:08 6d 21h 1140572017

Yosemite POMGO125 - 433208 (43320R - 125) on 4332DR-T (A3320R) for FEMA to Review  PM COT

11/09/201702:09  0d Oh /167217

oval for [3103] Emerger
R (£332DR - 125) on 43

w Revicw RS
Yosemite

3320R)  PM CST

O  Sign by clicking “Sign Scope and Cost” at the top of the page and then “Click to Sign” at
the bottom of the next page to authorize the project.

sl H
__ = Project
A This project is pending Applicant Scope & Cost Approval.
The scope and cost must be approved and signed by the Applicant CIICk Sign SCDpe & Cost
Policy Issues: m
General Information @

PROJECT # 8132 APPLICANT

CATEGORY  C - Roads and Bridges

May 1, 2020 Page | 10



Completing and Submitting the COVID-19 Streamlined Project Application
Public Assistance Applicant Quick Guide

+ 1his pojct 3 STADEX expsrops

EHP Additional Information

& Sign Dacument

seuaTviE - Signature here DATE 19/09/2017

i Click To Sign ]

O A prompt will appear to enter name, signature font style, and system password

Step 1: Type

Sign Document
: Name

Print Name * YosemiteSam

Step 2: Select Signature
Font Style

Signature Style * Arizonia

Enter Password * CITITIITYTTYTT) Step 3: Enter
Password

‘D CANCEL

Step 4: Click Sign

O Click “Sign” at the bottom to complete

[Intentionally Blank]
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Tracking a Project Submission
The Applicant may see the status of their projects in Grants Portal:

O
d
d
O

Navigate to the My Organization tab in Grants Portal

Click “Projects” on the left side of the dashboard

A page showing all of the Applicant’s projects will appear

Identify the current status of the project in the Process Step column

Step 1: Select
Projects

Step 2: View
Process Step

After a project has been submitted, the “Process Step” column will reflect the FEMA or Recipient
activities being conducted to review the project. Generally, the Applicant has no action during these
steps unless a FEMA or Recipient representative specifically contacts the Applicant. The following
table summarizes the processing steps an Applicant may see, and what each of those steps means:

Summary of Process Steps

Pending Formulation Completion

The project application is pending completion and upload by the
Applicant.

Pending CRC Project Development,
Peer Review, Insurance
Completion, QA Review, or EHP
Review

FEMA specialists are processing the project, including reviewing
documentation, developing scopes of work and cost estimates, and
ensuring compliance with applicable requirements.

Pending Final FEMA Review

A FEMA official is conducting a final application eligibility review.

Pending Recipient Final Review

A Recipient official is conducting a final application eligibility review.

Pending Applicant Project Review

The application is ready for the Applicant’s final review and
signature.

Applicant Signed Project

The application is ready for FEMA to make funding available through
the Recipient for the Applicant.

Obligated

Federal funding has been approved for release through the
Recipient to the Applicant.

The Applicant Quick Guide series is a set of documents that explain the roles and responsibilities of Applicants in key steps in
FEMA'’s Public Assistance Program delivery process. Read more about Public Assistance Program delivery in the Public Assistance
Program and Policy Guide, and other resources available on Grants Portal.
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