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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 
submitted online in Grants Portal. The project application requires 
information and supporting documentation about the activities for 
which the Applicant is requesting funding. Once the project 
application is submitted in the system, the Applicant can track 
project status, answer requests for information, and review and 
sign the project application. 
 

 
 
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: 

□ 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.  

Grants Portal  
is the system used by 

Recipients and Applicants 
to manage PA grant 

applications. 
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□ 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 

 
□ 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.  

 

Step 1: Select Resources 

Step 2: Click the Public Assistance 
Project Forms section 

Step 1: Select Applicant 
Event Profiles 

Step 2: Click Submit a Project 
Application 
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□ Filling Out the Project Application 
o The online project application will require the Applicant to fill out four sections: 

□ Section I - Project Application Information 
o Basic information identifying the activities for which funding is being 

requested 
□ Section II - Scope of Work 

o Description of activities that the Applicant conducted or will conduct 
in response to COVID-19 

□ Section III - 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. 
□ Section IV – Project Certifications 

o Certifications by the Applicant that activities and costs claimed 
comply with applicable laws and regulations. 

□ 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”. 

 

 

 
 
 
 

Select Start a Project 
Application 
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o Provide the required information for Section I - Project Application Information  
□ 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.  

□ Select the box at the bottom confirming certification of responses.  
□ Click “Done with Section I” 

 

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

 

Step 1: Provide required 
information 

Step 3: Click Done 
with Section I 

Select Start to begin 
Section II 

Step 2: Select box 
to confirm 
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o Provide all required information in the Scope of Work section to include 
descriptions and locations of activities.  

 

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

 

 

Select Proceed 
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o After completing Section II - Scope of Work, select Section III on the summary page 
to begin the Cost and Work Status section.  

 

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

 

 
 

 

Select Start to begin 
Section III 


