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.

May 1, 2020 Page | 1



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

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
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Project Forms section
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Public Assistance Project Forms v
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& Collection of PA and FMAGP Project Worksheet Forms

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

I, Streamlined Project Application 2vee | [

34SBEM-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  $0.00 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

Section Ill - Cost and Work Status Information Not Started

© START

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.
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