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Project Formulation

PROJECT FORMULATION

Standard Operating Procedure

This Standard Operating Procedure (SOP) has been written for FEMA’s Public Assistance
Program for use at the Disaster Field Office (DFO) during the recovery phase of operations.

Purpose

The purpose of this SOP is to explain the process to be used to formulate damage sites into work
projects and to provide instructions for the applicant, the Applicant Liaison, the Public
Assistance Coordinator (PAC), the Project Officer (PO), and technical Specialists.

Scope

This SOP covers the procedures used for developing and submitting Project Worksheets (PW5s)
for small projects completed by an applicant or Specialist and PWs for large projects completed
by a PO. It also describes necessary backup documentation and the record keeping requirements
of the applicant. It does not cover specific details on the Cost Estimating Format (CEF).

Tools needed for Project Formulation

» Applicant’s list of damage sites

. Prolect Worksheet (FEMA Form 90-91)
Project Worksheet - Damage Description and Scope of Work Continuation Sheet
(FEMA Form 90-91A)
- Project Worksheet - Cost Estimate Continuation Sheet (FEMA Form 90-91B)
- Project Worksheet - Maps and Sketches Sheet (FEMA Form 90-91C)
- Project Worksheet - Photo Sheet (FEMA Form 90-91D)
- Special Considerations Questions (FEMA Form 90-120)
- Time / Equipment records
= Force Account Labor Summary Record (FEMA Form 90-123)
Force Account Equipment Summary Record (FEMA Form 90-127)
Material Summary Record (FEMA Form 90-124)
Rented Equipment Summary Record (FEMA Form 90-125)
Contract Work Summary Record (FEMA Form 90-126)
= Fringe Benefit Rate Sheet (FEMA Form 90-128)
- Cost Estimating Format - Large Project Report
- Cost Estimating Format Spreadsheet

» Public Assistance Job Aids
- Eligibility
- Immediate Needs Funding
- Kickoff Meeting
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Project Formulation

- Project Formulation
- Small Project Validation

» Public Assistance Standard Operating Procedures
- Kickoff Meeting
- Case Management File
- Small Project Validation
- Cost Estimating Format
- Special Considerations

» Reference Documents
- Robert T. Stafford Disaster Relief and Emergency Assistance Act, P.L. 93-288 as
amended
- 44 Code of Federal Regulations
- Public Assistance Guide (FEMA 286, to be replaced by FEMA 322)
- Public Assistance Policy Digest (FEMA 321)
- Public Assistance Eligibility — CD ROM
- Applicant Handbook (FEMA 323)

» Applicant’s Backup Documentation
- Project location maps
- Damage and repair sketches
- Photographs of damage
- Insurance policies
- Applicable codes and standards
- Facility maintenance records or pre-disaster condition surveys
- Photographs of damage
- Contracts or Contractor Bids
- Rental Agreements
- Receipts
- Time / Equipment records (if applicable)
= Force Account Labor Summary Record
= Force Account Equipment Summary Record
= Material Summary Record
= Rented Equipment Summary Record
= Contract Work Summary Record
= Fringe Benefit Rate Sheet

9570.5 SOP - Project Formulation 2



Overview Project Formulation

OVERVIEW

This Standard Operating Procedure describes the actions taken by the applicant to formulate and
submit small projects, the steps taken by the Applicant Liaison and the Public Assistance
Coordinator (PAC) to ensure applicant understanding of eligibility requirements, and the
procedures used by the Project Officer in developing large projects.

Project formulation is the process of documenting the eligible facility, the eligible work and the
eligible cost for damaged projects. Formulation allows the consolidation of similar work items
into projects to expedite approval and funding and to facilitate project management. More than
one damage site may be combined in a project. This offers flexibility in organizing and
managing the work around the applicant’s needs. The applicant is responsible for identifying all
damages and determining how work projects will be formed.

A Project Worksheet (PW) is the form used to document the scope of work and cost estimate for
a project. This form supplies FEMA with the information necessary to approve the scope of
work and itemized cost estimate prior to funding. Each project is documented on a separate PW.
The approved PW then becomes the basis for funding under the Public Assistance Program.

To facilitate review, approval, and funding, work projects are divided by dollar amount into
small and large categories. In most disasters, the majority of work consists of small projects. A
small project is any eligible work, either emergency or permanent, costing from $1,000 to
$47,800 ($47,800 for Federal fiscal year 1999 and adjusted annually). The applicant is
responsible for providing the scopes of work and cost estimates for small projects whenever
possible. Assistance will be provided for any applicant unable to develop his/her own small
project PWs. Funding for small projects is based on the Federal share of the approved estimate
of eligible work. The Federal share for small projects will be no less than 75% of the approved
eligible work estimate.

A large project is any eligible work with damage costs over $47,800 (fiscal year 1999). Large
projects will be formulated as a team effort with FEMA, State and a local representative as
partners. Funding for large projects is based on the Federal share of the actual costs to complete
the eligible scope of work. The funding for each large project will be adjusted after all work is
complete. The Federal share of large projects will be no less than 75% of the actual cost to
repair the eligible damage.

All documentation pertaining to a project will be filed together with the corresponding PW and

maintained by the applicant as the permanent record of the project. The applicant must maintain
this supporting documentation for three years from the date the State closes the applicant’s grant.
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Project Formulation Process Flow Chart

Project Formulation

Project Formulation Process Flow Chart
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The Process Project Formulation

THE PROCESS

Background

» The Public Assistance process is initiated when an applicant submits a Request for Public
Assistance (Request). Typically, the Request form can be submitted at the Applicants’
Briefing, but may be submitted up to 30 days after the designation of a county for public
assistance.

* As Requests are submitted, the State appoints an Applicant Liaison (Liaison) to work closely
with the applicant to ensure that all State procedures and documentation needs are adhered
to. The Liaison will work closely with the applicant and FEMA throughout the recovery
process.

» Once the Request has been forwarded to FEMA, the applicant is assigned to a program expert
called the Public Assistance Coordinator (PAC) who will serve as their customer service
representative on Public Assistance Program matters and who will manage the processing of
the applicant’s recovery projects. The PAC, in coordination with the Liaison, will
personally:

» Work with the applicant to identify needs, problems and potential funding issues
» Secure the appropriate resources to assist the applicant in completing the PWs

» Track the applicant’s projects as they are processed

» Ensure consistent, equitable, efficient and effective delivery of the program

The PAC has the authority to approve projects up to $100,000, and will recommend approval
on all other projects. This eliminates the need for multiple reviews, and expedites grant
processing.

» Within one week of FEMA's receipt of the Request, the PAC, in conjunction with the
Liaison, will contact the applicant to set up a Kickoff Meeting.

The Kickoff Meeting

At the Kickoff Meeting, the PAC provides a detailed review of the program as it applies to a
specific applicant. It is the first meeting of the applicant, Applicant Liaison (Liaison), and the
Public Assistance Coordinator (PAC). It is at this meeting that the applicant’s damages are
discussed, needs assessed, and a plan of action put into place. The PAC and Liaison explain
what is expected of the applicant, and provide detailed instructions on what to do and how to do
it. Refer to the Kickoff Meeting Job Aid included as Appendix A.

During the Kickoff Meeting, the PAC and Liaison also address issues, such as insurance,
environmental protection, historic preservation, and hazard mitigation opportunities that may
potentially affect the type and amount of assistance available and the documentation needed.

7 9570.5 SOP - Project Formulation



Project Formulation The Process

» The PAC, Liaison, and applicant review the applicant’s list of damage sites to evaluate the
magnitude of damages sustained and the amount of work to be done.

* The applicant explains how they normally plan and manage their capital improvement and
maintenance projects.

» This provides the PAC with the background needed to advise the applicant on various
grouping techniques that might be best utilized under these specific circumstances.

» The PAC explains the four types of projects and the advantages/disadvantages associated
with each.
» Small Projects
» Large Projects
» Improved Projects
» Alternate Projects

» The PAC explains the work and cost eligibility requirements and describes the seven work
categories that the applicant will need to be familiar with. Refer to Appendix B - Eligibility
Job Aid.

» The PAC provides the applicant with PW (Appendix C) to be completed for all small
projects. Other forms and job aids, along with a copy of the Applicant Handbook, are also
distributed to the applicant to serve as reference material.

» The PAC explains in detail how to develop a good Scope of Work (SOW) and cost estimate
for small projects.

» The PAC goes over this material to ensure that the applicant understands the process
and feels comfortable about completing the forms.

> If the applicant has never participated to this extent in the recovery process before,
the PAC may assign a Specialist to the applicant to provide guidance and technical
assistance until the applicant feels comfortable in completing their own paperwork.

> If the applicant does not have the capability to complete the PW, for whatever reason,
a trained Public Assistance Specialist is assigned to develop the PWs for the
applicant.

» The PAC and applicant discuss any known large projects identified on the list of damages
supplied by the applicant.

» Since large projects are more complex in nature, all identified large projects will be assigned
to a Project Officer who will be responsible for working with the applicant and the State to
develop the scope of work and cost estimate.

» The Liaison will provide the applicant with guidance on State procedures and documentation
requirements.

» The PAC and applicant will discuss any known Special Considerations issues.

9570.5 SOP - Project Formulation 8



The Process Project Formulation

Documenting the Damage

The applicant will identify all damage sites.

The applicant may combine damage sites into work projects.

Any projects with costs estimated over $47,800 (fiscal year 1999) will be considered large
projects and a Project Officer will be assigned to complete the PWs.

Applicants may complete their own small project PWs. The Applicant Handbook and the
Public Assistance Guide provide guidance and eligibility requirements. (Also see
Appendices A, B and D).

Once small project PWs are completed, the applicant submits them to the PAC.

» The deadline for submission of any damages that were not previously identified is 60
days from the date of the Kickoff Meeting.

The PAC checks the PWs for completeness of scope of work and potential Special
Consideration issues, obtaining additional information from the applicant when necessary.

» Once all, or a significant portion of the small project PWs have been submitted, the
applicant will request validation to take place. A 20% sampling of all small projects
completed by the applicant is validated to ensure program compliance prior to the
PACs approval and obligation.

— PWs submitted within 30 days of Kickoff Meeting are eligible for an expedited
20% sampling validation process.

— PWs submitted more than 30 days past the Kickoff Meeting may be subject to
100% validation.

For applicants not developing their own PWs, a trained Specialist will be assigned to
complete the PWs.

» The Specialist will view the damage site and review all associated records to establish
a complete scope of work and cost estimate.

» Once completed, the Specialist’s will submit the PWs to the PAC for approval and
obligation. No validation process is necessary on these PWs since the Specialist has
already visited the site and reviewed the documentation.

9 9570.5 SOP - Project Formulation






Creating A Project Project Formulation

CREATING A PROJECT

A project is a logical method of performing work required as a result of the declared event.
Projects may consist of one damage site or may be made up of several sites. This offers
flexibility in organizing and managing work around the applicant’s needs.

» The applicant, in coordination with the PAC, will combine various recovery efforts into work
projects. The projects should be formulated to meet the recovery needs of the applicant.

» Multiple damage sites and eligible work may be combined into a single project for a variety
of justifiable reasons. Any reasonable method of managing the projects may be selected.
(Refer to Appendix D Project Formulation Job Aid.)

Applicants may use, but are not limited to, the following examples:

>

>

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

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

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

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

Jurisdiction — all work within a specific area such as a park may be a project or all
work within an administrative department of an applicant, such as the city police, fire,
and public works departments, may each be a project.

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

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

Special Considerations — a project may be grouped by special issues that might take
longer to resolve, such as environmental or historic concerns, or hazard mitigation
proposals.

11 9570.5 SOP - Project Formulation



Project Formulation Creating A Project

» Emergency Work and Permanent Work are the two major types of work used to
classify a project.

» Emergency Work Categories:

A - Debris Removal
B - Emergency Protective Measures

» Permanent Work Categories:

C — Road System

D — Water Control Facilities

E — Public Building and Equipment
F — Public Facilities

G - Parks, Recreational, and Other

More than one category of work may be combined in a single project if the combination is
practical and within the emergency or permanent work categories. Emergency work may be
combined with permanent work only when the emergency work is incidental to the
permanent repair.

* The applicant is encouraged to provide the scopes of work and cost estimates for small
projects whenever possible. Assistance will be provided for any applicant unable to develop
his/her own PWs.

e The applicant should not breakdown a logical large project into several small projects solely
for the purpose of receiving funding based on estimate.

9570.5 SOP - Project Formulation 12



Types Of Projects Project Formulation

TYPES OF PROJECTS

Formulated projects will result in one of four (4) types of projects with different funding
restrictions. The four types of projects are:

Small Projects

A small project is eligible work, either emergency or permanent, which has a cost estimate less
than the current threshold for large / small projects. This threshold changes every October 1%,
based on the consumer price index. For Federal fiscal year 1999 the threshold is $47,800. Note
that if numerous individual sites are combined in such a way that the cost estimate exceeds the
small project threshold, the project will be considered a large project. This is true even if all
individual sites within the project are damaged less than the large project threshold amount.

Funding for small projects is based on the approved estimate to complete the scope of work. If
the applicant discovers a significant cost overrun related to the actual cost to complete all
estimated small projects, then an appeal may be submitted for the additional funds within 60
days of completing the last small project.

Advantages

» Small projects are funded on estimates instead of incurred costs. This allows for faster
funding since the project can be funded prior to completion of the actual work.

» If the applicant is able to complete a small project under budget, the applicant may retain
the excess funds.

* Applicants may develop and complete their own PWs for small projects. This empowers
the applicant and should ensure that all eligible work and costs are listed to the
applicant’s work specifications.

Disadvantages

» Since funding of small projects is by estimate, if the applicant underestimates the cost,
the applicant is not funded for the total cost.

» The only way to receive additional funding for a small project, is for the
applicant to substantiate an over-run situation on all small projects, including
any under-runs that may have been realized.

» Ifan applicant wants to complete the PWs on their small projects, but are short-handed,
it may place a burden on the applicant’s resources.

13 9570.5 SOP - Project Formulation



Project Formulation Types Of Projects

Small Project with Special Considerations Issues

The decision to write separate PWs for Special Considerations (SC) issues or to combine them
with like work must also be considered when formulating small projects.

Advantage

» Combining Special Considerations with other work allows the applicant to maintain
normal records without having to separate parts of a work project.

Disadvantage

e If anindividual site listed on the PW requires more detailed review, it may hold up the
review and approval process for the other sites, delaying funding. Depending on the
issue, Special Considerations review could result in a delay of a few days (in most
cases) or a few months.

Large Projects

A large project is any eligible work with damage costs over $47,800 (fiscal year 1999). Large
projects are not only more costly but also typically more complex to manage than small ones.
The key to successful large project formulation is the Project Officer (PO), an individual trained
in developing the scope of work for a large project. A PO will be assigned to work with the
applicant and Liaison on each large project, helping to identify and evaluate all the work
activities associated with the project(s).

To facilitate the oversight of large projects, the PO will be able to call upon Specialists, with
expertise in a particular type of damage and repair, to assist when necessary. This specialized
expertise will expedite the development of the PW, review and approval process. Review of
Special Considerations items and project validation processes are built into the formulation
process for all large projects and are handled by the PO.

Large project funding is based on the Federal share of eligible costs. The applicant is reimbursed
for actual eligible expenses incurred. A cost-estimating tool, based on construction industry
estimating standards, may be used on large projects to prepare accurate estimates of repair costs
for permanent work, providing better budgeting of funds and improved project management.

Cost Estimating Format - The Cost Estimating Format (CEF) is a key tool used to estimate
the cost of large permanent work projects. The CEF is a forward-pricing methodology
developed by FEMA to more accurately estimate total project costs based on construction
industry standards. Eligible costs are reimbursed for actual incurred expenses and final costs are
reconciled based upon the under-run or over-run realized. By providing better up-front estimates
for work that has not been substantially completed, use of the CEF will minimize the possibility
of significant variances and allow you to budget project costs with greater confidence. The PO is
responsible for application of the CEF. (Refer to Appendix E CEF Standard Operating
Procedure.

9570.5 SOP - Project Formulation 14



Types Of Projects Project Formulation

Large Project Funding - Large Projects are funded using a final accounting of actual costs.
The steps for processing a large project are described below:

1.

An eligible scope of work and an initial estimate is prepared. FEMA approves funding using
the estimate and obligates the Federal share of the funds to the State.

As the project proceeds, the applicant may periodically request funds from the State to meet
expenses that have been incurred or that are expected to occur in the near future. In
anticipating the need for payments to contractors, the applicant should be aware of, and take
into account the time that the State process requires for approval of requests and
disbursement.

When the project is complete, the State determines the final cost of completing the work,
often performing inspections or audits to do so. The State then submits a report on the
completed project to FEMA, certifying that the applicant’s costs were incurred in the
completion of eligible work.

After reviewing the State’s report, FEMA may adjust (obligate/de-obligate) the amount of
the grant to reflect the actual cost of the work.

Advantages:

» Sites formulated into large projects are funded at actual cost to applicant, eliminating
the problem of over and under-runs.

» Several sites formulated to create a large project can reduce paperwork. This is
especially true when an applicant, such as a Department of Transportation, who might
have hundred of sites, can combine work by road, district, or type of repair, allowing
them to maintain just one bookkeeping file, and creating just one PW.

» The CEF tool, utilized only on large projects, provides more accurate project cost
estimates, reducing additional funding requests.

Disadvantages:

» Applicants can not receive the entire cost estimate on large projects prior to work
being completed. Applicants must submit actual costs to the State to receive
payment.

» Applicants are required to submit progress reports to the State on large projects until
the project is complete, causing additional paperwork for the applicant.

15 9570.5 SOP - Project Formulation
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Improved Projects

An improved project is any permanent restoration project (large or small) where the applicant
chooses to make improvements (not required by any applicable code, standard or hazard
mitigation measure) to the facility while making disaster repairs. Funding for improved projects
is limited to the approved Federal estimate to complete the eligible scope of work. The State
may approve an improved project, however FEMA must review the project for compliance with
the National Environmental Policy Act and other Special Considerations that apply. An example
of an improved project would be if a gravel road was damaged by a flood event and the applicant
decided to lay asphalt in lieu of gravel. In this example, FEMA funding would be limited to the
costs associated with placement of gravel. Additional costs associated with the improvement
(placement of asphalt) would be the responsibility of the applicant.

Advantage:

* An applicant may use other sources of funding to perform improvements to a facility,
while still receiving FEMA funds for the eligible work to restore the facility to its
pre-disaster design.

Disadvantages:

» If the improved portion of the project includes Special Considerations issues,
particularly environmental or historic issues, the entire project must undergo Special
Considerations review. Funding approval may be delayed pending review.

» If the improved project involves a new facility, Section 406 Hazard Mitigation
funding may not be applied to the project.

Alternate Projects

An alternate project is any permanent restoration project (large or small) where the applicant
chooses to abandon the facility rather than make disaster repairs. Possible alternate projects
include repair or expansion of other public facilities, construction of new public facilities,
purchase of capital equipment, and funding of hazard mitigation measures. Alternate projects
are eligible for 90% of the Federal share of the costs that would be associated with repairing the
damaged facility to its pre-disaster design, or the actual costs of completing the alternate project,
whichever is less. FEMA must approve all alternate projects.

Advantage:

» Provides the flexibility to use funds for public benefits to work on another facility
when the function of the damaged facility is no longer needed.

Disadvantages:

» Eligible funding is reduced to 90% of the Federal share.
» 406 Hazard Mitigation funds cannot be applied to an alternate project.

» The applicant must abandon the function of the original site.

9570.5 SOP - Project Formulation 16



Completing A Project Worksheet Project Formulation

COMPLETING A PROJECT WORKSHEET

General

A PW is the form used by FEMA and the applicant to document a work project. This form
supplies FEMA with the information necessary to approve the scope of work and itemized cost
estimate prior to funding. Each project must be documented on a separate PW. The approved
PW will then be the basis for funding under the Public Assistance Program.

A project is a logical grouping of work required as a result of the declared event. More than one
damage site may be included in a project, however, only one project may be listed on a PW.

A copy of the PW is included in this section. The reverse side of the worksheet, also included in
this section, provides general instructions for completing the form. Additional forms used for
worksheet continuation sheets, maps and sketches, and photographs are provided in Appendix E.
All PW forms are available through the FEMA Web site located at:
http://www.fema.gov/r-n-r/appfrm21.htm.

Declaration Number

Indicate the disaster declaration number as established by FEMA. For example, FEMA-1136-
DR-TN.

Project Number

Indicate the project designation number established to track the project. The applicant may
number their small projects in sequential order. When a PW is input into the FEMA database
system (NEMIS), a new number may be assigned to the project. The FEMA Public Assistance
Coordinator will provide the applicant with a listing of the FEMA generated numbering system
relative to the numbering identified by the applicant.

FIPS Number

Indicate the applicant’s Federal Identification Processing System (FIPS) number.

Date
Indicate the date the PW was prepared.
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Category

Indicate the category of the project according to the FEMA specified work categories. If a
project includes work within more than one category, the primary work category should be used.

Applicant

Name of the governmental or other legal entity to which the funds will be awarded.

County

Name of the county where the damage is located. If located in multiple counties, indicate Multi-
County. Additional backup documentation should be maintained by the applicant to specifically
identify the individual counties.

Project Description

The Project Description section of the PW describes the facility, location, its pre-disaster
function and condition, and the disaster-related damage. From that information, the scope of
work is developed describing in detail the work necessary to return the facility to its pre-disaster
design. The damage description and scope of work should be listed in the areas provided on the
PW. For a complete, accurate and itemized damage description and scope of work, the applicant
or Specialist will need to:

» Describe the pre-disaster facility, function, and location (including Latitude/Longitude when
known).

» Describe the disaster-related damage to the facility.
» Describe the repairs necessary to repair the facility to its pre-disaster design (scope of work).
» Describe any Special Considerations.

» Describe any change in the pre-disaster design of the facility that is required by codes and
standards.

* Inthe case of multiple sites being combined to form one project, location, dimension,
damage description, and scope of work are needed for each site.

Project Location

The exact location of the damaged facility must be described. This information should be
specific enough to enable field personnel to easily locate the facility if a site visit is necessary.
Providing latitude/longitude coordinates will facilitate locating and mapping of projects and
should be included whenever possible.
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When a project combines several damage sites, the PW should provide sufficient information to
identify specific locations for each individual site.

The following are examples of possible location descriptions for different types of facilities:

Building(s)

« Provide the address to include street name and community (e.g., 1235 Ashnut Lane,
Reston, VA)

« For a group of buildings within a complex, identify the name and primary address of the
complex/campus and individual buildings or damage sites (e.g., Administration Building,
Gymnasium, Entrance Road at Clark High School, 22 Main Street, Middleburg, VT).

Street, road or bridge

- Name the intersecting street boundaries, where applicable (e.g., Main Street between EIm
and Third Streets)

- When combining damage sites, specific individual site locations should be documented
on the PW and maintained with the applicant’s records.

« Provide other information that documents the exact location of the facility (e.g., Miller
Avenue Bridge, 1/3 mile north of City limit, mile marker #24)

- Arrural road should be identified by township, range, section and road number (e.g., T7S,
R14W, Sec. 28, TR 108)

Water or sewer line

Identify the closest street address along with the proximity of the line to that location
(e.g., Sewer - 201 N. Cedar Street, on West side of street at alley)

Description of Damage (including dimensions and quantities)

The damage must be described in terms of the facility, features, or items requiring repair. When
multiple sites are included on one PW, specific quantities of each damage site must be provided.

Note the differences in the damage descriptions in the examples below:

Example 1:

Incomplete: Two classroom buildings sustained water damage.

Complete: Floodwater inundated two classroom buildings to a depth of two feet,
damaging drywall, tile flooring, and books in all rooms.
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Example 2:
Incomplete: Floodwaters caused damage to the entrance road.

Complete: Floodwaters undermined a 20 ft. X 10 ft. section of the entrance road. This
caused the asphalt surface and gravel sub-base to settle over a 200 sq. ft. area, resulting in
broken asphalt and compromised sub-base requiring complete replacement.

For multiple sites: Floodwaters undermined six sections of campus roadway. This
caused the asphalt surface and gravel sub-base to settle over a total 842 sq. ft. area (Site 1
— 132 sq. ft.; Site 2 — 184 sq. ft.; Site 3 — 156 sq. ft., Site 4 — 170 sq. ft., Site 5 - 116 sq.
ft., Site 6 — 84 sq. ft.), resulting in broken asphalt and compromised sub-base requiring
complete replacement.

All damaged elements of a facility must be clearly defined in quantitative terms with physical
dimensions (i.e., 800’L x 16’W x 4”H, aggregate surface). Without appropriate dimensions,
proper estimates of material quantities and costs cannot be developed. Note the differences in
the dimensions defined in the examples below:

Example 1:

Incomplete: High winds and hail destroyed a wooden storage shed.
Complete: High winds and hail destroyed a 20°L x 20°W x 14’H wooden storage shed.

Example 2:

Incomplete: Floodwaters washed away a 20-foot section of earthen road
embankment.

Complete: Floodwaters washed away a 20°L x 5’W x 10’H section of earthen road
embankment.

Cause of Damage

The specific cause of damage must relate to the incident for which the disaster was declared. It
is important to completely describe the cause of damage because it can impact eligibility
determinations. For instance, damage from wind-driven rain may be covered by a general
insurance policy, but damage from floodwaters may require a flood insurance policy. The
difference could impact the insurance coverage reduction applied to the grant.

Damaged conditions must have been caused directly by the disaster. Widespread alligator
cracking is not normally eligible for repair because it generally indicates a lack of maintenance,
and thus represents a pre-disaster condition. However, cracking in specific areas due to
settlement from soils saturated by floodwaters is eligible for repair.
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Description of Eligible Work

The scope of work necessary to repair the damage must be completely described and correspond
directly to the cause of damage. The work should be specified with quantifiable (length, width,
height, depth, capacity) and be in descriptive (brick, wood, asphalt, timber deck bridge) terms.
The scope of work should not be described only as “restore to pre-disaster design.” If part of the
work is completed prior to project approval, the actual work that was performed should be
distinguished from the work remaining. See the examples below:

Example 1:

Incomplete: 100°L x 75’W section of gym floor sustained water damage when facility
was inundated with 6° of floodwater. Restore to pre-disaster design.

Complete: 100°L x 75’W section of gym floor sustained water damage when the
facility was inundated with 6’ of floodwater. Sand and refinish 100°L x 75°W x 0.75”D
damaged area; re-paint lines for basketball court (100 sq. ft. of surface area).

Example 2:

Incomplete: High winds toppled and destroyed six 40’H power poles and one
transformer. Connecting wires were knocked down along a 0.25-mile stretch of River
Road, but were not broken. Replace the damaged parts in the system.

Complete: High winds toppled and destroyed six 40’H power poles and one (12 KVa)
transformer. Connecting wires were knocked down along a 0.25-mile stretch of River
Road, but were not broken. Remove and dispose destroyed power poles and transformer.
Replace six 40’H power poles and one (12 KVa) transformer. Restring all connecting
wires.

Special Issues

FEMA uses the term Special Considerations to describe issues other than program eligibility that
could affect the scope of work and funding for a project. These issues include insurance, hazard
mitigation measures, and compliance with other Federal laws and regulations, such as those
pertaining to protection of the environment and historic preservation. The key to expedited
project review and approval is early identification of these issues.

The Special Considerations Questions as provided on the next page, aids the applicant and
FEMA in identifying Special Considerations. Any identified Special Considerations issues
associated with each project should be noted and included on the PW. A copy of this completed
form should be kept with the other documentation on a project to show that these regulatory
issues were considered. It is not necessary for the applicant to perform extensive research in
order to answer these questions. It is more important that any considerations simply be noted on
the PW, thus alerting the PAC early on in the process.
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In addition to the Special Considerations Questions, the PW includes four basic questions
intended to alert FEMA that a project requires further review. These questions, listed below,
must be answered as yes or no.

» Does the Scope of Work change the pre-disaster conditions of the site?
» Special Considerations issues included?

» Hazard Mitigation proposal included?

» Is there insurance coverage on this facility?

» Projects with identified Special Considerations concerns should be submitted as soon as
possible, since these projects will need to be reviewed by Specialists prior to project approval
and funding.

» Any other information that is pertinent to the scope of work, including upgrades due to codes
and standards or pre-disaster damage or maintenance problems should be documented.

» A separate paragraph within the scope of work should be used to describe any proposed
changes to the pre-disaster design of the facility. Hazard mitigation, an improved project, an
alternate project, or applicable codes and standards may result in a change to the pre-disaster
design of the facility.
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Special Considerations Form

FEDERAL EMERGENCY MANAGEMENT AGENCY

SPECIAL CONSIDERATIONS QUESTIONS

APPLICANT PA ID NO.

PROJECT NAME PROJECT NO. LOCATION

or each project.

. Does the damaged facility or item of work have insurance and/or is it an insurable risk? (e.g., buildings, equipment, vehicles, etc.)

|:| Yes [:l No [:| Unsure Comments

. Is the damaged facility located within a floodplain or coastal high hazard area/or does it have an impact on a floodplain or wetland?

D Yes D No [:l Unsure Comments

. |s the damaged facility or item of work located within or adjacent to a Coastal Barrier Resource System Unit or an Otherwise
Protected Area?

|:| Yes D No D Unsure Comments

. Will the proposed facility repairs/reconstruction change the pre-disaster condition? (e.g., footprint, material, location, capacity, use or function)

|:| Yes D No D Unsure Comments

. Does the applicant have a hazard mitigation proposal or would the applicant like technical assistance for a hazard mitigation proposal?

|:| Yes EI No D Unsure Comments

. Is the damaged facility on the National Register of Historic Places or the state historic listing? Is it older than 50 years? Are there
other, similar buildings near the site?

D Yes D No D Unsure Comments

. Are there any pristine or undisturbed areas on, or near, the project site? Are there large tracts of forestland?

|:| Yes [:l No [:| Unsure Comments

. Are there any hazardous materials at or adjacent to the damaged facility and/or item of work?

D Yes l:] No D Unsure Comments

. Are there any other environmental or controversial issues associated with the damaged facility and/or item of work?

|:| Yes [:I No [:| Unsure Comments

FEMA Form 80-120, NOV 98

23 9570.5 SOP - Project Formulation



Project Formulation Completing A Project Worksheet

Examnle of a completed Project Description:

Damaged Facility - Township Road 415 is an 18-foot wide gravel road with a
uniform surface course consisting of 2 inches of crushed limestone aggregate.

Work Complete as of 02/17/98: 10%

Location — The road was damaged at the crossing of Mill Creek approximately 2.5
miles south of the intersection of Township Road 415 and State Route 5 in Jones
Township, Wayne County.

Latitude 26° 75.21 Longitude 95°20.09

Damage Description & Dimensions — Floodwaters from Mill Creek destroyed a 24’
section of 48” @ CMP culvert and rock slope protection around both ends of the
culvert. Floodwaters also washed out the road around the culvert for a distance of 20
LF across the entire width of the road for a width of 20 LF. These damages include
the 8-foot high road embankment, 6-inches of aggregate base course, and 2 inches of
limestone aggregate surface course. Site clean up and closure of the road work
activities have been completed at this site.

Scope of Work — Restore washout site by placing 24’ of 48” ¢ CMP culvert, 197 tons
of compacted unclassified fill, 12 tons of aggregate base course and 4 tons of crushed
limestone aggregate surface course. Place 7 tons of rock slope protection around the
culvert at the upstream and downstream road embankment, for a total of 14 tons.

Hazard mitigation: Replace the destroyed 48” ¢ CMP culvert with a 60” ¢ CMP
culvert to increase the capacity of the culvert.
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COST ESTIMATE

The Cost Estimate is the estimated cost of repair for the damages described in the Project
Description. For work that has already been completed at the time of project formulation, actual
costs will be used.

There are many methods of estimating uncompleted work, from professional estimating guides
such as R.S. Means, to time and materials estimation of a local force account crew. It is very
important to have the applicant use a method of estimating that they are familiar with and
understand. The applicant’s normal method of estimating maintenance and capital
improvement projects should be used whenever possible.

Common methods of estimating projects

» Time and materials estimate for the local force account work. This method may be used
on projects that will be completed by the applicant’s employees, using their own (or rented)
equipment and material purchased by the applicant (or from their stock on hand). This
method breaks costs down into labor, equipment and materials. Costs must be thoroughly
documented by payroll information, equipment logs or usage records, and other records, such
as materials invoices, receipts, payment vouchers, warrants, or work orders.

FEMA publishes a listing of equipment rates based on national data. These rates are
included with the FEMA cost code listing. FEMA equipment rates, however, do not include
operator costs. These costs will have to be computed separately. FEMA rates do not apply
to contracted or rental equipment, unless the equipment is rented from another public entity.
If the applicant has their own equipment rates approved under State guidelines, such rates are
eligible up to a rate of $75 per hour. Labor hours should be carefully matched with
equipment use hours to ensure consistency. Remember that equipment not in use is not an
eligible expense even if it is on-site.

FEMA provides an administrative allowance for subgrantee direct and indirect costs incurred
in requesting, obtaining, and administering public assistance. Funding of these costs is based
on a percentage of eligible disaster work funding (total project cost) and is automatically
processed when PWs are approved. These costs are not otherwise eligible as a line item on
the PW.

« Competitively bid contracts are used to summarize costs for work that the applicant
has obtained from an outside source. In general, contract costs are for work already
completed, but in some cases may outline work that is just beginning or still underway. If
work has not yet begun on a project, but a contract has been bid or let for the eligible work,
then the contract price can be used. Contracts may be:

Unit price - Contract for work done on an itemized basis with prices broken out per unit.

Lump sum -Contract for work within a prescribed boundary with a clearly defined scope and
a total price.

25 9570.5 SOP - Project Formulation



Project Formulation Cost Estimate

Cost-Plus-Fixed-Fee — Contract for work done on a lump sum or unit price contract with a
fixed contractor fee added into the price.

Time and materials contracts should be avoided. They are sometimes used immediately
after the disaster incident has occurred when a clear scope of work cannot be developed.
Careful documentation of contractor expenses, and a cost ceiling or “not to exceed” provision
should be included in the contract.

For example, Time-and-material contracts for debris should be limited to a maximum of 70
hours of actual debris clearance work and should be used only after all available local, tribal
and State government equipment has been committed. These contracts should be terminated
once the designated dollar ceiling or not-to-exceed number of hours is reached. On occasion,
they may be extended for a short period when absolutely necessary, for example, until Unit
Price contracts have been prepared and executed. If a time and materials contract has been
used, the applicant should contact the State to ensure proper guidelines are followed.

Cost Plus a Percentage of Cost and Percentage of Construction Cost Contracts — These
methods may not be used. Cost plus a percentage of cost contracts, percentage of
construction cost methods of contracting and contracts that are contingent upon
Federal assistance (called contingency contracts) is not eligible.
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Project Worksheet

FEDERAL EMERGENCY MANAGEMENT AGENCY 0O.M.B. No. 3067-0151
PROJECT WORKSHEET Expires April 30, 2001

PAPERWORK BURDEN DISCLOSURE NOTICE
Public reporting burden for this form is estimated to average 30 minutes. The burden estimate includes the time for reviewing
instructions, searching existing data sources, gathering and maintaining the needed data, and completing and submitting the forms.
You are not required to respond to this collection of information unless a valid OMB control number is displayed in the upper right
corner of the forms. Send comments regarding the accuracy of the burden estimate and any suggestions for reducing the burden to:
Information Collections Management, Federal Emergency Management Agency, 500 C Street, SW, Washington, DC 20472,
Paperwork Reduction Project (3067- 0151). NOTE: Do not send your completed form to this address.

DISASTER PROJECT NO. PA ID NO. DATE CATEGORY

FEMA-_______ -DR-
DAMAGED FACILITY WORK COMPLETE AS OF

APPLICANT COUNTY

LOCATION LATITUDE LONGITUDE

DAMAGE DESCRIPTION AND DIMENSIONS

SCOPE OF WORK

Does the Scope of Work change the pre-disaster conditions at the site? D Yes D No
Special Considerations issues included? E] Yes I:l No Hazard Mitigation proposal included? D Yes D No
Is there insurance coverage on this facility? |:| Yes El No

PROJECT COST

CODE NARRATIVE QUANTITY/UNIT UNIT PRICE

TOTAL COST P>

PREPARED BY:

FEMA Form 90-91, SEP 98 REPLACES ALL PREVIOUS EDITIONS.
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DOCUMENTATION

Documentation is the process of establishing and maintaining accurate records of events and
expenditures related to disaster recovery work. The applicant is responsible for maintaining all
documentation for a given project to the level necessary to support the eligibility for each item of
work reported on the PW.

The importance of the applicant maintaining a complete and accurate set of records for each
project cannot be overemphasized. Good record keeping facilitates the validation, approval, and
funding processes for all projects, as well as any potential State or Federal audits, or other
Federal program reviews. All documentation pertaining to a project should be filed together
with the corresponding PW and maintained by the applicant as the permanent record of the
project. These records become the basis for verification of the accuracy of claims in the
validation process and are used as source documents for appeals or audits.

An applicant may use his/her normal record system for documenting project costs, provided that
pertinent information can be readily assembled for validation or other reviews. Summary record
forms have been prepared by FEMA to aid an applicant in record keeping. Copies of these forms
are included in Appendix F, and are available from the FEMA Web site located at:
http://www.FEMA.gov/r-n-r/appfrm1.htm . Available forms include:

* Force Account Labor Summary Record

» Force Account Equipment Summary Record
» Material Summary Record

* Rented Equipment Summary Record

» Contract Work Summary Record

» Fringe Benefit Rate Sheet

In general, proper documentation includes the information necessary to confirm the damage
location, disaster-related damages, the requested scope of work, and all associated costs, as well
as documentation to support that any environmental or other Special Consideration issues have
been properly identified and reviewed. The following is a list of records applicable to typical
projects.

» Facility location, including applicable maps

» Facility description, pre-disaster design and condition
» Damage description and scope of work

» Completed Special Considerations Questions form

» Estimated and actual costs

» Contracts or contractor bids

» Force account labor

» Force account equipment

* Rented equipment

» Materials and purchases

» Photographs of damage, work underway, work completed
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* I