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Introduction
When we think of disasters, we often think about those first few moments during and immediately after
the incident when first responders arrive on the scene. Those are critical moments when we must think
quickly in order to save lives and property. We think about how we protect ourselves and our loved ones.
Actions taken to recover from the disaster are also critically important. During the days, months, and
sometimes years after the disaster, the focus is on recovery. Being prepared for recovery will make the
process more workable and more understandable. How do you take the actions necessary to make your
organization recover? What are the first steps? What resources are available?
There are a variety of programs including insurance coverage, Small Business Administration Loans, and
possibly being reimbursed for some costs to recover by the Federal Emergency Management
Administration (FEMA). This handbook focuses on how to prepare, what to expect, and what your
organization can do now — before the disaster — to make the FEMA Public Assistance program work for
your agency.

Steps in the Recovery Process
Following a disaster, eligible applicants report preliminary damage
assessments to Jefferson County Department of Emergency
Management
With a preliminary damage assessment Jefferson County Board of County
Commissioners issue a Declaration of Disaster
The preliminary damage assessment and the Declaration of Disaster are
forwarded to the State of Washington
Based on the level of damage throughout the State, and if compiled
damage estimates exceed established monetary thresholds, the
Governor makes a Disaster Declaration
The Governor’s Disaster Declaration is forwarded to the Office of the
President of the United States
The President reviews the level of damage and signs a Presidential
Disaster Declaration
The Federal Emergency Management Agency (FEMA) becomes authorized
to respond to the emergency and to assess the damage.
After reviews and consultation with FEMA , a determination is made about
what monetary assistance can be provided.
While reviews are being processed, local and State governmental officials
should not delay in taking necessary response and recovery actions.
Actions should not be dependent upon whether or not there will be
Federal assistance.

Eligibility
Eligible applicants under the Public Assistance program include:
1. State Government Agencies
2. Local Governments and Special Districts. Any county, city, village, town, district, or other political
subdivision of any State, any rural community, unincorporated town or village, or other public entity
for which an application for assistance is made by a State or a political subdivision of the State. Other
State and local political subdivisions may be eligible if they are formed in accordance with State law
as a separate entity and have taxing authority. These include, but are not limited to, school districts,
irrigation districts, fire districts, and utility districts.
3. Private Non-Profit Organizations . Private Nonprofit organizations or institutions that own or operate
facilities that are open to the general public and that provide certain services otherwise performed by
a government agency. These services include:
Education: Colleges and universities, parochial and other private schools
Utility Systems: Energy, communication, water supply, sewage collection and treatment, or other
similar public service facilities.
Emergency: Fire protection, ambulance, rescue, and similar emergency services.
Medical: Hospital, outpatient facility, rehabilitation facility, or facility for long-term care for mental or
physical injury or disease.
Custodial Care: Homes for the elderly and similar facilities that provide institutional care for persons
who require close supervision, but do not require day-to-day medical care.
Other Essential Governmental Services: Museums, zoos, community centers, libraries, homeless
shelters, senior citizen centers, rehabilitation facilities, shelter workshops and facilities that
provide health and safety services of a governmental nature. Health and safety services are
essential services that are commonly provided by all local governments and directly affect the
health and safety of individuals. Low-income housing, alcohol and drug rehabilitation, programs
for battered spouses, transportation to medical facilities, and food programs are examples of
health services.
4. Federally recognized Native American Indian Tribes, Alaskan Native Tribal Governments,
Alaskan Native village organizations or authorized tribal organizations and Alaskan Native
village organizations. This does not include Alaska Native Corporations, which are owned by private
individuals.

What Work is Eligible?
To be eligible for FEMA funding, the work must:
Be required as the direct result of a Presidentially declared disaster;
Be performed at a facility that was in active use at the time of the disaster;
Occur within the designated disaster area; and
Be the legal responsibility of the applicant at the time of the disaster.

FEMA will not provide assistance when another Federal agency has specific authority to restore or repair
facilities damaged by a major disaster. Work that is eligible must be classified as either emergency or
permanent work.
Emergency work:
- Category A: Debris Removal — Clearance of trees and woody debris, certain
building wreckage; damaged / destroyed building contents; sand, mud, silt, and gravel; vehicles and
other disaster-related material deposited on public, and in very limited cases, private property.
- Category B: Emergency Protective Measures — Measures taken before, during, and
after a disaster to eliminate / reduce an immediate threat to life, public health or safety, or to
eliminate / reduce an immediate threat of significant damage to improved public and private property
through cost-effective measures.
Permanent Work: Facilities will be restored on the basis of design, capacity, and function of such
facilities as they existed immediately prior to the disaster. Restoration costs will be based on
applicable standards and codes at the time of the disaster.
- Category C: Roads and Bridges — Repair of roads, bridges, and associated
features such as shoulders, ditches, culverts, lighting, and signs.
- Category D: Water Control Facilities — Repair of drainage channels, pumping
facilities, and some irrigation facilities. Repair of levees, dams, and flood control channels fall under
Category D, but the eligibility of these facilities is restricted
- Category E: Buildings and Equipment — Repair or replacement of buildings,
including their contents and systems; heavy equipment and vehicles
- Category F: Utilities — Repair of water treatment and delivery systems; power
generation facilities and distribution facilities; sewage collection and treatment facilities; and
communications.
- Category G: Parks, Recreational Facilities, and Other Facilities: Repair and
restoration of parks, playgrounds, pools, cemeteries, mass transit facilities, and beaches. This
category also is used for any work or facility that cannot be characterized adequately by Categories
A—F.
In addition, hazard mitigation measures that are cost-effective may be required by FEMA. Any such
measures placed on applicants by FEMA will be eligible for reimbursement.

Eligible Reimbursements
Reimbursement for work depends on accurate records of eligible work
done at reasonable cost. Compliance with federal, state, and local laws
and regulations is imperative. To be eligible for reimbursement, costs
must:
Be reasonable and necessary to accomplish eligible work;
Comply with federal state, and local laws and regulations with
regard to procurement methodology;
Include deductions of insurance proceeds, salvage value, and
purchase discounts, and;
Not be eligible for reimbursement under other State and Federal
Programs.
Reimbursement of salaries and wages (including regular time, overtime,
fringe benefits, and compensatory time) of employees will be paid on
eligible disaster work. For the Category of Emergency Work, only
overtime pay of regular permanent employees is eligible. Straight time
and overtime costs are eligible for non-budgeted employees.
Reimbursement for equipment used on eligible disaster-related work is
based on the FEMA rate schedule or the applicant’s established rates,
whichever is lower, unless the applicant’s rates are considerably lower
and the applicant certifies that rates do not reflect actual costs. Stand by
and idle time costs for equipment are not eligible.
Reimbursement for costs of materials and supplies used in eligible
disaster-related work is eligible.
Documentation of repair versus replacement decisions is critical to being
reimbursed at the appropriate amount. Generally, if a repair costs less
than 50% of the cost to replace an item, the applicant is required to repair
rather than to replace. However, this rule does not apply in all instances.
Clarification of issues such as this should always be coordinated with the
FEMA Public Assistance Coordinator.
Records documenting hours worked by each employee, the tasks
performed and equipment utilized must be extensive and detailed. Page
17 of this overview has a sample form which you may choose to adapt
for your organization’s use. Documentation does not guarantee
reimbursement. Lack of documentation guarantees that reimbursement
will be denied.
It is also important that each applicant understand the Public Assistance
Grant process in order to be able to meet deadlines for submission and
understand the responsibilities in each stage of the process.

Public Assistance Vocabulary & Guidelines
Applicant Briefing: One of the first meetings in the process where applicants meet with State and
County Officials to receive information about available funding and eligibility requirements.
Cost Codes: FEMA maintains a national unit price listing called Cost Codes that is updated and revised
to conform with geographical and disaster-specific needs.
Cost Plus Fixed Fee Contract: Either a lump sum or unit price contract with a fixed contractor fee
added into the price.
Cost Share: While the cost share is subject to change depending on the severity of the disaster, the
minimum Federal cost share is 75% of eligible costs. The State grantee determines the distribution of the
non-Federal share.
Disaster Declaration: There are three “declarations” starting at the County level, on to the State
Declaration, and the Presidential Declaration. It is the Presidential Major Disaster Declaration which
triggers FEMA’s involvement and potential assistance. The President can declare a Disaster Declaration
when he/she believes damage is of such severity and magnitude that it is beyond the combined
capabilities of State and local governments and disaster relief organizations to respond.
Debris Clearance: Debris clearance on public roads and streets including rights-of-way, public waters,
and public or private property when it is necessary to eliminate threats to life, public health and safety, or
threats of further damage to improved property, clearance of the entire lot, except for areas used for
crops and livestock, is eligible. (Category A)
Donated Resources: Includes volunteer labor, donated equipment and donated materials. Are eligible
to offset the State and local portion of the cost share for emergency work (Categories A & B). Donated
resources must apply to actual emergency work. Services must be documented including hours /
materials donated, and a description of the work.
Emergency Declaration: When the President determines Federal assistance is needed to supplement
State and local efforts and capabilities to save lives and to protect property and public health and safety,
or to lessen or avert the threat of a catastrophe in any part of the United States
Emergency Work: Emergency work is that work which is done during the duration and immediately
following the event of the emergency to save lives, protect and preserve property, public health and
safety, and to provide temporary facilities to restore essential public services. Emergency Work involves
life sustaining or life protecting actions. There are two Emergency Work categories: Debris Clearance
and Protective Measures.
FEMA Rates: FEMA maintains a national schedule of equipment rates for the operating costs associated
with force account equipment.
Force Account Work: Work done by an applicant’s own labor force, consisting of its regular and
temporary employees.
Grantee: The Grantee is the State government, and in some cases, an Indian Tribal government to
which the grant is awarded.
Kickoff Meeting: A Public Assistance Coordinator (PAC) will meet with each applicant to provide
technical assistance, discuss eligibility requirements, and assist with project formulation.

Large Projects: Large projects are defined as those with an estimated cost of more than amount
adjusted annually to reflect changes in the Consumer Price Index. For instance, in 2012, a project was
considered “Large” if it estimated cost was greater than $66,400. Large projects can be paid
incrementally through progress payments or the federal and state shares of the project may be paid after
work is completed and costs have been certified. Payment of the federal and state shares will be based
on the amount approved by FEMA for that particular project.
Local Rates: Applicants using rates developed by a local government n their normal day-to-day
operations may claim reimbursement based either on the local rates or the FEMA national schedule,
whichever is lower. If the local rate is lower but the applicant certifies that the local rate does not reflect
actual costs, the FEMA rate may be used.
Lump Sum Contract: Contract for work within a prescribed boundary with a clearly defined scope and a
total price. (Accepted contract under Public Assistance)
Mutual Aid Agreement: An agreement between jurisdictions or agencies to provide services across
boundaries in the event of an emergency or major disaster. FEMA will reimburse mutual aid costs for
emergency work provided that: aid received was charged for; payment is not contingent on receipt of
federal funding; receiving entity has documentation of work accomplished; costs are reasonable; the aid
was requested; and the work provided was eligible under the Public Assistance program.
Permanent Work: Work required to restore a damaged facility to its pre-disaster design and use. The
five Permanent Work Categories are identified as C: Road Systems; D: Water control facilities; E: Public
Building and Equipment; F: Public Utility systems; G: Parks and other.
Pre-Disaster Design, Function and Capacity: The size and capacity of a facility as it existed
immediately prior to the disaster. Two caveats exist however: 1. Restoration will only be eligible to the
extent necessary to restore the immediate pre-disaster use or the pre-disaster design, whichever costs
less. 2. If the facility was inactive at the time of the disaster, restoration will not be eligible unless it was
only temporarily inoperative for repairs / remodel; the facility was temporarily unoccupied for a short time
between tenants; use by the applicant was established in an approved budget; there is demonstrable
intention that the facility was going to be used again with a reasonable period of time.
Preliminary Damage Assessment (PDA): A joint venture of FEMA, State and applicants to document
the impact and magnitude of the disaster on individuals, families, businesses, and public property to
gather information for disaster management purposes. The Governor uses the PDAs submitted from
affected areas to determine whether Federal assistance should be requested. The PDA forms the basis
for disaster declaration.
Private Nonprofit Facility (PNP) — Critical Services: An eligible PNP that supplies Critical Services
may apply directly to FEMA for public assistance funding for both emergency and permanent work.
Critical services include: Power, Water, Sewer and Wastewater, Communications, Education,
Emergency Medical Care, and Fire Protection / Emergency Services. Eligible PNP facilities that do not
provide critical services must first apply for a loan from the Small Business Administration (SBA) for
permanent work assistance.
Protective Measures: Protective measures taken to protect life, public health and safety, and improved
property are eligible. Costs of security, barricading, sandbagging, and search and rescue operations will
often be considered eligible expenses. Usually the work must have been done following the onset of the
emergency condition to be considered eligible.

Parks and Other (Category G): Includes recreation facilities and fish hatcheries. Tree replacement is
not eligible.
Public Assistance Coordinator (PAC): A FEMA customer service manager who works with applicants
to ensure that all Public Assistance grants are processed as quickly and efficiently as possible.
Public Building and Equipment (Category E): Includes supplies and inventory, vehicles, equipment,
non-road transportation systems, and education facilities.
Public Utility Systems (Category F): Includes potable water, storm water drainage, sanitary sewage,
natural gas, and power systems.
Reasonable Cost: A cost is reasonable if it does not exceed that which would be incurred by a prudent
person under the circumstances prevailing at the time the decision was made to incur the cost.
Reasonable costs can be established by: Historic documentation for similar work; average costs for
similar work in the area; published unit costs from national cost estimating databases; FEMA cost codes,
equipment rates, and design service curves.
Repair or Replacement: Generally, if:
Repair Cost / Replacement Cost = < 50%, THEN only the repair cost is eligible. IF it is > 50%, then
the replacement cost is eligible
Road Systems (Category C): Includes roads, bridges, traffic control devices, sidewalks, and culverts.
Small Projects: Small projects are defined as projects with an estimated costs of less than an amount
adjusted annually to reflect changes in the Consumer Price Index. For instance, in 2011 projects costing
less than $64,200 were classified as small projects. For small projects, the federal and state share of the
costs are paid up front based on an estimated approved by FEMA.
Stafford Act: The Robert T. Stafford Disaster Relief and Emergency Assistance Act, Public Law 93-288,
as amended, is the authorization for federal assistance to supplement the efforts of states to assist local
government, state agencies, and Indian tribes after natural or technological hazard disasters, if the
situation meets the criteria for a Presidential declaration.
State Rate: Applicants using equipment rates established under State guidelines in their normal day-today operations may claim State rates for rates up to $75 per hour upon FEMA approval of the cost
development methodology.
Time and Materials Contract: This type should be avoided!! Time and materials may be allowed for
work that is necessary immediately after the incident when a clear scope of work cannot be
developed and the work will not exceed 70 hours.
Unit Price Contract: Contract for work done on an item-by-item basis with cost determined by unit.
Water Control Facilities (Category D): Includes dikes, levees, dams, drainage channels, and irrigation
systems. Levees and dikes that come under the authority of the U.S. Army Corps of Engineers or the
Natural Resource Conservation Service (NRCS) are not eligible for assistance under this program.

The Public Assistance Grant Process begins with the Disaster Event and ends with an official close out of
the process:

Preparing for Recovery—Things to Do Before the Incident

1. Designate individuals within your agency to be points of contact for Public Assistance. Do this before
the incident! A template for the Applicant Agent’s Resolution is shown on the next page.
2. Become familiar with the Preliminary Damage Assessment forms. Familiarity with them now could
make the days after the incident a bit less chaotic. Copies of these forms can be downloaded at:
http://www.emd.wa.gov/disaster/disaster_forms.shtml. A sample is included on page 14.
3. Take time to pencil in the general information about your agency / facilities on the forms. Information
including Tax ID Numbers, UBI numbers, location, etc. can be penciled in now.
4. Take photos of your facilities as they exist today and store them offsite. Be sure that others in your
organization know where the photos may be accessed. As changes are made to your buildings /
facilities, update your photos. If you use a camera which automatically puts a date on the photo,
make sure that the date is accurate.
5. Applicants should understand the claim process and be very familiar with contract procurement
documentation requirements.
Avoid using time and material contracts if possible. Use of these could result in loss of funding
Applicants must provide a written statement of how contractors were selected, copies of
contracts, etc. Contractor selection statements and contract templates can be prepared in
advance of the incident
5. Make a copy of the labor contract cover sheet and applicable pages for overtime and meal policy.
6. Review the regular and overtime labor cost benefit sheet annually. Be sure the calculation does not
include non-eligible administrative items such as training. Calculate benefits for part time or
temporary employees. Claim submission must identify temporary, part time, salaried, or reassigned
employees.
7. Prepare and update a list of force account equipment with vehicle numbers, horsepower, GVW and
equipment data.
8. Prepare a statement which describes how you track force account equipment costs. Describe how and
where mileage is recorded and how drivers are associated with vehicles.
9. Have insurance policies available. Be familiar with deductibles, etc.
10. Prepare a plan to document all eligible work, including instructions for data collection (i.e.
documenting equipment and supplies used, employees work hours, volunteer hours, etc).
11. Prepare a statement ahead of time which can be issued to contractors and employees indicating that
all receipts they plan to submit must be itemized and have company and individual names attached.
12. Develop a plan for assessing damage. For instance, who will be responsible for assessing damage.
Who will be responsible for reporting damage? Are there other agencies upon whom you will rely for
damage assessment? Does the other agency know they are part of your plan?

SAMPLE TEMPLATE
Note: a letter may substituted for the Designation Resolution. The letter should be from the chief executive officer of the agency, i.e. Mayor, City Manager,
etc. One may NOT appoint oneself as the applicant agent

Governing body = council,
commissioners, board of directors, etc

Public Agency = name of the applicant
entity=county, city , fire district, etc

Must have signatures of majority of voting
members of the governing body. Titles
may be typed

Certification must be signed by clerk of the
governing body. Signed resolution may be
photocopied, but the Certification must have
original signature of the signer.

Descriptions & Documentation

Documentation of projects and damage does not guarantee that costs for equipment, time, or materials
utilized on the project will be reimbursed by FEMA. No documentation (or poor documentation) does
guarantee, however, that reimbursement by FEMA will not happen.
Descriptions Impact to Jurisdiction: A brief description of the damage is highly recommended. For
example, “Jones Library, a one-story, steel framed, aluminum siding building located at 123 Main Street”.
The description of the damage should include details like this: “The floodwaters and floating debris
demolished the reference library which serves 20,000 people. The reference library, 20 x 30 feet was
destroyed along with 300 books, and 10 cubic yards of sediment was deposited on the carpeted floor.
Five desktop computers and printers, communication lines, wireless modems, 8 tables, and 4 desks were
destroyed by floodwaters, etc. etc”
Location: Be specific with an address, cross streets, and/or latitude / longitude. If damage covers more
than one facility on the property, identify it as descriptively as possible. For example, “High School
gymnasium, three adjacent classrooms # 1, 2, & 3 on Woodstone High School Campus, located at 145
Springfield Drive, AnyCity, WA, 98000. The High School has 300 students from BigCounty, WA.”
Cost Reimbursement Documentation: FEMA forms are available to help document utilization of
personnel and equipment. You may use your own forms, but take a few moments before the incident to
ensure they capture the information needed by FEMA Take a few moments to become familiar with the
information required on each form. Note that these are examples of only two of the required forms.
Other forms pertain to: Benefits Calculation; Rented Equipment; Materials; and Contract Work.
These forms are available online through FEMA or can be obtained from Jefferson County Department of
Emergency Management.
Force Account Employee Information: Include the following: (See example of FEMA Form
90-123 on opposite page)
Name of employee
Description of work performed
Status of employee (i.e. seasonal, temporary, permanent, etc, )
Hours worked each day (include start and end times; description of job performed; where
the job was performed

Force Account Equipment Record: (See example of FEMA Form 90-127 on opposite page)
Equipment used (Indicate size, capacity, horsepower, make and model as appropriate
Equipment code number
Hours equipment was used (date, start and end times)
Operator’s Name (Use the “payroll name”—not a nickname)

Special Considerations
In order to receive Federal funding for debris removal, activities must comply not only with FEMA Public
Assistance Regulations and Policies, but also with all Federal, State, and Local Environmental and
Historic Preservation laws. All laws, regulations, agencies, and appropriate contacts cannot possibly be
addressed in this overview. Agencies should take opportunities before the incident to become familiar
with the list of contacts which should be made prior to starting emergency work.
The “short list” of federal laws and regulations which must be considered by applicant agencies include:
(Note: This list is not all inclusive)
Clean Air Act
Clean Water Act
Floodplain & Wetlands (E.O. 11988 & 11990)
Resource Conservation and Recovery Act
Endangered Species Act
Environmental Justice (EO 12898)
Coastal Barrier Resources Act
National Environmental Policy Act
National Historic Preservation Act
Contract procurement must comply with 44 CFR Part 13.
In addition to Federal laws and regulations, State and local laws and regulations must also be addressed
as emergency work and permanent work projects are initiated.
Depending on the incident, the degree of damage, and the environmental implications of the incident and
emergency work, the following “short list” provides an indication of agencies which should be consulted /
notified. Again, this list is not all inclusive. The Department of Emergency Management and FEMA
representatives can assist in providing you contact information for the following agencies.
United States Corps of Engineers (USACE)
United States Fish and Wildlife Service (USFWS
Washington State Department of Ecology
Washington State Department of Fish and Wildlife
State Historic Preservation Office (SHPO)

Jefferson County Department of Emergency Management

The Jefferson County Department of Emergency Management is available to assist in developing a plan
for your agency and assist in drafting / implementing procedures. Recovery is just one of the four, interrelated principles of emergency management..
Being prepared for an emergency incident means being able to respond during the first few hours / days
and being resilient enough to recover. Part of being prepared is having an understanding of what it might
take to recover.
Jefferson County Department of Emergency Management will shift department staff resources to the
process of recovery as soon as response to the incident is underway. Staff will serve as facilitators
between your agency and FEMA. They are also available to assist if necessary, however, the
responsibility to identify damage and report it starts with the eligible organization / agency. The
responsibility to become familiar with the Public Assistance Program also rests with the eligible
organization.
If you would like to meet with Jefferson County Emergency Management about your plans and
procedures, please give us a call at 360-385-9368.

