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Lesson 3: Kickoff Meeting and Project Formulation

This lesson presents information about the Public Assistance Kickoff Meeting and Project Formulation.

After the disaster has been declared, one of the first Public Assistance activities to occur is the State-sponsored Applicants’ Briefing for those municipalities with damage that may be eligible for funding under FEMA’s Public Assistance Program. At this briefing, applicants receive and complete a Request for Public Assistance form. The form is submitted to the State and forwarded to FEMA. 

Upon receipt of the request form, the Public Assistance Officer will determine applicant eligibility and assign a Public Assistance Coordinator, or PAC. The PAC will schedule a Kickoff Meeting with the applicant and the State Applicant Liaison to discuss project formulation, documentation, funding, policies, and procedures.

YOU ARE NOW READY FOR KNOWLEDGE CHECK #1.

Knowledge Check #1

You will hear four statements made by Pete Smith, the Public Assistance Coordinator or PAC. Your task is to decide whether or not this statement would be made by a PAC at a Kickoff Meeting. Respond by answering WOULD or WOULD NOT.

Scenario 1 of 4

Let me introduce myself. I am Pete Smith, the PAC. You should be forewarned: I’ve been doing this for a long time and know every trick in the book. So don’t try any funny business.

You WOULD NOT hear this at a Kickoff Meeting. This meeting should be an opportunity for all of the parties to become acquainted and develop a good working relationship. This statement would not help foster a good working relationship.

Scenario 2 of 4

Our agenda today includes reviewing all of the steps in the PA process, the required documentation, funding, and eligibility policies. Let’s begin by discussing your immediate needs.

You WOULD hear this at a Kickoff Meeting. If you attended a Kickoff Meeting, the agenda would cover the items contained in this statement.

Scenario 3 of 4

I know we’ve covered a lot of ground today so I’m leaving behind some tools and job aids to help you out after I leave. And, don’t forget, I’m only a phone call away.

You WOULD hear at this at a Kickoff Meeting. There are numerous tools and guides that the PAC should provide to the applicant during the Kickoff Meeting. Many of these tools are available at FEMA’s Public Assistance Program Web site.

Scenario 4 of 4

Before we can proceed any further, we need to conduct a complete audit of your past financial records and internal control practices.

You WOULD NOT hear this at a Kickoff Meeting. The intent of this meeting is to ensure that the applicant has the information necessary to identify and complete its Public Assistance projects.

THIS IS THE END OF KNOWLEDGE CHECK #1.

SMALL AND LARGE PROJECTS

As mentioned in Lesson 1, projects are divided into two groups: small and large. This division is based on a dollar threshold. The dollar threshold is adjusted each fiscal year to account for inflation. A streamline process is used to ensure that small projects are processed efficiently.

The Project Worksheet is the primary form used to document the scope and cost estimate for a project. FEMA and/or the State can assist the applicant in completing these Project Worksheets. In the case of small projects, Project Worksheets are due 60 days after the Kickoff Meeting.

Project Formulation: Completing the Project Worksheet

Project Formulation begins during the Kickoff Meeting. Following this meeting, the applicant completes the Project Worksheet. Let’s discuss the Project Worksheet.

· The Project Worksheet must contain all pertinent project information, including the number of the disaster declaration, project description, and information on the applicant.

· The description of the damaged facility must include the type and function of the facility and its condition prior to the disaster.

· The Project Worksheet must also furnish the exact location of the damaged facility or area. 

· This includes latitude and longitude coordinates, if available. Detailed location information is especially important if the facility is in a rural area or if the disaster has decimated existing landmarks. 

· Location information may include a building’s address, detailed directions to find a road or bridge project, and other needed data such as the names of cross streets and exact mileage distances.

· Damage to the facility, its features, and the items that require repair must be described in quantitative terms that include physical dimensions. 

· The description must also provide details that relate the cause of the damage to the incident. A complete description of how the disaster caused the damage is important when considering eligibility. 

· For example, instead of saying “Flooding washed away a small shed,” the description should read “Floodwaters destroyed a 15-foot-high wooden storage shed with a metal roof and a base of 400 square feet.”

· The Project Worksheet must describe completely the scope of the work needed to repair the damage. 

· The scope of work must also show a direct correspondence between the cause of the damage and the repair. 

· If work has been completed, the Project Worksheet must distinguish between the work that has been performed and work that is yet to be completed.

· Incomplete or inaccurate scopes of work impede the funding process and could possibly result in a loss of funding in an audit situation, so make sure the description in the scope of work is accurate and complete. 

· For example, when describing the scope of work for replacing a damaged power line, instead of saying “Replace the damaged parts in the system,” the description should spell out the scope of work in more detail. Perhaps “Remove and dispose of destroyed power poles and transformer. Replace six 40-foot-high power poles and one KVA transformer with same. Restring all connecting wires.”

· When completing the Project Worksheet, the applicant must answer yes or no to questions regarding the scope of work and special considerations including hazard mitigation, insurance, environmental, and historical issues. 

· If the answer is yes to any of the questions, the issues will need to be resolved prior to funding. The PAC will forward copies of the worksheets to the appropriate special considerations staff, as needed.

· Project costs may be estimated in a number of ways. 

· Unit Prices: A unit price is an all-inclusive estimate. That is, it will contain the cost of labor, materials, equipment, and even profit and overhead. 

· Time and materials: This is done in cases of forced accounting when the work is completed by the applicant using his/her own personnel and equipment. 

· Contracts in which labor, equipment, and materials are provided by an outside source.

These are the key items that must be included on the Project Worksheet, but other information may be needed for the Worksheet to be complete and accurate. These may include information such as upgrades due to codes and standards. 

When Project Worksheets are complete, the applicant submits them to the PAC for review.

YOU ARE NOW READY FOR KNOWLEDGE CHECK #2.

Knowledge Check #2

You will now hear five excerpts or parts of a Project Worksheet. You need to decide if the information you hear is complete or incomplete. The correct response follows almost immediately so you may wish to pause to give yourself time to decide the correct answer.

Scenario 1 of 5

	Federal Emergency Management Agency

Project Worksheet
	O.M.B. No. 3067-0151

Expires April 30, 2001

	Location: Jones Township within Wayne County
	Latitude: 

62.885471
	Longitude:

-149.095545


This example is INCOMPLETE because the information in the location box that describes the damage should be more specific.

Scenario 2 of 5

	Federal Emergency Management Agency

Project Worksheet
	O.M.B. No. 3067-0151

Expires April 30, 2001

	Location: Crossing of Mill Creek ~2.5 mi S of Township Road 415/Route 5 in Jones Township, Wayne County
	Latitude: 

62.885471
	Longitude:

-149.095545


This example is COMPLETE because the location description includes the appropriate level of detail.

Scenario 3 of 5

	Federal Emergency Management Agency

Project Worksheet
	O.M.B. No. 3067-0151

Expires April 30, 2001

	Scope of Work: Floodwaters undermined the northwest corner of the parking lot. This caused the asphalt surface and gravel sub-base to settle over a 200-square-foot area, resulting in broken asphalt and compromised sub-base requiring complete replacement.


This example is COMPLETE. This description provides details that relate the cause of the damage to the incident.

Scenario 4 of 5

	Federal Emergency Management Agency

Project Worksheet
	O.M.B. No. 3067-0151

Expires April 30, 2001

	Scope of Work: A section of gym floor sustained water damage when the facility was inundated with 6 feet of floodwater. Work will be performed to restore the floor to its pre-disaster condition.


This example is INCOMPLETE. The scope of work is not sufficient because it does not describe the work required to repair the damage.

Scenario 5 of 5

	Federal Emergency Management Agency

Project Worksheet
	O.M.B. No. 3067-0151

Expires April 30, 2001

	Scope of Work: 100’ L x 75’ W section of gym floor sustained water damage, when the facility was inundated with 6 feet of floodwater. Sand and refinish 100’ L x 75’ W x 0.75’ D damaged area; repaint lines for basketball court (100 square feet of surface area).


This example is COMPLETE. This scope of work describes the repair to be performed and also shows a direct correspondence between the cause of the damage and the proposed repairs.

THIS IS THE END OF KNOWLEDGE CHECK #2.

YOU ARE NOW READY FOR KNOWLEDGE CHECK #3.

Knowledge Check #3

You will now hear three new scenarios which are parts of a Project Worksheet. Listen to the statements made in the scenario, and complete the statement that follows. The correct answer follows immediately, so you may wish to pause to give yourself enough time to respond. 

Scenario 1 of 3

	The scope of work does not change the pre-disaster conditions at the site.

	Special Considerations issues are not included.

	There is insurance coverage on the facility.

	A Hazard Mitigation proposal is included.


The above statements were the applicant responses to the Project Worksheet. These responses are important because they:

1.
Are used to judge the soundness of the project approach

2.
Affect the scope of work and funding of the project

3.
Must be reported to Congress on an annual basis

The correct answer is #2. Answers to these questions could affect scope of work and special considerations. If the applicant answers yes to any of these questions, the potential issues would need to be resolved prior to project funding.

Scenario 2 of 3

	Federal Emergency Management Agency

Project Worksheet
	O.M.B. No. 3067-0151

Expires April 30, 2001

	Project Cost

	ITEM
	CODE
	NARRATIVE
	QUANTITY/

UNIT
	UNIT PRICE
	PRICE

	1
	A23
	48-inch Cmp Culvert
	24/ft
	$197.00
	$4,728.00

	2
	92834
	Compacted unclassified fill
	197/ton
	$12.00
	$2,364.00

	
	TOTAL COST
	$8,308.00


The type of cost estimates indicated in Scenario #2 is an example of:

1.
Unit Price

2.
Time and Material Estimate

3.
Contract with Outside Source

The correct answer is #1. A unit price includes the cost of all labor, materials, and equipment necessary to complete the scope of work.

THIS IS NOT THE END OF KNOWLEDGE CHECK #3. LISTEN TO THE FOLLOWING NARRATION, AND THEN COMPLETE THE FINAL SCENARIO IN THIS KNOWLEDGE CHECK.

Project Formulation: Combining Damaged Sites and Reviewing Project Worksheets

Project Formulation also includes combining damage sites and reviewing Project Worksheets to review for eligibility. Listen to the following narration.

During the Project Formulation process, the applicant, with help from the PAC or a Specialist, will determine how damaged sites can be combined into projects before they are submitted for funding. 

Several methods can be used to combine damaged sites including organizing them by type of damage, system, boundaries, or method of work.

Also, during the Project Formulation and review process, a Public Assistance field employee may discover all or a portion of a scope of work that may be ineligible. 

When this occurs, the field employee must include a description of the ineligible work and state the reasons for the determination of ineligibility. 

The employee should tell the applicant that although the work appears to be ineligible, the final ruling will be made during the validation process.

As the Project Formulation process comes to a close, the PAC reviews the Worksheets to ensure eligibility, completeness, and accuracy, and makes preparations for the next phase: small project validation.

YOU ARE NOW READY FOR TO COMPLETE KNOWLEDGE CHECK #3.

Knowledge Check #3(Scenario 3 of 3

Listen to the statement and then choose the correct action that a field employee in the Public Assistance process should take.

While assisting Adam County in formulating a small project, I noted that a portion of the work may be ineligible. What should I do next?

1.
Because a portion of the work is ineligible, tell the applicant that the entire project will not be funded.

2.
Work with the applicant to see if the eligibility rules can accommodate the situation. Tell the applicant how to rewrite the Project Worksheet.

3.
Include a description of ineligible work and state the reason why it may be ineligible. The eligible portion of the work could be subject to validation.

The correct answer is #3. Include a description of ineligible work and state the reason why it may be ineligible. The eligible portion of the work could be subject to validation. The funding amount can be reduced to take into account the ineligible amount of the work.

THIS IS THE END OF KNOWLEDGE CHECK #3.

LESSON SUMMARY

This lesson introduced you to the Kickoff Meeting and Project Formulation steps of the Public Assistance Program.

· Established tone for working relationship between the parties

· Discussed Project Formulation documentation, funding, and eligibility criteria

· Provided tools and guidance for formulating projects

The lesson also covered Project Formulation which involves:

· The Project Worksheet

· Combining damaged sites into projects

· Documenting eligible facilities work and costs

THIS IS THE END OF LESSON 3: KICKOFF MEETING AND PROJECT FORMULATION.

YOU ARE NOW READY FOR LESSON 4: SMALL PROJECT VALIDATION.
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