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PURPOSE 
Over the past five years, the FEMA Public Assistance 

program made a number of changes to create a program 

that continuously improves and responds to disaster 

circumstances. In implementing these changes, FEMA 

unintentionally narrowed the discretion for field staff to 

request appropriate documentation that supports an eligible 

subaward. This narrowing resulted in FEMA systematically 

requesting the same documentation for a billion-dollar 

project as for a five thousand dollar one.  

The purpose of this guidance is to balance: (1) the effort 

Applicants expend to collect and submit standard 

documentation packages and the effort FEMA and 

Recipients expend to evaluate this documentation with (2) 

the lower risk of error or fraud associated with certain 

projects. Specifically, for small projects under the Public 

Assistance program, where a Subrecipient completed all 

work for projects that FEMA administratively classified as 

Category B-G work, a Subrecipient will submit summary 

cost documentation and a certification that it has met 

specific eligibility criteria in accordance with FEMA rules. 

FEMA will develop these projects based on the 

certification and cost summaries. This is consistent with 

FEMA’s historical approach to completed work small 

projects and is in line with the Congressional intent of the 

simplified procedures for small projects.  

All other projects (including Category A projects, 

completed work projects that exceed the small project 

threshold, and all projects where a Subrecipient has not 

completed work) will be developed using documentation 

requested through the Essential Elements of Information, as further described below. 

SMALL PROJECT THRESHOLDS 
Small project minimum and maximum amounts for fiscal years 2017 to 2020 are shown below. Other 

years can be found at https://www.fema.gov/public-assistance-indicator-and-project-thresholds. 

 
Fiscal Year Small Project Minimum Small Project Maximum 

2017 $3,100  $123,100  

2018 $3,140  $125,500  

2019 $3,200  $128,900  

2020 $3,300 $131,000 

What is a small project?  

A project with a total cost (both Federal 

and non-Federal cost share) that is less 

than the small project maximum. This 

threshold changes every Fiscal Year 

based on the consumer price index. 
 

What are project categories? 

To facilitate the processing of funding, 

FEMA separates work into seven 

categories based on types of facilities: 

A. Debris removal 

B. Emergency protective measures 

C. Roads and bridges 

D. Water control facilities 

E. Buildings and equipment 

F. Utilities 

G. Parks, recreational, and other 

facilities 

 

What is completed work? 

A project in which the Subrecipient 

completed all the work to respond to the 

declared event or restore the facility. 

Those activities which a Subrecipient 

has not yet begun or is in the process of 

finishing is considered work to be 

completed. 

 

What is an Essential Element of 

Information? 

Program Delivery Managers send 

Subrecipients an Essential Element of 

Information request to provide 

documentation and information to 

support facility, work, and cost claims. 

https://www.fema.gov/public-assistance-indicator-and-project-thresholds
https://www.fema.gov/public-assistance-indicator-and-project-thresholds
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DOCUMENT SUBMISSION & MAINTENANCE 
In developing Subrecipient project worksheets, FEMA requires documentation to support that 

the facility, work, and cost is eligible in accordance with federal laws, regulations, Executive 

Orders, and policies. Subrecipients satisfy these requirements by providing their Program 

Delivery Manager (PDMG) with answers to category-specific Essential Elements of Information. 

Under this guidance, FEMA will not require Subrecipients to provide all detailed documentation 

as requested in the Essential Elements of Information for small, completed work projects. Rather, 

for these projects the PDMG will collect information and summary documentation from the 

Applicant as described on the PDMG Document & Information Requirements for Small Projects 

Form, and Subrecipients will sign a certification that affirms the eligibility of the claimed 

facility, work, and cost. A Subrecipient will not be required to provide detailed timesheets, work 

or activity orders, receipts, and invoices for these projects. FEMA must independently certify 

compliance with environmental and historic preservation (EHP) laws, regulations, and executive 

orders. Subrecipients may be required to submit documentation to demonstrate EHP compliance. 

 

Subrecipients are still required to maintain all supporting documents, including timesheets, work 

orders, receipts, etc., for three years from the date of the Recipient’s (state, territorial, tribal 

governments) last quarterly federal financial report that represents the Subrecipient’s last 

expenditures under the program. Recipients may have separate record retention rules, which 

may require Subrecipients to maintain supporting documentation for a longer time. For more 

information on these requirements, Subrecipients should contact their Recipient liaison.    

PROCESS  
(1) JFO uses national logical grouping guidance and supplements as necessary;  

•  For more information on logical grouping guidance, see Public Assistance Field 

Operations Pocket Guide (April 2014). 

• If logical grouping occurred before issuance of this guidance, JFO re-evaluates the 

grouping of Damage Inventory line items on projects, and if necessary, reformulates 

projects. 

(2) PDMG updates project costs for small, completed work projects in Grants Manager  

• Discuss project costs with Subrecipient and update costs in Grants Manager. 

• Projects with Category B-G work may use a Subrecipient Certification, unless 

otherwise specified in this guidance. 

• All other projects (including Category A, completed work projects that exceed the 

small project threshold, and all projects where a Subrecipient has not completed a 

portion of the work) will be developed using documentation requested through the 

Essential Elements of Information.  

(3) PDMG evaluates cost estimate to determine whether the project will use the 

Subrecipient Certification 

• Less than the small project minimum - Discuss with Subrecipient as this project is 

below the minimum Project Worksheet amount and not eligible for reimbursement.  

• More than the small project minimum but less than the small project maximum - 

Work with the applicant to fill out the Applicant Certification and provide cost 

summaries.  

• More than the small project maximum - Process the project by collecting all 

documentation in the Essential Elements of Information. 

https://www.fema.gov/media-library/assets/documents/95650
https://www.fema.gov/media-library/assets/documents/95650
https://www.fema.gov/media-library/assets/documents/95650
https://www.fema.gov/media-library/assets/documents/95650
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(4) PDMG works with the Subrecipient to gather documentation and collect 

information on the PDMG Document and Information Requirements for Small 

Projects Form. Subrecipient signs Subrecipient Certification  

• Summary forms: Upload to the summary section of the Essential Elements of 

Information (summary forms).  

• PDMG Document and Information Requirements for Small Projects Form: Fill out 

and upload to the project in Grants Manager 

• Subrecipient Certification: Subrecipient signs. PDMG uploads to the project in Grants 

Manager. 

• Naming Convention:  

o Project # - DRxxxx – PDMG Document & Information Requirements for 

Small Projects Form  

o Project # - DRxxxx – Subrecipient Certification 

• Name Project: APP CERT – Name of project 

(5) PDMG reviews the summary forms and the PDMG Document and Information 

Requirements for Small Projects Form 

• Ensure all fields in the forms are complete and the certification is signed. 

• Review the Damage Description and Dimensions and Scope of Work sections to 

ensure Subrecipient provided enough information to develop the project. 

o Use the Completed Work Checklist to review the Damage Description and 

Dimensions and Scope of Work. 

• For Permanent Work projects, review the Scope of Work section: 

o Did the Subrecipient restore the facility to pre-disaster deign and function? 

If yes, move the project forward using the Subrecipient Certification   

o Did the Subrecipient change the design or function of the facility through a: 

o Change to the footprint of the facility? (example: culvert size, constructed 

on previously undisturbed ground) 

o Change in material? (example: culvert type) 

o Change in function? (example: storage facility pre-disaster to 

administrative building) 

If yes to any of above, process projects that changed the pre-disaster design 

or function using regular Essential Elements of Information process. 

o Ensure costs claimed in the PDMG Document & Information Requirements 

for Small Projects Form match provided summaries. 

• Double-check that project costs are below the small project maximum.  

o If the project costs are above these amounts, process this project using normal 

Essential Elements of Information  

(6) PDMG completes the EEI in the Grants Manager 

• For small, completed work projects, Subrecipients only need to provide summaries, 

as indicated on the PDMG Document & Information Requirements for Small Projects 

Form.  

• Other documents required in the EEI can be satisfied by a comment (example: 

“Subrecipient provided summary documents and certified compliance”). 

• In addition to information in the Project Description per instructions in the Completed 

Work Checklist, indicate in the Project Brief Description that the project will be 

developed based on a Subrecipient-certified estimate. 
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o Review the project using the Completed Work Checklist before sending to the 

CRC. 

(7) PDMG submits project to Consolidated Resource Center (CRC) 

(8) CRC Lane Manager inserts “Subrecipient Certification” policy flag in Grants 

Manager and assigns project to CRC Specialist  

(9) CRC specialist develops project  

• Project Damage Description & Dimensions, Scope of Work and Cost Estimates are 

based on Subrecipient cost summaries and Subrecipient Certification. 

• Scope of Work should include a scope note that the scope and cost were developed 

based on Subrecipient cost summaries and Subrecipient Certification. 

Except as noted below in steps 10 and 11 below, the rest of the project development process 

proceeds as detailed in standard guidance. 

(10) If the Specialist cannot develop a supported project worksheet based on the cost 

summaries and Subrecipient Certification, they consult with their Lane Manager 

before beginning the process to issue a Request for Information. 

(11) Document Integrity Specialist will ensure Subrecipient Certification and cost 

summaries are uploaded into EMMIE. 

Note: For all projects, FEMA EHP specialists will conduct a compliance review and FEMA 

Insurance Specialists will conduct duplication of benefits and obtain and maintain reviews. 

EVALUATION 
If this guidance successful achieves the purpose detailed above, the effort will improve: 

• Timeliness: FEMA and Recipients develop and obligate small, completed work projects 

more quickly; 

• Transparency: Applicants understand eligibility requirements associated with each 

project and certify that they have and will retain documentation;  

• Efficiency: the program reduces the overall burden on Subrecipient, Recipient, and 

FEMA staff in collecting and reviewing documentation for projects; and 

• Accuracy: the program avoids creating undue burden on Subrecipient, Recipient, and 

FEMA staff later in the process. 

FEMA will evaluate success as follows: 

• Timeliness: Immediately, compare the time from project formulation to obligation for 

projects that follow this guidance; Long-term, compare the time from obligation to 

closeout projects for projects that follow this guidance;  

• Accessibility: Evaluate the change in customer satisfaction survey responses for 

applicants that follow this guidance; 

• Efficiency: Evaluate the number of projects that follow this guidance obligated per 

applicant within set periods of time; and 

• Accuracy: Evaluate the number reworks and Requests for Information associated with 

projects that follow this guidance. 

The initial implementation of this instructional guidance will not include sampling. It will 

include an evaluation as defined above and project-by-project requests. If FEMA cannot develop 

a supported project worksheet based on an Applicant Certification and cost summaries, FEMA 

may request the Applicant respond to a Request for Information with additional documentation. 

Such requests will detail the exact information FEMA needs to substantiate an eligible project.  


