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DISASTER/EMERGENCY ACCOUNTING RECORDS 
 

When a disaster or an emergency strikes the city it may be in the form of an 
earthquake, storm damage, a major oil or chemical/hazardous waste spill, civil 
disturbance, or a fire emergency.  Those employees who are assigned work directly 
associated with the disaster/emergency are to use the Disaster Cost Accounting 
System numbers for their department.  The use of these numbers will enable the city to 
collect, sort, and document costs associated with the disaster/emergency. 
 
The purpose of separate accounting for these costs is to obtain sufficient backup 
data in the event the city qualifies for federal and/or state assistance.  
 
Obtaining federal and state assistance requires the City to collect and retain a broad 
range of original documents that clearly demonstrate that they were used for the 
disaster/emergency including: 
 
 Employee time cards showing hours (regular and overtime) worked and which 

indicate the type and location of the work. 
 
 Use of city-owned equipment supported by equipment identification, dates and 

number of hours used each day, location and purpose for using the equipment. 
 
 Use of city-owned supplies supported by a reasonable basis for determining 

costs, why the material was necessary, and location of where the material was 
used. 

 
 Purchases of material supported by invoices showing quantity, description, unit 

cost, where, when and how the material was used. 
 
 Rental of equipment supported by invoices identifying the type and description of 

equipment, rate per hour indicating with or without operator, dates and hours 
used each day, where and why the equipment was used. 

 
 Invoices for work performed by contract must provide detailed breakdown of cost, 

where, when and why the work was performed. 
 
The above records and documentation must be retained for AT LEAST THREE YEARS 
from the date of final settlement of claim.  All such records should be forwarded to the 
Cost Recovery Unit for audit follow-up. 
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DO'S AND DON'TS 
FOR USING THE DISASTER ACCOUNTING SYSTEM 

 

 
DO: 

 
DO: 

 
DO: 

 
DO: 

 
DO: 

 
DO: 

 DO record all regular and overtime hours WORKED on the disaster/emergency, categories 
C through G. 

 DO record all overtime hours WORKED on the disaster/emergency, categories A and B. 
 DO write on time card the location and brief description of work performed. 
 DO charge vehicles and equipment used and indicate when and where they were used. 
 DO charge equipment rentals to the appropriate charge points. 
 DO charge outside contracts to the appropriate charge points. 
 DO document how contracts were awarded. 
 DO place limits on contract with, “Amount not to exceed”.  If more work needs to be done, 

then amend contract.  
 DO use terms such as “Assess risk to public Health and Safety” instead of “Survey 

damage”. 
 DO use terms such as “Direct”, “Control”, “Assign”, and “Dispatch” instead of “Administer”. 
 DO report all damage to Cost Recovery Unit. 
 DO keep all records and unit logs accurately and up to date. 
 DO ask questions of the Cost Recovery Unit for clarifications. 
 

 
DO NOT: 

 
DO NOT: 

 
DO NOT: 

 
DO NOT: 

 
DO NOT: 

 
DO NOT: 

 DO NOT order everyone to charge all time to the disaster.  Only charge those people and 
hours actually WORKED. (See above 1st and 2nd Do’s) 

 DO NOT charge stand-by time to the system.  FEMA will only pay for time worked. 
 DO NOT charge manager overtime to the system.  The system will not post it, the City does 

not pay it, and FEMA will only reimburse what was paid.  (If the city does compensate 
manager overtime, Do record this time.) 

 DO NOT enter into sole source contracts without explicit documentation of why it was 
necessary. 

 DO NOT enter into cost plus contracts. 
 DO NOT enter into open ended contracts with no cap on expense.  Place limits and amend 

if necessary. 
 DO NOT use terms such as “Damage Survey”:, use “Assess for risk to health and safety”. 
 DO NOT use the term “Administer” in place of “Direct”, “Control”, “Assign”, or “Dispatch”. 
 DO NOT assume damage to a City facility is not recoverable.  It may be, but let the disaster 

assistance agencies make that decision.  Let's not make it for them. 
 DO NOT throw away records. 
 DO NOT forget to ask questions. 
 

NOTE: 
While recent FEMA regulations do not allow recovery of straight time for emergency response activities 
(Categories A and B), record it anyway.  Allocation for straight time shall be charged to your home 
function (program) covering categories A and B.  The city can recover straight time for other categories 
and in some cases where we assist other agencies, therefore charge all Force Account Labor to the 
disaster function (program).  Better to record and not use than not record and try to recreate. 
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PROCEDURES FOR APPLYING FOR 
 FINANCIAL ASSISTANCE 
 
GENERAL INFORMATION 
Financial assistance may come from the state alone or both the state and federal 
governments.  For state assistance, it is necessary for the Governor to proclaim a 
“Disaster” in specified counties.  For federal assistance, it is necessary for the 
President to declare a “Disaster” in those same locations. 
 
In both cases the lead agency is the Governor’s Office of Emergency Services 
(OES).  Their address and phone number is: 
 

Office of Emergency Services 
Disaster Assistance Division 
3650 Schriver Ave. 
Mather, CA  95655 
Phone #  (916) 845-8506 

 
PRE-DISASTER DECLARATION STEPS 
Following a disaster/emergency, the City will report damage and a rough estimate of 
costs to the Los Angeles County Operational Area. 
 
These estimates should include City personnel and equipment costs, damage to 
facilities with cost to repair, and cost to replace facilities and equipment damaged 
beyond repair.  
 
The Los Angeles County Operational Area will transmit the estimates to State OES and 
then the Governor will decide whether to proclaim a State of Emergency in the County.  
If the Governor does proclaim a State of Emergency, then the State will request a 
Presidential declaration.  If the President declares a Major Disaster, then FEMA will be 
involved. 
 
POST DISASTER DECLARATION STEPS 
At this point, State OES will notify the Los Angeles County Operational Area, who will in 
turn notify the City.  There will usually be an orientation meeting where all agencies 
desiring to participate will be briefed on the application procedures.  The Public 
Assistance Coordinator (PAC) will be introduced to assist the applicants through the 
reimbursement process.  
 
Several Forms must be submitted.  These are: 
 
1. Request for Public Assistance Form This indicates that the City will be 

applying for assistance.  Does not 
restrict City from making changes, but 
must be sent within 30 days of the 
declaration date. 
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2. Project Listing (OES Form) This indicates the categories and 

projects which the City is asking 
assistance for.  It may be revised later 
on.  It gives OES an idea of the scope of 
the damage.  

3. Designation of Applicants'  
Agency Resolution (OES Form 130) This is a resolution passed by the City 

Council authorizing specified individuals 
to act as the City’s agent in dealing with 
OES and FEMA.  There is no deadline, 
but payments cannot be made until OES 
receives it.  A City usually designates as 
agents one or more of the following: 

 
 Director of Finance Services 
 Assistant Director of Finance 

Services 
 Deputy City Manager/Assistant City 

Manager 
 
4. Vendor Data Record (Form STD 204) For State's 1099 purposes.  No 

deadline, but no payment until 
submitted. 

 
5. Project Application for Federal Formal application for FEMA funding.   
 Assistance (OES Form 89) No specific deadline, but no payment 

until submitted. 
 

6. Project Worksheet (PW) Replaces Damage Survey Report 
(DSR).  The City will fill out this form for 
all small projects and submit to the 
Public Assistance Coordinator (PAC).  
The PAC will assist the city to write the 
large project PW.  The PWs are 
prepared based on Permanent Work or 
Emergency Work. 

 
ON-SITE INSPECTIONS 
OES and FEMA may send an inspector to visit each applicant.  You may get one 
inspector from one of the organizations or two to make up a team approach.  The 
inspector(s) will meet with the City’s Designated Agent who will arrange meetings with 
other City personnel as necessary.  These local representatives should be people who 
have detailed knowledge of damaged facilities, cost estimates and potential mitigation 
work that may prevent future damage. 
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Past experience has been that these meetings will be on short notice.  OES usually sets 
up a field office and starts scheduling visits soon after.  A week’s notice is the best 
that can be expected. 
 
The team may want to see: 
 
 Damaged facilities. 
 Pictures or videos of damage/destruction. 
 Narratives on work done. 
 A broad summary of costs to date with estimates of work to be completed. 
 Proposals on repair, reconstruction and mitigation projects. 
 These need not be final, they can be changed. 
 
The team will want to discuss: 
 
 How payroll costs are organized and developed. 
 How payroll cost relates to time worked. 
 How fringe benefit rates are made up. 
 
These last items are why it is so important to use the Disaster Accounting System.  
When used, it automatically provides a record of who worked for how many hours on 
which day on what type of task.  The Labor Distribution reports can be merged with 
payroll data to provide the time records that OES and FEMA want.  They can also be 
used to create summary schedules for the inspectors. 
 
There is a sixty-day period in which to bring new damage sites to the attention of the 
disaster assistance agencies from the date of the team's first on-site visit. 
 
POST PW PROCEDURES 
All documentation and costs must be gathered and sorted to support their respective 
PWs.  Thus, if there is one PW for Debris Clearance, all payroll overtime costs and time 
cards for those personnel working on Debris Clearance must be sorted and organized 
to document these costs on that PW.  Also all equipment costs (use FEMA rates), dump 
fees, etc. for this work becomes part of the documentation package for this PW.  
 
The PWs for construction projects will require the same specific documentation.  Each 
will require, as appropriate:  engineering studies, architectural plans, bid packages, 
selection records, contracts, contractor's invoices, payment records, and all other costs.  
Also note that since government money is involved that the Davis Bacon Act and/or 
state prevailing wage clauses will apply and must also be documented. 
 
HOW PAYMENT IS MADE 
The State Public Assistance program is authorized under the California Disaster 
Assistance Act (CDAA).  OES administers this program.  CDAA assistance may be 
obtained following a Local Emergency with the concurrence of the Director of OES for 
permanent repairs only or for all eligible costs including personnel costs following the 
Governor’s proclamation of a State of Emergency.  The cost share on eligible costs may 
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be 75% state share and 25% local government share.  For example: OES determines 
that there are $100,000 in eligible emergency response costs for the city.  OES pays 
$75,000 and the city must handle the remaining $25,000.  Failure to follow SEMS, 
however, may disqualify the city from receiving all or part of the state’s share and 
accordingly change a $25,000 loss back to $100,000.  The CDAA program is 
coordinated as supplemental to the federal program following the Declaration of a Major 
Disaster by the President of the United States. 
 
The Federal Public Assistance program is authorized under the Stafford Act and is 
administered by FEMA in coordination with OES at the request of the Governor, who 
has designated the OES Director as his representative.  FEMA will pay eligible costs to 
local governments on a 75% federal share and a 25% state and/or local share.  If OES 
finds that the costs covered by FEMA are also eligible under CDAA criteria, then the 
state may cover 75% of that 25% share.  For example: a city is determined to have 
$100,000 of eligible emergency personnel costs by FEMA.  FEMA will reimburse up to 
$75,000, leaving $25,000 for the state and local governments to handle.  OES 
determines that the costs are eligible under NDAA and may pay $18,750 which leaves 
$6,250 for the local government to handle.  Failure to follow SEMS may jeopardize 
the state share and cause the $6,250 loss to increase up to the full $25,000 state 
local share. 
 
State and federal assistance are based upon reimbursements of eligible costs incurred.  
There are provisions for partial advances for emergency work; however, the amounts 
and conditions may change.  Assistance is based upon uninsured loss and is not a 
substitute for insurance.  The reimbursement process is a lengthy one involving the 
complete review of damage estimates and documentation.  Actual receipt of funds may 
take weeks or months. 
 
Sometime later, perhaps two years, the State Controller may audit the project.  If 
discrepancies are found, they will require reimbursement of the disallowed costs if the 
allowable costs are less than what was already paid.  If allowable costs are greater than 
prior payments, then the balance will follow after official sign off on the claim by FEMA 
and/or OES.  This also is a long process. 
 
Remember four important things: 
 
1. DOCUMENT EACH COST TO A SPECIFIC DISASTER ACTION AND 

LOCATION. 
 
2 DOCUMENT EACH COST TO A SPECIFIC DISASTER ACTION AND 

LOCATION. 
 
3. DOCUMENT EACH COST TO A SPECIFIC DISASTER ACTION AND 

LOCATION. 
 
4. FAILURE TO FOLLOW SEMS MAY COST YOU NDAA ASSISTANCE ON 

ELIGIBLE EMERGENCY PERSONNEL COSTS. 
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FEMA CATAGORIES OF WORK 
 

To facilitate the processing of Public Assistance Program grants, FEMA has divided 
disaster related work into seven Categories of Work. These categories are listed below 
and are described in more detail elsewhere in FEMA’s Public Assistance Policy Digest  
and other Public Assistance documents. 
 
Emergency Work 
 
Category A: Debris Removal 
Clearance of trees and woody debris; building wreckage; 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 save lives, protect public health 
and safety, and protect improved public and private property. 
 
Permanent Work 
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 irrigation systems, drainage channels, and pumping 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 lines; and sewage collection and treatment facilities. 
 
Category G: Parks, Recreational Facilities, and Other Items 
Repair and restoration of parks, playgrounds, pools, cemeteries, and beaches. This 
category also is used for any work or facility that cannot be characterized adequately by 
Categories A-F 
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HAZARD MITIGATION 
 

PURPOSE 
This section establishes actions, policies and procedures for implementing Section 409 
(Minimum Standards for Public and Private Structures) of the Robert T. Stafford 
Disaster Relief and Emergency Assistance Act of 1988 (Public Law 93-288, as 
amended),  following a Presidentially declared Emergency or Major Disaster.  It also 
assigns hazard mitigation responsibilities to various elements of federal, state, and local 
governments in California.  
 
AUTHORITIES AND REFERENCES 
Activities enumerated in this enclosure will be conducted in accordance with the 
enabling legislation, plans, and agreements listed in Part One, Section Four -
Authorities and References. 
 
GENERAL 
Hazard mitigation is defined as any action taken to reduce or eliminate the long-term 
risk to human life and property from natural hazards.  Section 409 of Public Law 93-288 
requires, as a condition to receiving federal disaster aid, that repairs and reconstruction 
be done in accordance with applicable codes, specifications, and standards. It also 
requires that the state or local government recipients of federal aid evaluate the natural 
hazards of the area in which the aid is to be used, and take action to mitigate them, 
including safe land use and construction practices.  
 
To be effective, hazard mitigation actions must be taken in advance of a disaster.  After 
disaster strikes, mitigation opportunities exist only during recovery, and even those 
opportunities can be limited by the absence of advance planning.  Nevertheless, the 
immediate post-disaster period does present special opportunities for mitigation.  
Section 409 deals with the opportunities presented in a current disaster to mitigate 
potential hardship and loss resulting from future disasters.  Thus, hazard mitigation is a 
continuing year-round effort and activity in which all local communities and state 
agencies are encouraged to prepare hazard mitigation plans that identify ways to 
reduce damage caused by disasters.  Hazard mitigation includes such activities as:  
 

 Improving structures and facilities at risk.  
 Identifying hazard-prone areas and developing standards for prohibited or 

restricted use.  
 Recovery and relief from loss, including insurance. 
 Providing hazard warning and protecting the population. 

 
Following a presidential disaster declaration, the Hazard Mitigation Grant Program 
(HMGP) is activated.  The HMGP is authorized by Section 404.  The program’s purpose 
is to fund projects which are cost-effective and which substantially reduce the risk of 
future damage, hardship, loss or suffering resulting from a major natural disaster.  
Grants are available to eligible applicants in the declared areas only. 
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The HMGP fund is based upon a 15 percent share of the Federal Emergency 
Management Agency (FEMA) estimate of all Project Worksheets (PWs) for public 
assistance work performed, and Individual Assistance costs.  The federal contribution 
can be up to 75 percent of the cost of the hazard mitigation project approved for 
funding, with applicants providing match funding through a combination of either state, 
local or private sources.  HMGP funds cannot be used as the sole match for other 
federally funded programs. 
 
The Disaster Mitigation Act of 2000 states that any state, local or tribal government that 
has an approved Disaster Mitigation Plan may be eligible for 20% of the total estimated 
eligible Project Worksheets. 
 

‘‘(e) INCREASED FEDERAL SHARE FOR HAZARD MITIGATION MEASURES. 
  (1) IN GENERAL.—If, at the time of the declaration of a major disaster, a State has in effect an 
approved mitigation plan under this section, the President may increase to 20 percent, with 
respect to the major disaster, the maximum percentage specified in the last sentence of section 
404(a)”.  Disaster Mitigation Act, Title II, Section 322 (e). 

 
Section 404 funding may not be used to fund any mitigation project that might be 
eligible under Public Assistance or other federal programs, although it might be used to 
complement or enhance mitigation funded under Individual or Public Assistance.  By 
regulation Section 404 funding is the funding of last resort. 
 
IMPLEMENTATION 
Following each Presidentially declared Emergency or Major Disaster, the Regional 
Director of the Federal Emergency Management Agency (FEMA) and the Governor 
execute a document called the Federal/State Agreement.  This agreement includes 
appropriate provisions for hazard mitigation.  Under the "typical paragraph" set out to 
serve this purpose, the State agrees to:  
 

 Evaluate or have the applicant evaluate specific natural hazards in the disaster 
area, and make appropriate recommendations to mitigate them.  

 Follow up with applicants to ensure that the appropriate hazard mitigation 
actions are taken.  

 Follow up with applicants to ensure that the appropriate hazard mitigation plan 
or plans are developed and submitted to the FEMA Regional Director for 
concurrence.  

 Review and update as necessary disaster mitigation portions of emergency 
plans.  

   
A hazard mitigation officer is appointed for the state and local applicant.  These 
individuals will constitute the hazard mitigation survey team which will:  
 

 Identify significant hazards in the affected areas, giving priority to 
disaster-related hazards.  

 Evaluate impacts of these hazards and recommend mitigation measures.  
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The hazard mitigation survey team uses information from Project Worksheets (PWs) 
and visits selected sites where significant damage has occurred. The state and local 
representatives on the hazard mitigation survey team are responsible for ensuring that 
there is adequate consultation among interested federal, state, and local parties.  
 
The hazard mitigation survey team also prepares a hazard mitigation plan which is 
submitted to the FEMA Regional Director through the Governor's authorized 
representative within 180 days after a Presidential declaration.  The objectives of the 
plan are to:  
 

 Recommend hazard mitigation measures for local, state, and federal 
agencies.                                

 Establish short and long-term planning frameworks for implementation of 
hazard mitigation efforts.  

 
CONCEPT OF OPERATIONS 
Each applicant is expected to use its resources and capabilities as necessary to 
perform emergency work, such as debris removal or emergency measures to save 
lives, or to protect public health and safety, or to protect property, before requesting 
assistance from state or federal government.  Local, state, and federal preliminary 
damage assessments are used to identify major hazards and opportunities for hazard 
mitigation activities prior to a declaration of Major Disaster or Emergency.  Damage 
survey reports shall include identification of hazards and shall recommend mitigation 
measures to be incorporated into the repair work.  
 
The federal/state hazard mitigation survey team shall review applicable land use 
regulations, construction standards, and other appropriate hazard mitigation measures.  
Utilizing information from preliminary damage assessments, PWs, and all other 
pertinent information, the team shall visit the sites of significant damage and shall 
evaluate all hazards at those sites.  For each identified significant hazard the team shall 
include appropriate hazard mitigation recommendations. 
 
In cases where no plans for hazard mitigation exist or are inadequate, the team shall 
report its findings and make recommendations to develop, improve or maintain hazard 
mitigation plans.  Existing local and state hazard mitigation plans shall be updated and 
new ones developed as deemed necessary.  Technical advice and assistance will be 
sought from federal, state and local agencies in developing new plans or updating 
existing plans to mitigate hazards identified. 
 
The hazard mitigation survey team shall make recommendations on any needs for new 
mapping or remapping of high hazard areas.  
 
RESPONSIBILITIES 
A set procedure has been established for hazard mitigation following a disaster, to avoid 
similar disasters in the future.  Hazard mitigation measures include avoidance, reduction 
and land use regulations. 
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The FEMA Regional Director is responsible for hazard mitigation actions under the 
terms of the Federal/State Agreement.  The Regional Director shall provide overall 
leadership with respect to the general administration of Section 409 to ensure that the 
ultimate benefits to be gained through effective hazard mitigation programs are not 
diminished.  The Regional Director also provides technical advice and assistance.  
 
State and local governments will be encouraged to adopt safe land use practices and 
construction standards.   A representative of the Office of Emergency Services (OES) 
will be appointed by the Governor and will be responsible for state performance of 
hazard mitigation activities under the Federal/State Agreement. 
 
The applicant's authorized representative, appointed locally, is responsible for local 
performance of hazard mitigation measures under the terms of the Federal/State 
Agreement.  The applicant's authorized representative shall, to the extent of legal 
authority, implement and enforce land use regulations and safe construction practices 
which are agreed upon as conditions for FEMA grants or loans.  Each city and county is 
charged with implementing and enforcing its own hazard mitigation measures. 

 
Local Government Responsibilities 
The key responsibilities of local governments are to: 
 
 Participate in the process of evaluating hazards and adoption of appropriate hazard 

mitigation measures, including land use and construction standards. 
 Appoint a Local Hazard Mitigation Officer, if appropriate. 
 Participate on Hazard Mitigation Survey Teams and Inter-agency Hazard Mitigation 

Teams, as appropriate. 
 Participate in the development and implementation of section 409 plans or plan 

updates, as appropriate. 
 Coordinate and monitor the implementation of local hazard mitigation measures. 
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State of California 
OFFICE OF  
EMERGENCY SERVICES  

P.A. No.: _______________ 

DESIGNATION OF 

APPLICANT'S AGENT RESOLUTION 
 
 
 
BE IT RESOLVED BY THE ________________________ OF THE _____________________________________  

(Governing Body)   (Name of Applicant)  
 
THAT  ________________________________________________ , OR  

(Title of Authorized Agent)  
 
___________________________________________________________ , OR  

(Title of Authorized Agent)  
 
________________________________________________  

(Title of Authorized Agent)  
 
is hereby authorized to execute for and in behalf of the _________________________________________, a public 
entity established under the laws of the State of California, this application and to file it in the Office of Emergency 
Services for the purpose of obtaining certain federal financial assistance under P.L. 93-288 as amended by the 
Robert T. Stafford Disaster Relief and Emergency Assistance Act of 1988, and/or state financial assistance under the 
California Disaster Assistance Act.  
THAT the ________________________________, a public entity established under the laws of the State of 
California, hereby authorizes its agent(s) to provide to the State Office of Emergency Services for all matters 
pertaining to such state disaster assistance the assurances and agreements required.  
Passed and approved this __________ day of ___________________, 20_____  
 
______________________________________________________  
(Name and Title)  
_______________________________________________________  
(Name and Title)  
______________________________________________________  
(Name and Title)  
 
CERTIFICATION  
I, _______________________________________, duly appointed and _________________________________ of  

(Name)         (Title)  
___________________________________________, do hereby certify that the above is a true and correct copy of a  
 
resolution passed and approved by the _________________________ of the ______________________________  

(Governing body)     (Name of Applicant) 
 
on the  _____________ day of ________________, 20____.  
 
Date: ________________________  

___________________________________________  
(Official Position)  

___________________________________________  
(Signature)  

 
 
OES Form 130 (11-02) DAD Form  
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State of California  
OFFICE OF  
EMERGENCY SERVICES        P.A. No.  ______  

 
PROJECT APPLICATION FOR FEDERAL ASSISTANCE  

 
 SUBGRANTEE'S NAME:  ______________________________________________________________ 

(Name of Organization)  
ADDRESS:  _________________________________________________________________________  
 
CITY: _________________________________STATE:____________ ZIP CODE: _________________ 
 
TELEPHONE: ______________________________FAX NUMBER:_____________________________  
 
AUTHORIZED AGENT: TITLE: _____________________________________ 
 

ASSURANCES - CONSTRUCTION PROGRAMS 
 
Note: Certain of these assurance may not be applicable to all of your projects. If you have questions, please contact 

the Governor’s Office of Emergency Services. Further, certain federal assistance awarding agencies may 
require applicants to certify to additional assurances. If such is the case, you will be notified.  

 
As the duly authorized representative of the applicant I certify that the subgrantee named above:  
 
1.  Has the legal authority to apply for federal assistance, and the institutional, managerial and financial capability 

(including funds sufficient to pay the non-federal share of project costs) to ensure proper planning, 
management and completion of the project described in this application.  

2.  Will give the awarding agency, the Controller General of the United States, and if appropriate, the state, 
through any authorized representative, access to and the right to examine all records, books, papers, or 
documents related to the assistance; and will establish a proper accounting system in accordance with 
generally accepted accounting standards or agency directives.  

3.  Will not dispose of, modify the use of, or change the terms of the real property title, or other interest in the site 
and facilities without permission and instructions from the awarding agency. Will record the federal interest in 
the title of real property in accordance with awarding agency directives and will include a covenant in the title 
of real property acquired in whole or in part with federal assistance funds to assure nondiscrimination during 
the useful life of the project.  

4.  Will comply with the requirements of the assistance awarding agency with regard to the drafting, review and 
approval of construction plans and specifications.  

5.  Will provide and maintain competent and adequate engineering supervision at the construction site to ensure 
that the complete work conforms with the approved plans and specifications and will furnish progress reports 
and such other information as may be required by the assistance awarding agency or state.  

6.  Will initiate and complete the work within the applicable time frame after receipt of approval of the awarding 
agency.  

7.  Will establish safeguards to prohibit employees from using their positions for a purpose that constitutes or 
presents the appearance of personal or organizational conflict of interest, or personal gains.  

8.  Will comply with the Lead-Based Paint Poisoning Prevention Act (42 U.S.C. §§ 4801 et seq.) which prohibits 
the use of lead based paint in construction or rehabilitation of residence structures.  

9.  Will comply with all federal statues relating to nondiscrimination. These include but are not limited to: (a) Title 
VI of the Civil Rights Act of 1964 (P.L. 88-352) which prohibits discrimination on the basis of race, color or 
national origin; (b) Title IX of the Education Amendments of 1972, as amended (20 U.S.C. §§ 1681-1683 and 
1685-1686) which prohibits discrimination on the basis of sex; (c) Section 504 of the Rehabilitation Act of 
1973, as amended (29 U.S.C. § 794) which prohibit discrimination on the basis of handicaps; (d) the Age 
Discrimination Act of 1975, as amended (42 U.S.C. §§ 6101-6107) which prohibits discrimination on the basis 
of age; (e) the Drug Abuse Office and Treatment Act of 1972 (P.L. 93-255) as amended, relating to 
nondiscrimination on the basis of drug abuse; (f) the Comprehensive Alcohol Abuse and Alcoholism 
Prevention, Treatment and Rehabilitation Act of 1970 (P.L. 91-616) as amended, relating to nondiscrimination 
on the basis of alcohol abuse or alcoholism; (g) §§ 523 and 527 of the Public Health Service Act of 1912 (42 
U.S.C. 290 dd-3 and 290 ee-3), as amended, relating to confidentiality of alcohol and drug abuse patient 
records; (h) Title VIII of the Civil Rights Act of 1968 (42 U.S.C. § 3601 et seq.), as amended, relating to 
nondiscrimination in the sale rental or financing of housing; (i) any other nondiscrimination provisions in the 
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specific statute(s) under which application for federal assistance is being made, and (j) the requirements on 
any other nondiscrimination statute(s) which may apply to the application.  

10.  Will comply, or has already complied, with the requirements of Titles II and III of the Uniform Relocation 
Assistance and Real Property Acquisition Policies Act of 1970 (P.L. 91-646) which provides for fair and 
equitable treatment of persons displaced or whose property is acquired as a result of federal and federally 
assisted programs. These requirements apply to all interests in real property acquired for project purposes 
regardless of federal participation in purchases.  

11.  Will comply with the flood insurance purchase requirements of Section 102(a) of the Flood Disaster Protection 
Act of 1973 (P.L. 93-234) which requires recipients in a special flood hazard area to participate in the program 
and to purchase flood insurance if the total cost of insurable construction and acquisition is $5,000 or more.  

12.  Will comply with environmental standards which may be prescribed pursuant to the following: (a) institution of 
environmental quality control measures under the National Environmental Policy Act of 1969 (P.O. 91-190) 
and Executive Order (EO) 11514; (b) notification of violating facilities pursuant to EO 11738; (c) protection of 
wetlands pursuant to EO 11990; (d) evaluation of flood hazards in floodplains in accordance with EO 11988; 
(e) assurance of project consistency with the approved state management program developed under the 
Coastal Zone Management Act of 1972 (16 U.S.C. §§ 1451 et seq.); (f) conformity of federal actions to State 
(Clean Air) Implementation Plans under Section 176(c) of the Clean Air Act of 1955, as amended (42 U.S.C. § 
7401 et seq.); (g) protection of underground sources of drinking water under the Safe Drinking Water Act of 
1974, as amended, (P.L. 93-523); and (h) protection of endangered species under the Endangered Species 
Act of 1973, as amended, (P.O. 93-205).  

13.  Will comply with the Wild and Scenic Rivers Act of 1968 (16 U.S.C. §§ 1271 et.seq.) related to protecting 
components or potential components of the national wild and scenic rivers system.  

14.  Will assist the awarding agency in assuring compliance with Section 106 of the National Historic Preservation 
Act of 1966, as amended (16 U.S.C. 470), EO 11593 (identification and preservation of historic properties), 
and the Archaeological and Historic Preservation Act of 1974 (16 U.S.C. 469a-1 et seq).  

15.  Will comply with Standardized Emergency Management (SEMS) requirements as stated in the California 
Emergency Services Act, Government Code, Chapter 7 of Division 1 of Title 2, Section 8607.1(e) and CCR 
Title 19, Sections 2445, 2446, 2447 and 2448.  

16.  Will cause to be performed the required financial and compliance audits in accordance with the Single Audit 
Act of 1984 and the Single Audit Act Amendments of 1996.  

17.  Will comply with all applicable requirements of all other federal laws, Executive Orders, regulations and 
policies governing this program.  

18.  Has requested through the State of California, federal financial assistance to be used to perform eligible work 
approved in the subgrantee application for federal assistance. Will, after the receipt of federal financial 
assistance, through the State of California, agree to the following:  
a.  The state warrant covering federal financial assistance will be deposited in a special and separate 

account, and will be used to pay only eligible costs for projects described above;  
b.  To return to the State of California such part of the funds so reimbursed pursuant to the above numbered 

application which are excess to the approved, actual expenditures as accepted by final audit of the federal 
or state government.  

c.  In the event the approved amount of the above numbered project application is reduced, the 
reimbursement applicable to the amount of the reduction will be promptly refunded to the State of 
California.  

 
The undersigned represents that he/she is authorized by the above named subgrantee to enter into this agreement 
for and on behalf of the said subgrantee.  

 
________________________________________________________________  

SIGNATURE OF AUTHORIZED CERTIFYING OFFICIAL  
 

___________________________________________  
TITLE  

 
___________________________________________  

DATE  
 
 
DAD Form  
OES 89 (Rev2/98)  
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FEMA Form 90-91, SEP 98 REPLACES ALL PREVIOUS EDITIONS.       

 
 
 

  FEDERAL EMERGENCY MANAGEMENT AGENCY 
PROJECT WORKSHEET 

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

DECLARATION NO. PROJECT NO. 
      

FIPS 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?   Yes   No 

Special Considerations issues included?   Yes   No Hazard Mitigation proposal included?   Yes   No 

Is there insurance coverage on this facility?   Yes   No 

PROJECT COST 
ITE
M 

COD
E 

NARRATIVE QUANTITY/
UNIT 

UNIT 
PRICE 

COST 
                     /             
                     /             
                     /             
                     /             
                     /             
 TOTAL 

COST 
      

PREPARED BY:        
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 EOC CHECK-IN & TIME LOG 
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ACTIVITY LOG 
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LABOR RECORD 
  

City of (Insert City Name)
Labor Record Page (1) of (1)

Time Period: (Date) to
Location of Work: (City) Date Prepared: (Date) (Date) (Year)
Description of Work: (Shelter Operations etc) State DSR No. (enter #)
Labor Record Prepared By: (Your Name) Fed DSR No. (enter #) Job Site Number: (enter #)
OES No.
FEMA- (#) -DR P.A. No. Category ( ) A ( ) B ( )C ( ) D ( ) E ( ) F ( ) G

 
Name Job Class Date / Hours Worked Each Day Total Total

Sun Mon Tues Wed Thurs Fri Sat Total Hrs Gross Gross Benefit Benefit Regular O.T.
Date Regular O.T. Rate Pay Rate Pay Pay Pay

name Reg. 0.00 0.00 0.00 0.00 0.00
O.T. 0.00 0.00 0.00

name Reg. 0.00 0.00 0.00 0.00 0.00
O.T. 0.00 0.00 0.00

name Reg. 0.00 0.00 0.00 0.00 0.00
O.T. 0.00 0.00 0.00

name Reg. 0.00 0.00 0.00 0.00 0.00
O.T. 0.00 0.00 0.00

name Reg. 0.00 0.00 0.00 0.00 0.00
O.T. 0.00 0.00 0.00

name Reg. 0.00 0.00 0.00 0.00 0.00
O.T. 0.00 0.00 0.00

name Reg. 0.00 0.00 0.00 0.00 0.00
O.T. 0.00 0.00 0.00

name Reg. 0.00 0.00 0.00 0.00 0.00
O.T. 0.00 0.00 0.00

name Reg. 0.00 0.00 0.00 0.00 0.00
O.T. 0.00 0.00 0.00

name Reg. 0.00 0.00 0.00 0.00 0.00
O.T. 0.00 0.00 0.00

name Reg. 0.00 0.00 0.00 0.00 0.00
O.T. 0.00 0.00 0.00

Totals 0.00 0.00 0.00 0.00 0.00 0.00

I certify that this is a true copy: _______________________________________________
EOC Form 006  (Rev 4-97)

This form is based on OES Form 103 (rev2-93) DAD Form
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SAMPLE DISASTER MATERIALS RECORD  
 

City of (Insert City Name)
Materials Record Page (1) of (1)
Date Prepared: (Date) Time Period: (Date) to
Location of Work: (City) (Date) (Year)
Description of Work: (Shelter Operations etc) State DSR No. (enter #)
Record Prepared By: (Your Name) Fed DSR No.  (enter #) Job Site Number: (enter #)

OES No.     
FEMA-       (#) -DR Category ( ) A ( ) B ( )C ( ) D ( ) E ( ) F ( ) G
P.A. No.     

Unit Total Info From Date Date
Vendor Description Quantity Price Extension Tax Price Stock Bought Used

0.00 0.00 $0.00

0.00 0.00 $0.00

0.00 0.00 $0.00
 

0.00 0.00 $0.00

0.00 0.00 $0.00

0.00 0.00 $0.00

0.00 0.00 $0.00

0.00 0.00 $0.00

0.00 0.00 $0.00

0.00 0.00 $0.00

0.00 0.00 $0.00

$0.00
I certify that this is a true copy: _________________________________ EOC Form 009 (rev 4/97)
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SAMPLE DISASTER FORCE ACCOUNT  
EQUIPMENT RECORD  

 
City of (Insert City Name)
Force Account Equipment Record Page (1) of (1)

Time Period: (Date) to
Location of Work: (City) Date Prepared: (Date) (Date) (Year)
Description of Work: (Shelter Operations etc) State DSR No. (enter #)
Labor Record Prepared By: (Your Name) Fed DSR No. (enter #) Job Site Number: (enter #)
OES No.
FEMA- (#) -DR P.A. No. Category ( ) A ( ) B ( )C ( ) D ( ) E ( ) F ( ) G

Type of Equipment Equipment
Indicate size, capacity, horsepow er, Reference Date / Hours Used Each Day Total Hourly Total

make and model as appropriate Number Date Hours Rate Cost
Hours 0.00 $0.00

Hours 0.00 $0.00

Hours 0.00 $0.00

Hours 0.00 $0.00

Hours 0.00 $0.00

Hours 0.00 $0.00

Hours 0.00 $0.00

Hours 0.00 $0.00

 0.00 $0.00

I certify that this is a true copy: _______________________________________________
EOC Form 007  (Rev 4-97)

This form is based on OES Form 129 (10/89) DAD Form



 
SEMS/NIMS Emergency Operations Plan 
 

City of Agoura Hills Finance Support Documentation FS - 30 

 
 

SAMPLE DISASTER RENTED EQUIPMENT RECORD 
 
 
 

 
 
 
 

City of (Insert City Name)
Rented Equipment Record Page (1) of (1)
Date Prepared: (Date) Time Period: (Date) to
Location of Work: (City) (Date) (Year)
Description of Work: (Shelter Operations etc) State DSR No. (enter #)
Record Prepared By: (Your Name) Fed DSR No. (enter #) Job Site Number: (enter #)

OES No.     
FEMA-       (#) -DR Category ( ) A ( ) B ( )C ( ) D ( ) E ( ) F ( ) G
P.A. No.     

Rate Per Hour Invoice Payment Amount
Type of Equipment Date Time Used w/Opr wo/Opr Total Vendor Number Date Paid

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

I certify that this is a true copy ___________________________________________
EOC Form 008 (rev 4/97)
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FEDERAL EMERGENCY MANAGEMENT AGENCY 

CONTRACT WORK SUMMARY RECORD Page       of        
  

1. APPLICANT 

City of Pico Rivera 

2. PA ID 

      

3. PW # 

      

4. DISASTER NUMBER 

      

5. LOCATION/SITE 

      

6. CATEGORY 

   

7. PERIOD COVERING 

      to       

8. DESCRIPTION OF WORK PERFORMED 

      

DATES WORKED CONTRACTOR 
BILLING/INVOICE 

NUMBER 
AMOUNT COMMENTS—SCOPE 

      to                   $             

      to                   $             

      to                   $             

      to                   $             

      to                   $             

      to                   $             

      to                   $             

GRAND TOTAL $        

I CERTIFY THAT THE ABOVE INFORMATION WAS OBTAINED FROM PAYROLL RECORDS, INVOICES, OR OTHER DOCUMENTS THAT ARE AVAILABLE FOR AUDIT. 

CERTIFIED 

      

TITLE 

      

DATE 

      

FEMA Form 90-126, NOV 98 
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