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Presentation Notes
This presentation will go over documentation that is required for most projects.



Project Documentation

• Certain documentation is required before a project 
can be approved.

• Project specific documents should be uploaded to 
the project in Grants Portal.

• General documents, like insurance policies, should 
be uploaded to the applicant's profile in Grants 
Portal.
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There are many documents required before a project can be approved. Some projects will require more documentation than others. Documents that are project specific should be uploaded to the project in Grants Portal as soon as they are available. General documents, like insurance policies, payroll policies, procurement policy, charters, and meeting minutes, should be uploaded to the applicant’s profile in Grants Portal anytime they are updated.



Contract Documentation

• If contractors are used to preform eligible work, the 
following documentation is required:

• Procurement Policy
• Copy of the request for bids
• Copies of bids 
• Bid award notice
• Signed and dated contract
• Contractors' invoices
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If a project uses contractors, all documentation pertaining to the contract work should be uploaded to the project as it becomes available. This documentation should include the applicant’s procurement policy, the request for bids, copies of all bids that are received, the bid award notice, signed and dated contracts, and the contractor’s invoices. 



Force Account Labor
• If the applicant’s paid staff are 

preforming eligible work, the following 
documentation is required:

• Applicant’s payroll policy, including 
benefit information, rates of pay, & 
overtime policy

• If meals or lodging are claimed, this should be 
addressed in the payroll policy

• Timesheets showing employee name and 
hours worked

• Completed Applicant Benefit Calculation 
Worksheet
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If using Force Account Labor to complete a project, the applicant must provide documentation regarding the staff that preforms the eligible work. The provided payroll policy should include benefit information, rates of pay for each employee that preformed work, and the applicant’s overtime policy. If meals and lodging are being claimed, the payroll policy should indicate when employees are eligible to claim them. Timesheets need to show the employee's name, date, regular hours, and overtime hours worked. The applicant should also include a benefit calculation worksheet showing the rates for benefit contributions.



Force Account Equipment
• Applicant’s can choose to use their own equipment rates, or the latest FEMA 

equipment rates. 
• An Equipment inventory must be provided:

• Force Account Equipment records must be provided:

• Equipment log should match Labor log dates and times.
• Rental Equipment contracts.
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If an applicant is using their own equipment to preform eligible work, they can choose to provide a copy of their own equipment rates, or use the rates set by FEMA. The applicant must provide a copy of their equipment inventory, including details on the specific type of equipment and if there is an employee assigned to operate that piece of equipment. Similar to timesheets, an equipment record should be provided that shows the date and hours the equipment was used. This record should match up to the provided labor logs or timesheets. If rental equipment was used, a copy of the equipment rental contract should be provided.



Permits & Considerations
• A copy of all required permits should be uploaded to the project.
• Examples of permits:

• US Army Corps of Engineers – permits for work in waterways
• Floodplain Development permits – for working in a floodplain
• Mining permits – for using material from borrow pits

• A copy of all environmental studies & considerations should be uploaded 
to the project. They may be included in a Record of Environmental 
Consideration

• Examples can include:
• Topeka Shiner checklist
• Clearance from the State Historic Preservation Office

• Hydraulic and Hydrology (H&H) study – when changing the flow of water
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Certain work will require permits from outside agencies. Examples of this would a permit from the US Army Corps of Engineers for doing work in a waterway, a permit for working in a floodplain, or mining permits from the South Dakota Department of Environment and Natural Resources if an applicant is using material from a borrow pit. Some projects will require special considerations because work is being done in areas of historic or environmental significance. These special considerations will be recorded by FEMA Environment and Historic Preservation specialists in a Record of Environmental Consideration that is attached to the project. Examples would be checklists for doing work in the habitat of a threatened or endangered species or doing work on a site that is deemed historically significant. If a project is found to alter the flow of water in an area, an H&H study from a professional engineer may be required.



Other Documentation

• GPS locations – for all damage sites, borrow pits & salvage 
yards

• Pictures – pre-disaster, damages, during construction, 
finished

• Proof of Payment – cleared checks, bank statements
• Approved time extensions
• Insurance policies
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All projects should include GPS location for all damage sites included in the project. GPS locations must also be provided for borrow pits that materials are sourced from, salvage yards, staging areas, and debris removal sites. Pictures of the damaged locations prior to the disaster should be included if they are available. Pictures of the damage caused by the disaster must be included. These pictures should clearly show the damage that was done and should include a reference for size and location of the damage. This can be accomplished by including a measurement device, like a tape measure, in the photo. When applicable, pictures of the damaged site during repairs should be included, as well as pictures of the fully repaired site. Proof of payment is required for payments made to contractors, vendors, and employees. This can include copies of cleared checks or bank statements that show the payment was made. Copies of approved time extensions should be uploaded into the project in grants portal. Insurance policies should be uploaded to each project, even if they are already uploaded to the applicants' general documents.



Have Questions?

Visit us!

On the Web:
oem.sd.gov

On Facebook:
www.facebook.com/
SDPublicSafety

By Phone:
(605) 773-3231
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If you have any questions about the documentation required for your project, please reach out to our office.

https://dps.sd.gov/emergency-services/emergency-management
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