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AGENDA

 Difference between FEMA and MEMA delivery models

 COVID-19 Declaration

 Navigating MEMA State Workbook v4

 Completing the MEMA State Workbook v4



OBJECTIVES & GOALS

 Familiarity with MEMA State Workbook v4

 How to Complete the MEMA State Workbook v4



MAJOR DECLARATION
FEMA-4496-DR-MA

DECLARATION DATE: March 27, 2020

INCIDENT DATE: January 20, 2020 and continuing

DECLARED COUNTIES: All Massachusetts Counties

AUTHORIZED DISASTER ASSISTANCE:   FEMA Public Assistance Program

Category B - FEMA Public Assistance Program

Want to review 
previous training? 

Visit our website here to 
view our training!

https://www.mass.gov/info-details/webinars-for-dr-4496-covid-19-federal-disaster-declaration-in-massachusetts


FEMA COST 
SUMMARY 
WORKSHEETS

Need the most current 
version of the MEMA 

Workbook?

Visit our website here to 
download MEMA 

Resources for Public 
Assistance Projects!

https://www.mass.gov/info-details/fema-public-assistance-local-state-tribal-and-non-profit#mema-forms-for-public-assistance-projects-


FEMA COST 
SUMMARY 
WORKSHEETS 
(CONT.)



FEMA 
SUPPLEMENTARY 
SCHEDULES



START HERE

 Workbook Tips
 Hot Keys

 Sharing

 1- Applicant Event Profile

 2 – Enter Workbook Details

 3 – Begin Workbook
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OT RATES & 
EQUIPMENT LINES

 1 - REVIEW YOUR PAYROLL 
POLICY to determine OT 
rates and multipliers

 2 - REVIEW TIME SHEETS and 
EQUIPMENT LOGS to 
determine the number of 
pieces will be entered

1
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MACRO WILL POPULATE 
ADDITIONAL 
WORKSHEETS

 Equipment Inventory OT1

 Payroll Record OT1

 OT1 Equip1



FEMA COSTS CODES AND EQUIPMENT INVENTORY
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PAYROLL RECORD AND 
FRINGE BENEFITS

 Individual Fringe Data

 Average Fringe Data

 Apply Fringe to Overtime
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ADDING AN OPERATOR TO THE EQUIPMENT INVENTORY
 EACH PIECE OF EQUIPMENT MUST BE TIED TO AN EMPLOYEE
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LABOR SUMMARY AND INPUTTING DATA

 Selecting the employee will auto-fill and auto-calculate date entered in 
the Payroll Record

 No fringe has been included in rates so all rates will be reflective of 
what had been inputted into the Payroll record.



LABOR SUMMARY 
AND INPUTTING 
DATA -
EQUIPMENT

 A - REMEMBER IF THE DROPDOWN IS 
EMPTY USE THE SCROLL BAR TO 
MOVE UP

 B - TO CHANGE THE DATE RANGE 
ONLY CHANGE THE MONTH/DAY IN 
CELL H7. THE REMAINING DATES AND 
TIME 

 E & G - IF THERE IS A “N/A” ERROR, IT 
IS LIKELY THERE IS A CELL WITH DATA 
THAT IS NOT RECOGNIZED, EVEN IF 
IT IS A BLANK CELL. CLICK THE 
OFFENDING CELL AND DELETE

 H - NO FRINGE HAS BEEN INCLUDED 
IN RATES SO ALL RATES WILL BE 
REFLECTIVE OF WHAT HAD BEEN 
INPUTTED INTO THE PAYROLL 
RECORD.

 IF YOU REQUIRE MORE THAN 2 
WEEKS OF RECORDS, CLICK “ADD 
PAGE”
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LABOR SUMMARY AND INPUTTING DATA – HOURS WORKED

 In this example the “average fringe” benefit has 
been selected in the payroll record. Note that the 
workbook has auto-calculated the change in the 
hourly rates.

 Only enter the hours that you will be claiming for 
reimbursement. MEMA, FEMA, or external auditors 
will verify time was incurred by reviewing approved 
timesheets.



CONTRACTS

 Each column MUST be filled

 Invoice amount and Claim 
amount do not have to match.

 Use comments, as necessary. It 
may be important for MEMA 
and FEMA to understand 
where and why the vendors 
provided the services.

 Contracts, Invoices, and Proof 
of Payment will support costs.



MATERIALS AND SUPPLIES

 Each column MUST be filled

 Be clear with description

 Detail the quantities in each case

 Purchased and Used Date are necessary to 
proceed with eligibility review.

 The project application “details of activities or 
narrative” should provide details to support the 
need to incur costs.

 Consult with your assigned project coordinator if 
you have questions.



RENTALS

 Each column MUST be filled

 Be clear in equipment 
description

 If rates are based on something 
other than hours, enter those 
details and leave a comment 
for reference

 Contracts, Invoices, and Proof 
of Payment will support costs.



FINAL COST SUMMARY

 Review the cost summary with your records

 Consult with your team

 Upload the workbook into the Grants Portal as 
supporting documentation

 Submit your project application



• Activity Detail
• All activities described and justified

• MEMA YouTube Walkthroughs
• MEMA Workbook 2020
• MEMA Cat Z Workbook

Conclusion
• Documentation

• Make sure documents are labeled and categorized correctly
• Make sure all the numbers in your provided documentation matches your Grants Portal 

Application

Was that a lot of 
information in a short 

period of time?

Visit our website here to 
view our Summer Series 

and other training any time!

https://youtu.be/NKaU4AGuL0I
https://youtu.be/XLr9kEDBdFI
https://www.mass.gov/info-details/webinars-for-dr-4496-covid-19-federal-disaster-declaration-in-massachusetts


STATE  PUBLIC  ASSISTANCE  CONTACTS

 MA Public Assistance Officer

Erica.Heidelberg@mass.gov

 MA Public Assistance Program Coordinator – Complex Lane Projects

Lorraine.Eddy@mass.gov

MA Public Assistance Program Coordinator – Standard Lane Projects

Amanda.Campen@mass.gov

 Questions?

https://www.mass.gov/info-details/covid-19-federal-disaster-declaration#questions-

Disaster.Recovery@mass.gov

mailto:Erica.Heidelberg@mass.gov
mailto:Lorraine.Eddy@mass.gov
mailto:Amanda.Campen@mass.gov
https://www.mass.gov/info-details/covid-19-federal-disaster-declaration#questions-
mailto:Disaster.Recovery@mass.gov
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