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Overview 

Management costs are indirect costs, administrative expenses, and other expenses an Applicant incurs in administering and managing Public 
Assistance (PA) grants and, awards not directly chargeable to a specific project. 

Examples include, but are not limited to: 

• PA Management 
• Meetings regarding the PA Program or overall damage claim 
• Reading, writing, reviewing, and/or collecting correspondence relating to Public Assistance 
• Formulating projects and narratives, gathering documents, and hiring contractors to perform PA project related activities  
• Activities related to ineligible projects are not eligible  
• Excess management costs funding may not be retained as reimbursement is capped at 5% 

Federal Cost: 
• FEMA provides contributions for management costs that an Applicant incurs in administering and managing PA program.  
• Up to 5% of the sum of all applicant’s obligated projects (Categories A – G) are eligible for 100% reimbursement from FEMA 
• FEMA makes final determination on eligible and reasonable costs.  

This Guidance is for the following Disaster:  
 

1. DR-4505 / COVID-19 / January 20, 2020 - May 11, 2023* 
 

 

            *FEMA proposed COVID -19 Period of Performance end date 
 

Eligible Activities 
Include activities related to developing and managing the PA program on all eligible and obligated PA projects. These activities may include, but 
are not limited to: 

• Preliminary Damage Assessments 
• Meetings / technical assistance regarding the PA Program or PA damage claim 
• Organizing PA damage sites into logical groups 
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• Preparing correspondences 
• Site inspections 
• Travel expenses related to the PA program 
• Developing the detailed site‐specific damage description 
• Evaluating Section 406 hazard mitigation measures 
• Preparing Small and Large Projects 
• Creating and uploading documents into Grants Portal  
• Formulating and reviewing Project Worksheet’s 
• Collecting, copying, filing, or submitting documents to support a claim 
• Requesting disbursement of PA funds 

 
 
NON-Eligible Activities 

Activities that cannot be claimed under management costs. 

Example of activities that are directly related to a project (Categories A – G) but not eligible under management costs (Category Z) 
include: 

• Architectural, engineering, financial management, and design services are project costs and cannot be included under 
management costs 

• Similarly, construction management activities that manage, coordinate, and supervise the construction process from 
project scoping to project completion are project costs 

 

Documentation Requirements 

In accordance with the Code of Federal Regulations Title 2 Part 200: Uniform Administration Requirements (2 CFR 220), the initial application 
for management costs must: 

• Include a description of activities, personnel requirements, and other costs 
o The documentation in a management costs application will be used by FEMA to determine if costs are reasonable and will 

support necessary management activities throughout the period of performance. 
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Actual cost documentation must include information necessary to demonstrate eligibility of costs and activities claimed as management 
costs: 

a) Payroll data, procurement procedures, contracts, invoices, proof of payments, management cost workbook, and a narrative of the 
activities and duties performed. 

 
b) Documentation must also include information to demonstrate that costs are reasonable. FEMA’s established procedures for 

evaluating reasonable costs are described in FEMA’s Public Assistance Reasonable Cost Evaluation Job Aid found here:   
       Microsoft Word ‐ Public Assistance Reasonable Cost Evaluation Job Aid (RFO) (fema.gov) 

 
c) FEMA makes the final decision regarding all eligibility determinations under the PA Program including the determination of cost 

reasonableness. 
 

Additional Resources: 

Grants Portal – PA Management Costs (Category Z) and Streamlined Project Application Process 

https://www.youtube.com/watch?v=bhk4hUM8fKU 

https://www.fema.gov/sites/default/files/2020-07/fema_pa_reasonable-cost-evaluation-job-aid.pdf#:%7E:text=The%20method%28s%29%20used%20to%20evaluate%20costs%20will%20depend,which%20may%20include%20any%20of%20the%20following%20resources.
http://www.youtube.com/watch?v=bhk4hUM8fKU
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How to complete the Management Cost (Category Z) Workbook 
The purpose of this workbook is to help organize your expenses and help you create a Management Costs 
(Category Z) project in Grants Portal.  This workbook has formulas to help tabulate all your different expenses.  
The workbook has 6 functional tabs and 2 informational tabs (Management Summary & Help).  

• RED tab will have the disaster details which will populate all the header in the remaining tabs.   

• GRAY tab is the Management Cost Summary which will automatically be filled in as you complete each 
blue tab. Please do not modify or type on this sheet. 

• Blue tabs will contain all the management costs related to this event.  These tabs represent a different 
category of expenses.  Please only fill out the white cells on each sheet.  

• Orange tab is the user guide to fill out this workbook. 

Fill Out First 
Go to the ‘Fill Out First’ tab in the worksheet and complete the ‘Disaster Details’ information. 
       (Please only fill out the white cells, See below) 
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Management Cost Summary 
The ‘Mgmt Cost Summary’ tab summarizes all the expenses for the Management Cost Project (Category Z). It will 
allow you to compare your eligible management cost to the potential reimbursement of 5% of all obligated 
projects.   You do not need to fill anything on this sheet 
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5% of Obligated Projects 
The “5% of Obligated Projects” tab will add all your obligated projects and identify the maximum 5% 
Management Cost Cap.  (Please only fill out the white cells, See below) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To obtain this information you will need to log into Grants Portal.  Below are the steps to get the information 
from Grants Portal.  
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Step 1 ‐ Open Grants Portal ‐ https://grantee.fema.gov 
Step 2 ‐ Log into Grants Portal with your login credentials 

• Once you log into Grant Portal you will get a One Time Passcode. It will be sent to your email associated 
with Grants Portal.  

• If you have an issue logging into Grants Portal, click the “? Help” box on the top right corner of the web 
page. 

• If you need access to Grants Portal, please contact Armand Randolph via email 
Armand.Randolph@ema.ri.gov 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Grants Portal Help  

https://grantee.fema.gov/
mailto:Armand.Randolph@ema.ri.gov?subject=Grants%20Portal%20Access%20Request
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Step 3 ‐ Click “My Organization” 
Step 4 ‐ Click “Applicant Event Profiles” 

 
 
  

Local Applicant  000-ABCDF-00  

00-1234578  

A12BCDE3N456  

987654321  

User, User  

Local Applicant (002-54868) 
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Step 5 ‐ Click on magnifying glass for the applicable event for either 4505DR‐RI (COVID‐19 Projects) or 4653DR‐RI (Snow Projects) 

 
 

Step 6 ‐ Click Projects 
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Step 7 ‐ Click on magnifying glass to the open first obligated project. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

$1,000.00 $1,000.00 

$2,000.00 $2,000.00 

$3,000.00 $3,000.00 

Project 1 

 Project 3 

Project 2 234561 

123456 

345612 
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Step 8 ‐ This screen will show you how to obtain the Project Number, Title, and P/W #.(Project Worksheet 
Number) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Local Applicant (002-54868) [123456] Local Applicant Project 1 

Local Applicant (002-54868) 123456 

Local Applicant Project 1 
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Step 9 ‐ While still on the Project page, scroll down then click on to Award Information.  This will show you where 
to obtain the Total Federal Share Obligated amount 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
HINT: 

• Once the lines are filled out, the sheet will automatically provide the Potential 5% Reimbursement.   
• The information from this sheet will be used for the Management Cost Summary Sheet.  

 
 

Payroll Information 
The “Payroll Information” tab is used to list all your personnel who worked on the management activities and 
managed Public Assistant (PA) obligated projects (Categories A – G). (Please only fill out the white cells, See below) 
 

IMPORTANT: This sheet must be completed before filling out the Labor Sheet. The information from this sheet 
will be used to auto populate the Labor Sheet. 
 

HINT:  
• When you are listing the names, please indicate the pay status such as Regular Time or Over Time.  This 

helps identify the different pay statuses in the Labor Sheet.   
• You must upload into Grants Portal the Labor Contract/Pay Policy for personnel claimed to substantiate 

$1,000.00 

$1,000.00 
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their rate of pay and fringe benefits.  
• If you need a starting point as to when you accessed Grants Portal, follow these directions: 

o Select a project within Grants Portal 
o Click on “History”. 
o Click on “Action Log” 
o This will provide you with a log of who & when logged into this project.  By sorting the “Performed 

By” Column, it will group all the individual who accessed this project.  You can also use this as 
supporting documentation for Management Cost (CAT Z). 

 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
                                                        DO NOT REMOVE, TYPE, OR MODIFIY THE RED LINE 
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Labor Cost 
The “Labor Cost” tab is used to list all types of labor activity relater to Management Cost.    
  (Please only fill out the white cells, See below) 
 
HINT: 

• Name: This column will have a drop‐down menu with all the names from the “Payroll Information” sheet. 
• Labor Type: This column will have a drop‐down menu with labor activities. If an activity is not in listed, 

select “Other” and fill out the Notes column with the description of the activity. 
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Material / Equipment Costs 
The “Material / Equipment Costs” tab is used to list all the equipment purchased, leasing, Mileage, and 
consumables.    (Please only fill out the white cells, See below) 
 
HINT: 

• All entries must have supporting documentation such as Invoices, Proof of payment, Procurement 
Policies, Travel policy, etc.…  All documentation must be upload into Grants Portal.  

• Used For: This column is needed to justify claimed expenses. 
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Contract Costs 
The “Contract Costs” tab is used to list all vendors who worked on the management activities and managed Public 
Assistant (PA) obligated projects (Categories A – G). (Please only fill out the white cells) 

HINT: 
• All entries must have supporting documentation such as Invoices, Proof of payment, Procurement Policies, and 

copy of contract.  All documentation must be upload into Grants Portal.  
• Description of work performed: This column is needed to justify claimed expenses 
• Invoice Amount: Is the total cost of the invoice. 
• Amount Claimed: This amount could differ from invoice total amount.  
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How to Create & Submit for Management Costs in Grants Portal 
1. Open Grants Portal ‐ https://grantee.fema.gov 
2. Log into Grants Portal with your login credentials 

• Once you log into Grant Portal you will get a One Time Passcode. It will be sent to your email associated 
with Grants Portal.  

• If you have an issue logging into Grants Portal, click the “? Help” box on the top right corner of the web 
page. 

• If you need access to Grants Portal, please contact Armand Randolph via email 
Armand.Randolph@ema.ri.gov 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Grants Portal Help  

https://grantee.fema.gov/
mailto:Armand.Randolph@ema.ri.gov?subject=Grants%20Portal%20Access%20Request
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3‐ Click “My Organization” 
4‐ Click “Applicant Event Profiles”  
 

 
 
  

Local Applicant  000-ABCDF-00  

00-1234578  

A12BCDE3N456  

987654321  

User, User  

Local Applicant (002-54868) 
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5‐ Click on magnifying glass for the applicable event for either 4505DR‐RI (COVID‐19 Projects) or 4653DR‐RI (Snow 
Projects) 

 

6‐ Click “Start Streamlined Project Application” 
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7‐  Click “Management Cost” and follow steps. 
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