FFY 2004 EMPG Application Package Instructions

Attached are the FFY 2004 grant application forms, which must be completed, in order to participate in the Emergency Management Performance Grant (EMPG) program.

All final application materials must be submitted to the Regional Office no later than October 10, 2003.

The EMPG Application (DMA Form 1035) should be transmitted to your Regional Director with the following attachments:

1. Plan of Work / Four Year Exercise Plan

2. EMPG Position Description(s)

3. EMPG Budget Information Worksheet

4. EMPG Staffing Pattern

5. County Emergency Management Budget

The EMPG Budget Information Worksheet (DMA Form 1036) should be completed for all anticipated  EMPG positions.    Per Information and Guidance Memo 07-01-01, EMPG grants are distributed based upon a set formula.  Grants funds will be provided for the reimbursement of salary and fringe benefits for the County Emergency Management Director and those in direct support of the Plan of Work Activities for the County Emergency Management program.  A subsequent increase in funding allocations was outlined in Information and Guidance Memo 04-01-03, and should be considered as a base for funding in FFY04. EMPG funding is limited to 50% of eligible salary and fringe benefits as well as related expenses or the formula amount, whichever is less. When the form is completed, transfer the salary and fringe benefit data to the Grant Application form.  The travel and other expense figures, as well as salary and fringe benefits, will be used to determine the actual county EMPG costs for emergency management.  This information will be utilized in any appeal to FEMA for increased funding for the local jurisdictions.  When determining your “other” costs, do not include expenses funded under other federal programs.

FEMA Form 85-17 will be used for the EMPG Annual Submission.  Complete the Staffing Pattern for all positions for which EMPG funds will be used and that provide direct support to the POW and EM program.  Identify all positions in your emergency management office, but include salary amounts for only those positions funded under the EMPG grant program.  The figure for “Gross Annual Salary” listed in column 2 should be the total federal share of salary and fringe benefits for each position.

DMA Form 1140 is the required Merit System Certification.  Attached to that certification form is Appendix B from CPG 1-3. This document outlines the Federal Office of Personnel Management’s Standards for a Merit System of Personnel Administration.  Please read this section of the Federal Register, and then complete DMA Form 1140.

In FFY 2004 FEMA’s Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion – Lower Tier Covered Transactions is a required submission for every subgrantee (County) application for funding.  To properly determine your response, please read the instructions provided by FEMA.  Additional information may also be provided by your county purchasing office regarding debarment or suspension issues.

Several copies of the EMPG billing form (DMA Form 1037) have been provided.  One of these forms must be completed and submitted to the Regional Office at the end of each six-month reporting period.   The date of your paycheck will determine for which reporting period expenses should be reported.  If the billing is longer than one page, insert the total of all pages in the designated blanks on page 1.  The billings must be submitted with the original signature and include time and attendance records for the pay periods within that given reporting period .

If you have any questions or require additional information, please contact your Regional Office.

