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HAZARD MITIGATION GRANT PROGRAM
SUB-APPLICATION INSTRUCTIONS
GENERAL INFORMATION


Please read the following instructions prior to completing the Hazard Mitigation Grant Program (HMGP) sub-application.  Accurate and complete answers are necessary for determining eligibility and expediting the review of your application.  If you have additional questions while completing the application, please call the Hazard Mitigation Grants Program Unit at (916) 845‑8173.  

Introduction

As a result of the declaration of a major federal disaster, the State of California is eligible for HMGP funding.  The State has established priorities to accept project sub-applications from sub-recipients State-wide or within declared counties, state agencies, local governments, and Private Non-Profits.

Hazard mitigation activities are aimed at reducing or eliminating future damages.  Activities include hazard mitigation plans approvable by the Federal Emergency Management Agency (FEMA) and cost‑effective hazard mitigation projects.

Federal funding is provided under the authority of the Robert T. Stafford Emergency Assistance and Disaster Relief Act (Stafford Act) through FEMA and the California Governor’s Office of Emergency Services (Cal OES).  Cal OES is responsible for identifying program priorities, reviewing sub-applications and forwarding recommendations for funding to FEMA.  FEMA has final approval for activity eligibility and funding.

The federal regulations governing the HMGP are found in Title 44 of the Code of Federal Regulations (44CFR) Parts 201, 206, and 13.

Only activities already approved through the Notice of Interest (NOI) process can be submitted as sub-applications for funding consideration under HMGP.  

Elimination/Review Criteria 


1. Benefit/Cost Ratio (BCR): Projects with a BCR of less than 1.0 will not be considered.

2. Local Hazard Mitigation Plan (LHMP) Requirement:  A FEMA-approved and locally adopted LHMP is required to receive federal funds for any project application activity.  Sub-recipients for HMGP funding must have a FEMA-approved Mitigation Plan at the time of sub-recipient award.  

3. Federal Requested Share: Cal OES will not accept sub-applications for activities with a requested federal share that exceeds $3 million for project activities.

4. Performance Period: Cal OES will not accept sub-applications activities with performance periods exceeding 36 months.  Performance period begins from the close of FEMA’s application period (September 22, 2019).

5. Cal OES-Approved NOI:  Each sub-application must be matched with a Cal OES-approved NOI.  If you did not receive notification from Cal OES that the activity described in an NOI submitted by the sub-recipient was approved, do not submit an sub-application for the activity.

6.   Copies: Sub-recipient must provide two complete sub-applications, including a Benefit Cost Analysis (BCA) in zip file format and all attachments on CDs, as separately grouped packages.  One package is for Cal OES files; one is for submittal to FEMA.










Program Priorities:  The State will determine program priorities for each disaster.

Other Important Eligibility Considerations:  The following are also important considerations in determining the eligibility of activities.

A.  Completed activities and activities currently under construction are not eligible for funding.
B.  Sub-applications that are incomplete and do not conform to pre-established priorities, are not consistent with state 		and federal HMGP regulations, or do not meet eligibility criteria will not be considered.
C.  HMGP funds cannot be used as a substitute or replacement to fund activities or programs that are available under other federal authorities (Duplication of Programs or DOP).
D.  Funds are provided on a 75/25 cost share basis: 75 percent federal and 25 percent non-federal. Matching funds must be   identified in the application budge as eligible costs.  A match commitment letter must be submitted to Cal OES with the sub-application and signed by an authorized agent of the sub-recipient.  The letter must provide assurance to Cal OES that the sub-recipient will provide the required matching funds.
E.  HMGP matching funds must be from a non-federal source.


Sub-Application Format
To expedite the review process, Cal OES requires that the following format be used for sub-application submissions. 

Two complete sub-applications must be submitted to Cal OES.  
1.  One completed sub-application consists of the following:
· A printed (hard-copy) sub-application.  
· A hard-copy of any documents (clearly labeled) referred to in the sub-application (e.g., maps, environmental or historical reports, etc.).  
· A table of contents for the sub-application and attachments. 
· The sub-application, the BCA in zip file format and table of contents on a Compact Disc (CD).  Include attachments on the CD if electronically possible.
· For maps, plans, and documents of varying size, clearly label items and place inside a file folder.

2.  Provide a second complete sub-application as described in number 1 above.
	Each of the two complete sub-applications with attachments and CD must be separately packaged. 
One complete copy will be forwarded to FEMA for its review and final determination and the other logged-into Cal OES files. 
	
	Mail or deliver completed sub-applications to:

California Governor’s Office of Emergency Services
Hazard Mitigation Grants Program Unit
Attention: HMGPU DR- 4240
3650 Schriever Avenue
Mather, CA 95655


Deadlines

Sub-Application due date is June 16, 2016.
If additional time is needed to complete the sub-application, an extension may be granted upon written request to Cal OES.  Sub-recipients are encouraged to work closely with their assigned Cal OES Emergency Services Coordinator in the development of the sub-application.








Organization of the Sub-application

The sub-application package is organized into Part I and Part II as follows:

PART I:  ACTIVITY INFORMATION
SECTION:	I.	State Information (State of California Use Only) page 2.
		II.	Sub-recipient Information	
		III.	Project Information
		IV.	Work Schedule
		V.	Cost Estimate (Cost Estimate Excel Spreadsheet on webpage) 
		VI.	Benefit/Cost Effectiveness
		VII.	Maintenance Assurance Description
		VIII.	National Flood Insurance Program (NFIP)
		

PART II:  ENVIRONMENTAL QUESTIONNAIRE
SECTION:	I.	Regulations
		II.	Environmental Checklist
		III.          Alternatives
		IV.	Project Conditions
		 V. 	Authorization

			
					

IMPORTANT ADDITIONAL REQUIREMENTS:

1.           When using this form, immediately “SAVE AS” a new document in order to maintain the integrity of the original form.

2.  	Save to a CD any documents that are pertinent to the application.  Documents must be in version Word 2007 or above, PDF, or Excel. 

3.	When attachments are included with your sub-application, a table of contents must be included.  The table of contents must list a file name and clearly reference the question it answers in the sub-application.  The table of contents and attachments should be added after part II - environmental questionnaire.

4.	The State is requiring that sub-applicant provide a BCA with project sub-applications on the CD.  BCAs must be in zip file format when copied to CD.   FEMA requires sub-recipients to use the BCA version 5.2.1.  Additional information on the BCA toolkit is available through the FEMA website http://www.fema.gov/benefit-cost-analysis. 

5. 	Hard copies of any information not available electronically (e.g. maps, 	construction plans, etc), must be sent to Cal OES, Hazard Mitigation Grants Program Unit at the address listed on page 3 of these instructions with the sub-application materials.

6.           Text and check box instructions:  
The following sub-application contains text fields requiring either an alpha/numeric response or a box to check.  Text response requires insertion of your cursor on the field box and a mouse click.  Check boxes require cursor insertion and a double click to open a menu allowing you the options of not checked or checked.  Activate the keyboard ‘numlock’ feature in order to enter numeric data.   Insert answers to the following questions within the accompanying shaded fields.













PART I:  ACTIVITY INFORMATION

SECTION I:   State of California use only
SECTION II:  Sub-recipient information

1.  	SUB-RECIPIENT NAME: Provide the name of the state or local government, private non-profit or special district applying for sub- grant funds.

2.	FIPS#:  Provide the Federal Identification Processing System (FIPS) number for the sub-recipient.  If you do not have a FIPS number, contact Cal OES.  

3.	DUNS#:  Provide the Data Universal Numbering System (DUNS) number.  To obtain your DUNS number call 1‑866‑705‑5711 for additional information.

4.	COUNTY:  Provide the name of the county in which the sub-recipient proposed project will be located.

5.	SUB-RECIPIENT TYPE:  Select one.  Eligible sub-recipients include state and local governments, special districts and private non-profit organizations.  If your entity does not fall into one of these categories, you are not eligible to apply for HMGP funding.

6.	POLITICAL DISTRICTS:  Provide the numbers of the political districts for the sub-recipient.  If you only know the name of your political representatives, please call their office for the district numbers.  

7.	CONTACT: Provide the name, address, phone number and e-mail address for the person who will be the point of contact for your agency or organization.  Cal OES will contact this person with questions and/or requests for information.  

8.	NFIP: National Flood Insurance Program   
	Contact your county or local floodplain administrator for LAST CAV (Community Assistance Visit) DATE of last visit.

9.  ALTERNATE CONTACT: Provide the name, address, phone number and e-mail address for the person who will be the alternate point of contact for your agency or organization. 

10. LOCAL HAZARD MITIGATION PLAN REQUIREMENT:  Sub-recipients for HMGP funding must have a FEMA-approved Local Hazard Mitigation Plan (LHMP) at the time of award.  Cal OES will review sub-applications to ensure that the proposed activity is in conformance with the goals and objectives of that sub-recipient LHMP.   Sub-recipient must provide the section and page in the LHMP showing project conformance.  Provide the name/title of the LHMP and if the sub-recipient has participated in a multi-jurisdictional LHMP identify the name of the lead agency.  
  
SECTION III:  Project Information

11. Project Title:  Sub-recipient must use the same Project Title as used in the approved Notice of Interest.

12.	Project Location:  
	
	Provide a detailed location (include the legal description, latitude and longitude coordinates).  FEMA requires that all projects be geo-coded using latitude and longitude (lat/long) using NAD-83 or WGS-84 datum.  The lat/long coordinates must be expressed in degrees including five or more decimal places (e.g., latitude 36.999221, longitude –109.044883).   If more than 10 coordinates are required, provide them on an attached document.

	Identify the county where the activity occurs.  If the activity occurs in more than one county list all counties and separate by commas.
		
For projects that protect buildings, or other facilities, provide coordinates for each structure at either the front door of the structure or the intersection of the public road and driveway that is used to access the property.  Include photos of structures.

	For large activity areas, such as detention basins or vegetation management projects, the activity must be described by three or more coordinates that identify the boundaries of the project.  The boundaries for any project must include any area of potential environmental, historic or archaeological impact as well as service roads, staging areas, or off‑site storage areas that will be utilized during the construction of the project.  The polygon created by connecting the coordinates must encompass the entire project area.

	If project area has been mapped using GIS software include completed shapefiles on CD. 

13.	MAPPING REQUIREMENTS:  Clearly depict the project location. Include a vicinity map of the general area showing major roads and proposed staging area.  Aerial photographs may be used as vicinity maps.  Prominently mark the project location on the vicinity map.  Additionally, provide a detailed project map that clearly identifies the project boundaries.  The detailed project map must show all lat/long coordinates previously provided.   Both maps must have a north arrow and scale.

  14.   DEED RESTRICTIONS THAT LIMIT FEDERAL FUNDING:  Indicate if there is a deed restriction or permanent conservation easement on the property at the project site that would prohibit federal disaster funding (e.g., a previously FEMA funded buy-out of a structure on this property).

15.	PUBLIC ASSISTANCE PROGRAM FUNDING:  List any Public Assistance Disaster Survey Reports (DSR) or Project Worksheets (PWs) that were completed at the project location from previous disasters within the last 10 years from the date of this sub-application.

16.  PROJECT DESCRIPTION: All sub-applications for project activities must be consistent with the sub-recipient’s Local Hazard Mitigation Plan (LHMP).  Include a conceptual drawing of your intended project.  Sub-recipients must answer all questions 16A - through G.  Provide detailed answers/descriptions for each question.  Sub-applications that do not provide detailed descriptions of the proposed activity will not be considered for funding.  For further guidance see page 11, Scope of Work and Design Drawings.

	A.	PROJECT TYPE:  Sub-Recipient AT LEAST ONE PROJECT TYPE MUST BE SELECTED
	
Flood:  Elevation – Acquisition – Flood Control (barriers, culverts, basins) 
		
	Drought:

Earthquake: Structural or Non-structural or Structural/Non-Structural

	*Fire: Vegetation Management – *Fire: Resistant Building Materials –*Fire: Defensible Space
	FEMA requires that all fire projects adhere to its Hazard Mitigation Assistance Unified Guidance 2013.
	
FEMA requires all fire projects to adhere to its Hazard Mitigation Assistance Unified Guidance 2015, located at FEMA website http://www.fema.gov/media-library-data/1424983165449-38f5dfc69c0bd4ea8a161e8bb7b79553/HMA_Guidance_022715_508.pdf.


         B.	Describe the problem you are attempting to solve and the expected outcome.

C. Describe any recent events that influenced the selection of this project (e.g. changes in the watershed, discovery 
	of a new hazard, zoning requirements, inter-agency agreements).

D.  Describe in detail how the project reduces hazard effects and risks. 

	E. 	Describe the full Scope Of Work (SOW) of the project in detail:  Provide dimensions, types and sizes of materials.
	 		Indicate whether the project is located in existing right-of-ways and/or in a previously disturbed area.

	F.	If the project involves ground disturbance, e.g., enlarging ditches or culverts, building footprints, diversion ditches, detention basins, etc., provide additional information as requested. 

	G.	Describe any other projects which may be related to the proposed project.  FEMA must look at all projects in 
		order to determine a cumulative effect.

	17.   HAZARD TYPE:  Use the check boxes to indicate what hazard(s) this project will protect against.

18.  HAZARD AND RISK ANALYSIS:  The Part II, Environmental Questionnaire starting on page 13, requires a detailed examination of the proposed project and Alternatives as a requirement of the Code of Federal Regulations and the National Environmental  Policy Act (NEPA).  Cal OES recommends you return to this question after completing the Part II, Environmental Questionnaire.

	1.	History: (describe the hazards and risks to life, safety and improved property at least during the last 25 years) in the project area.

2.  Alternatives:   Briefly describe alternatives to your proposed project. Alternatives are typically No Action and one 	Alternative.  


3. Proposed Action:  Briefly describe your proposed project and why it was selected from the alternatives.

 
19.  COMMUNITY INFORMATION: 
A. The Hazard Mitigation Grants Program Unit of the Cal OES is successful in meeting the FEMA requirements to qualify as an Enhanced State Hazard Mitigation Plan (ESHMP) state.  ESHMP accreditation has resulted in additional millions of dollars available for local agencies’ hazard mitigation plan and project funding.  In order to maintain ESHMP status further information is requested by FEMA.  This information is requested as a means of assessing the pro-activity of your community or agency.  Responding to this question will enhance FEMA’s and Cal OES’s review of your application.

	B.	PROVIDE A NARRATIVE DESCRIPTION FOR ANY OF THE FACTORS YOU HAVE SELECTED. 

SECTION IV:  WORK SCHEDULE

  PROPOSED WORK SCHEDULE:  The schedule must:

	1.	Include all significant milestones and tasks (see Sample Milestone Schedule below). The sub-application provides 				space for 13 milestones.  If more milestones are required, provide them on an attached MS- word document.
	2.		Show activity duration in months. Total duration must not exceed a 36-month performance period.   Performance period 		begins from the close of FEMA’s application period and project completion date no later than September 22, 2019.
3.	Show the duration in months for each milestone.  Sub-recipients must provide a milestone for project close-out of 90 days.  	This allows time for the sub-recipient and Cal OES to close out the subaward.
4.	Provide a realistic appraisal of the time required to complete the project.

	Sample Milestone Schedule for a Project Activity: The schedule shown below is meant only as an example of the level of 	detail required for milestones provided.
	Description
	Duration 

	Survey			
	

	Design
	

	Board Approval
	

	Right of Way 
	

	Permits
	

	Inspection
	

	Site Preparation
	

	Relocation of people or property
	

	Bidding
	

	Board Approval
	

	Construction
	

	Construction sub-milestones are unique to the type of project. Add as appropriate
	

	Project Closeout
	3 months

	TOTALS
	See item #2






















SECTION V:  COST ESTIMATE

		BUDGET CATEGORIES: Provide a detailed breakdown of activity costs.  Budget items should include project management, engineering and design, site acquisition, force account labor, contracts and construction costs.  Typical activity categories include contract, mapping, printing, supplies, force account labor, etc.  See Sample Budget Categories on page 12 of instructions.  Include only those costs that are directly related to performing the mitigation activity.  If additional work, such as remodeling, additions, or improvements are being done concurrently with the mitigation work, do not include these costs in your budget.  Contingency, miscellaneous, or other, are ineligible cost items.  No indirect charges are allowable. 

	Cost Estimate Guidance

The cost estimate describes all of the sub-recipient’s anticipated costs associated with the SOW for the proposed mitigation activity. Cost estimates must include detailed estimates of various cost item categories such as labor, materials, equipment, and subcontractor costs. The cost estimate must identify the cost categories and value for which donated contributions will be used to meet the Non-Federal cost share.  

Sub-recipients must provide an explanation and documentation demonstrating how the cost estimate was developed and the basis for each cost element, such as salary and fringe benefit worksheets for personnel, bids from qualified professionals, and 

costs established in nationally published or local cost estimating guides. If a cost estimate is based on a contractor’s bid or historic costs from another activity, detailed documentation as outlined above must be provided.  

Separate cost line items in a sub-application are required to ensure that cost thresholds are not exceeded. As applicable the following line items must be listed separately in the budget:

♦ Sub-recipient Pre-award costs;
♦ Sub-recipient Project Management costs. 

Project Cost Estimate

Additionally, the project cost estimate must include a line-item breakdown of all anticipated costs including, as applicable:

♦ Costs for anticipated environmental resource impact treatment or historic property treatment measures;
	♦ Costs for engineering designs/specifications including hydrologic and hydraulic studies/analyses required as an integral part
	of designing the project;
♦ Construction/demolition/relocation costs, such as survey, permitting, site preparation, and material/debris disposal costs.

Sub-recipient must use the Project Cost Estimate Excel Spreadsheet and include it with the sub-application.    
 
The Spreadsheet provides space for twenty-six budget line items.  Do not provide a different spreadsheet; this is critical to the sub-application.   Do not round off numbers in the cost estimate.  All unit prices must be whole numbers. 

The cost estimate should include all eligible costs for the proposed activity.  Only eligible costs that are included in both the budget and the scope of work will be reimbursed.  Any documentation that supports the budget must be attached to the application.  Total costs must be consistent with the requested federal share plus the matching funds and must be consistent with the project cost in the Benefit Cost Analysis (BCA).  

Ineligible costs are project maintenance, contingency, costs not associated with the scope of work, or any undefined line items such as “other” or “miscellaneous.”

FEMA requires that sub-recipients provide a budget narrative or justification.  Describe in your narrative the line-items in your budget and the method used to estimate that cost item.    Enter your Narrative or Justification in the COST ESTIMATE NARRATIVE at the end of this SECTION V.  If your budget includes Force Account Personnel (your agency) include in the narrative those personnel titles, and hourly salary plus benefits for a total hourly cost.   
	
FEDERAL/NON-FEDERAL SHARE:  HMGP funding is restricted to a maximum of $3 million federal share for each project sub-application.  FEMA will contribute up to 75 percent of the total project cost.  A minimum of 25 percent of the total eligible costs must be provided from a non-federal source.  However, a greater than 25 percent non-federal share is allowable.  For example, on a $4,000,000 total project cost, the federal requested share cannot exceed $3,000,000.  Therefore, the non-federal match provided must be $1,000,000.  The sum of the non-federal and federal shares must equal the total project cost.  

	NON-FEDERAL MATCH SOURCE:  A Match Commitment Letter needs to be on agency letterhead.  See Sample Match Commitment Letter on page 13 of instructions. The non-federal source of matching funds must be identified by name and type.  If “other” is selected for funding type, provide a description.  The words “General Fund” are not sufficient.  Provide the date of availability for all matching funds and the date of the Funding Match Commitment Letter (see attached sample form letter at the Administrative Documents).  If there is more than one non-federal funding source, provide the same information for each source on an attached document.  Match funds must be in support of eligible cost items listed in the budget.  Requirements for donated contributions can be found in 44 CFR 13.24.











SECTION VI:  BENEFIT / COST EFFECTIVENESS 

FEMA will only consider sub-applications from sub-recipients that use a FEMA-approved methodology to conduct the BCA.  BCA Version 5.2.1 is the only FEMA-provided software that may be used to conduct a BCA. Additional information on the BCA Toolkit is available through the FEMA website https://www.fema.gov/benefit-cost-analysis and Hazard Mitigation Assistance Unified Guidance 2015, located at FEMA website:  http://www.fema.gov/media-library-data/1424983165449-38f5dfc69c0bd4ea8a161e8bb7b79553/HMA_Guidance_022715_508.pdf.
[bookmark: _GoBack]FEMA will only consider project sub-applications that include a legible, complete, and well-documented BCA. Sub-applications must include the following information for the cost effectiveness review: 
The exported BCA zip file must include documentation for all values and data input.  Please review the aforementioned Guidance section for the level of documentation FEMA requires. The exported BCA must be copied to cd in zip file format.

Project BCAs must demonstrate cost-effectiveness through a Benefit Cost Ratio (BCR) of 1.0 or greater.  Projects with a BCR of less than 1.0 will not be considered for funding.  Once the BCA is completed, enter the net present value of benefits, the total project cost estimate and the BCR in the fields provided.  All values used in the BCA must be documented.

Total project cost must be used in the BCA.

SECTION VII:  MAINTENANCE ASSURANCE DESCRIPTION

FEMA must have written assurances that this project activity will be maintained once the project is completed. 

Sub-recipients MUST attach a maintenance plan or agreement that identifies the maintenance tasks, work schedule, the associated budget, and the entity or department that will perform the long-term maintenance.  See Sample Maintenance Letter on page 14 of instructions.  Maintenance cost of projects is not an eligible grant cost but maintenance cost must be included in your BCA.

Note:  Although a maintenance cost associated with a project is not an eligible budget item, an increased maintenance cost caused by the proposed project must be included in the BCA.  Some projects do not have an increased cost and some projects actually decrease maintenance costs.  Explain if your maintenance remains the same, increases, or decreases.


SECTION VIII:  NATIONAL FLOOD INSURANCE PROGRAM (NFIP)

Information must be obtained from the floodplain manager in the jurisdiction/community where the proposed project is located.  

PART II:	ENVIRONMENTAL QUESTIONNAIRE

SECTION I:  REGULATIONS
FEMA ENVIRONMENTAL REGULATIONS FOR HMGP PROJECTS

The Council on Environmental Quality (CEQA) has developed regulations to implement the National Environmental Policy Act (NEPA).  These regulations, as set forth in Title 40, Code of the Federal Regulations (CFR) Parts 1500-1508, and  require an investigation of the potential environmental impacts of a proposed federal action, and an evaluation of alternatives as part of the environmental assessment process.  The FEMA regulations that establish the agency-specific process for implementing NEPA are set forth in 44 CFR Part 10. 

SECTION II:  ENVIRONMENTAL CHECKLIST
	Check each box and provide comments.

SECTION III:   ALTERNATIVES
	Provide information for at least three alternatives must be evaluated in this section. Give equal treatment to all alternatives 	considered to the extent that information is available.  

SECTION IV:   PROJECT CONDITIONS
	Check each box and sub-recipient authorized representative signature, title and date. 

SECTION V:   AUTHORIZATION	
	Provide sub-recipient’s Authorized Representative signature, title and date. 



Scope of Work and Design Drawings 
1. The project scope of work (SOW) should provide a thorough description of the activities to be undertaken.  Please discuss the following items:

a. Describe the existing environmental setting, adjacent land uses, and history of the site.  Describe the visibility of the project from the surrounding area, considering highways, residences, commercial developments and recreation areas.

b. Describe any land acquisition activities or right-of-way or access easements that need to be obtained.

c. Discuss how the structure/building/facility will be constructed or retrofitted.  Include building or structure dimensions, material types, depth and width of excavations, volume of materials excavated, type of equipment to be used, staging and parking areas, and any phasing of the project. If any tunneling is proposed, describe method and temporary trenches or pits.

d. Describe any demolition activities that need to occur prior to construction or retrofitting.

e. Describe any waste resulting from demolition or construction.  Identify by type (e.g. construction debris, dirt or sediment, domestic garbage, hazardous materials, etc.), amount of each type, and disposal methods.

f. If topsoil is salvaged for use after construction, describe how and where it will be collected and stored.  Identify any Best Management Practices implemented to control wind or water erosion.

g. Describe any engineered fill or compaction activities or requirements. If soil or dirt will be removed from the site, provide estimated volume, method of removal and where material will be relocated to. 

h. Describe any water usage and its source. If ground water will be intercepted during construction describe how it will be captured, stored and recycled.

i. If re-vegetation is planned, describe plant species and/or seed mix to be used, rate of seed application or spacing of plants, planting methods and time of year for planting, and irrigation system.

j. Provide a vicinity map sheet identifying the project location and staging area in relation to the surrounding area and community.

k. Identify who will do the actual work, and discuss any collaborative or shared responsibilities if appropriate.  Also, how the project will be managed.

l. Identify anticipated local, state,or federal permit requirements. 

2.	Design plans should be prepared to supplement the SOW.  The plans should be drawn to scale (e.g. 1’’ to 100’ or 1’’ to 200’) on a minimum sheet size of 22” x 34” depicting the entire land parcel, and showing buildings, improvements, underground utilities, other physical features, dimensions and cross sections. The plan(s) should include the following information:

a.	 Identification: Indicate agency name, land owner, civil engineer, soil engineer, geologist, map preparer, date of map preparation. Also indicate the name of the project.

b.	 Legend/Orientation: Include a legend explaining all lines and symbols. Identify property acreage and indicate direction with a north arrow (pointing to top or right hand side of the plan).

c.	 Dimensions: Show property lines and dimensions. Also, show boundary lines of project and their dimensions if only a portion of the property is being utilized for the project.

d. 	Structures: Identify all existing and proposed buildings and structures, including storm drains, driveways, sidewalks and paved areas.

e.	Utilities: Indicate names and location of utilities on the property (water, sewage, gas, electric, telephone, cable). 

f. 	Roads/Easements: Indicate location, names, and centerline of streets and recorded roads. Identify any utility, drainage or right-of-way easements on the property. 

g.	Drainage: Show the location, width and direction of flow of all drainage courses on site.

h.	Grading/Topographic Information: Show existing surface contours on-site and bordering the property.	

i.	Parking: Show all construction parking and staging areas and provide dimensions.

j.	Cross Sections: Provide cross sections of proposed buildings, structures or other improvements, and any trenches, temporary pits or catchment basins. 



Sample Budget Categories
									BUDGET
	Pre-Award Costs
	

	Environmental and Historical Compliance
	

	Salaries & Benefits
	

	Printing
	

	Site Acquisition
	

	Architecture
	

	Design
	

	Construction Drawings
	

	Construction Supervision
	

	Engineering
	

	Civil
	

	Soils
	

	Survey
	

	Structural
	

	Acoustical
	

	Mechanical
	

	Electrical
	

	Plumbing
	

	Biologist
	

	Arborist
	

	Ecologist
	

	Other Consultants
	

	Construction Manager
	

	Permits and Fees
	

	Planning & Building Permit
	

	Tree Removal Permit
	

	Utility Connection Fees
	

	General Conditions
	

	Site Work
	

	Demolition
	

	Building Construction
	

	Off-Site Improvements
	

	Inspections
	

	
	

	
	

	
	

















SAMPLE MATCH COMMITMENT LETTER
On Agency letter head.
Sub-recipient to Cal OES 							
Funding Match Commitment Letter				       



California Governor’s Office of Emergency Services 				(Date)
Hazard Mitigation Grants Program Unit
3650 Schriever Avenue
Mather, CA  95655




Dear State Hazard Mitigation Officer,

As part of the Hazard Mitigation Grant Program process, a local funding match is required. This letter serves as_____________________ (Sub-recipient/Sub-grantee), commitment to meet the matching fund requirements for the                               (List type of Sub-application, Planning or Project) Hazard Mitigation Grant Program. 

Name of funding source: ______________________.

Funding type:______________________.

The local matching fund requirement is $_________ and available date _______________.

If additional federal funds are requested, an additional local match fund commitment letter is required to be submitted.


Please contact (name and contact information) if you have any questions.
          

Sincerely,



                                                        .
(Name)
(Title)












Sample Maintenance Letter
Agency Letterhead




Date




California Office of Emergency Services
Hazard Mitigation Grants Program Unit
3650 Schriever Avenue
Mather, CA  95655

RE: Name of Grant Sub-application

Dear State Hazard Mitigation Officer:

This is to confirm that the (name of sub-recipient) is committed to perform the necessary maintenance for the entire useful life of this project (# of years) once completed.  The (name of your agency) is allocated an annual budget which will allow maintenance to occur as needed to ensure the (building/facility) remains in good repair and operational.

Entity responsible for the maintenance:

Maintenance Task:

Maintenance Schedule:

Cost of Maintenance:

Associated Budget:


Please contact (name and contact information) if you have any questions.

Sincerely,



Name
Title
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