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PURPOSE 

This annex describes how the Portage County will gather information about the 

disaster from municipalities and agencies for the purpose of prioritizing response 

and recovery operations, determining if outside assistance is needed, reporting 

to the State and keeping long-term records of the event. 

 

CONCEPT OF OPERATIONS 

During a disaster the county and municipalities will keep accurate records of 

their expenditures to be included in the reports to the County Emergency 

Management Office along with the extent of their involvement, the estimate of 

damages and the impact of the disaster. 

During the recovery phase, all agencies are expected to support continuing 

operations with equipment and staff. 

 

RESPONSIBILITIES AND TASKS 

A. County Emergency Management 

 Response 

1. Activate the disaster assessment team or process. (See Attachment 2 

& 3 for Damage Assessment Team list) Ensure that damage information 

is received from private non-profit organizations. 

2. Receive and compile disaster information to: 

a. Share the information with the appropriate county and 

municipal agencies.  

b. Prioritize response and recovery activities. 

c. Determine if additional resources are needed. 

d. Use the information to complete the flash report or Uniform 

Disaster Situation Report (UDSR) within 24 hours and update as 

needed. 

e. Submit the form(s) to WEM and update as needed. 

3. Coordinate with the appropriate agency to address unmet needs. 

4. Utilize pre-disaster maps, photographs, global positioning system (GPS) 

and other technologies to assist with the disaster assessment process. 

5. Receive and disseminate information to decision makers to prioritize 

recovery efforts and determine the need for state or federal 

assistance. 
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Recovery 

1. Coordinate the involvement of municipal representatives regarding 

the Preliminary Damage Assessment (PDA) and disaster declaration 

process. 

2. Assist the state and federal agencies with conducting PDAs. 

3. Ensure documentation of disaster-related response and recovery costs.  

Refer to the Attachment 4; State of Wisconsin County EM Directors 

Guide to Assessing and Documenting Disaster Damage, Attachment 5; 

Wisconsin Disaster Fund County EM Packet, and Attachment 6; 

Wisconsin Disaster Fund Local Jurisdiction Checklist. 

4. Coordinate with local officials to identify and recommend mitigation 

projects.  Forward project proposals to the appropriate agency. 

 

B. Other County and Municipal Agencies 

 Response 

1. Report all damage to private and public property and infrastructure to 

County Emergency Management Director. 

2. Collect and compile disaster information to: 

a. Prioritize response and recovery activities. 

b. Determine if additional resources are needed. 

c. Determine if there are any unmet needs. 

Recovery 

1. Assist with the PDA process and disaster declaration process as 

requested. 

2. Document disaster-related response and recovery costs. 

3. Coordinate with local officials to identify and recommend mitigation 

projects.  Forward project proposals to County Emergency 

Management. 
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AREA GROUP ASSIGNMENT 

Private Residences American Red Cross, Assessors, Insurance Assessment Team, 

Appraisers, Realtors, County Human Services, Building 

Inspectors, County EM 

 

Small Businesses, Industry, 

and Private Utilities 

 

Private Business, Insurance Appraisers, County  

Assessors, Chamber of Commerce, Utilities, Building 

Inspectors, County EM 

 

Agriculture 

 

USDA Local Farm Service Agency 

 

 

Debris Removal 

 

Public Works and Engineering, County Highway  

Department, Municipal Public Works, State DOT, DNR 

 

Protective Measures 

 

All Emergency Response Agencies 

 

 

Public Road System 

 

Public Works and Engineering, County Engineer, 

County Highway Department, DOT  

 

Public Water Control Facilities 

 

Public Works Department, DNR, DOT 

 

 

Public Buildings and Equipment 

 

Municipal Engineers, Municipal and County Clerk(s),  

Building Inspectors 

 

Public Utilities  

 

Public utilities, DOT 

 

 

Facilities under Construction 

 

Municipal Engineers, Building Inspectors, Insurance  

Assessment Team 

 

Private Non-profit Facility 

 

Private Non-profit Facility Manager, Assessors 

 

 

Recreation 

 

County and Municipal Parks and Recreation  

Departments, County and Municipal Clerks 

 

Communications  

 

Supervisor of individual dispatch centers 

 

Economic Impact 

 

Job Service, Human Services, American Red Cross,  

Insurance Appraisers, County Planning office, USDA,  

Local FAC 

 

Public Health 

 

County and State Health Offices, DNR 
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Damage Assessment Team 
  

Position (Portage County)   Name   Telephone 

County EM Director    Joe Brandt  346-1437 (W) 

          715-321-4340 (WC) 

 

County EM Deputy Director   Paul Riegel  346-1397 (W) 

          715-340-0708 (WC) 

          262-339-2804 (PC) 

 

Highway Commissioner    Nathan Check 345-5232 (W) 

715-630-2203 (WC) 

715-892-4356 (PC) 

 

Human Services Director    Ray Przybelski 345-5350 (W) 

592-3603 (H) 

715-204-5794 (C) 

 

Sheriff       Mike Lukas  346-1400 (W) 
          346-1290 (Direct) 

          498-1289 (C) 

 

Clerk       Shirley Simonis 346-1351 (W) 

572-8951 (C) 

 

Planning & Zoning Director   Jeff Schuler  346-1334 (W) 

          342-9512 (H) 

          498-9505 (C) 

 

Public & Environmental Health    Gary Garske 345-5745 (W) 

          572-2148 (WC) 

          824-3663 (H) 

          340-6663 (PC) 

        

University Extension Agent   Ken Schroeder 346-1316 (W) 

344-8717(H) 

 

Local FSA Chair     Jake Bourget 346-1313 (W) 

340-3932 (H) 
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Assessor Municipality Telephone: 

B. A. Pauls & 

Associates 

Towns of Almond, Alban, Dewey,  

New Hope, Sharon, Stockton, Villages 

of  Amherst, Rosholt, Park Ridge, 

Whiting 

715-848-9400 

Becker, Clarence  Town of Eau Pleine 715-255-9228 

Central Wisconsin 

Appraisal Inc. 

Village of Junction City 715-536-6236 

Edwards, Debra Village of Plover 345-5250  

Hart, Patrick Town of Belmont 608-372-2964 

James R Siebers City of Stevens Point 346-1553 

VACANT Village of Nelsonville  

Rigleman, Claude T. Grant & T. Plover 608-378-3003 

Jeremy Kurtzweil Towns of Amherst, Buena Vista, 

Carson, Hull, Lanark, Linwood. Villages 

of Almond, Amherst Junction,  

715-486-9019 

 

Position (City of Stevens Point)  Name    Telephone 

Mayor     Mike Wiza   346-1570 (W) 

342-6978 (H) 

340-0768 (C) 

 

Comptroller/Treasurer   Corey Ladick  346-1574 (W) 

          344-2724 (H) 

          254-7643 (C) 

 

City Attorney    Andrew L. Beveridge 346-1695 (W) 

          347-5554 (C) 

 

Public Works Director   Scott Schatschneider 346-1564 (W) 

          344-1816 (H) 

          340-2540 (C) 

 

Clerk      John Moe   346-1572 (W) 

342-0526 (H) 

498-4152 (C) 

 

Chief of Police    Marty Skibba  346-1602 (W) 

570-8662 (H) 

340-0121 (C) 
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Assistant Police Chief   Tom Zenner   345-1699 (W) 

341-7935*(H) 

498-2354 (C) 

 

 

Superintendent of Streets  Dennis Laidlaw  346-1540 (W) 

          344-7147 (H) 

          340-6469 (C) 

 

Director of Water & Sewer  Joel Lemke   345-5260 (W) 

          572-0259 (C) 

 

Assessor     Steve Sherpro  346-1553 (W) 

          608-206-3002 (C) 

 

Community Development  Michael Ostrowski  346-1568 (W) 

Director         570-7615 (C) 

 

Inspector     James Zepp   346-1566 (W) 

          310-3157 (H) 

          340-8167 (C) 

 

Inspector      Ximena Christianson 346-1567 (W) 

          677-6700 (H) 

340-8166 (C) 

302-5736 (PC) 

 

Position (Village of Plover)  Name    Telephone 

President     Tom Davies   345-5250 (W) 

344-2457 (H) 

 

Clerk      Karen Swanson  345-5250 (W) 

 

Police Chief     Dan Ault   345-5255 x 187(W) 

920-672-9701 (C) 

                                                                                                                                                 

Police Captain    Gary Widder  345-5255 x 140 (W) 

347-2305 (C) 

 

Fire Chief     Mark Deaver  345-5310 (W) 

          340-7301 (C) 
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Deputy Fire Chief    Ken Voss   345-5301 (W) 

 

Administrator    Dan Mahoney  345-5250 (W) 

343-1658 (H) 

 

Finance Director/Treasurer  Deb Sniadajewski  345-5250 (W) 

 

Building Inspector    Mike Bembenek  345-5312 (W) 

 

Asst. Building Inspector   Lorelei Fuehrer  345-5312 (W) 

 

Assessor     Deb Edwards  345-5250 (W) 

American Red Cross          877-618-6628 

  

Job Service Office Staff       345-5330 (W) 

 

Position (DNR)    Name    Telephone 

Warden     Barry Meister  344-2752 (W) 

344-7602 (H) 

459-5030 (C) 

 

Warden     Jon Scharbarth  344-2752 (W) 

          295-9704*(H) 

340-3840*(C) 

 

Forest Ranger    VACANT   344-2752 (W)  

           

* Denotes Unpublished Telephone Number 
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DAMAGE ASSESSMENT 
 
PURPOSE 
 
Damage assessment is the process of determining the location, nature, and severity of damage sustained by the 
public and private sectors after a disaster. The typical damage assessment will estimate the losses, and the impact 
of those losses, on the affected individuals and communities.  The damage assessment process is a responsibility 
shared by federal, state, county and local governments.  Each level of government must be prepared to carry out 
its role to complement and support the others.  This document focuses on the role of the county and local 
governmental units in the damage assessment process.   
 
A strong damage assessment supported by accurate information will: 
 

 identify the needs of individuals and communities affected by the disaster.   
 determine if county and local resources are sufficient to address those needs or if they must be 

supplemented with state and federal resources. 
 identify, allocate and prioritize the state and federal resources that are needed for the response and 

recovery efforts. 
 document and substantiate requests for federal assistance.   

 
PROCESS 
 
Assessing the damage caused by a particular event is essentially a three-phased process. Each phase of the process 
serves a distinct purpose and will be explained further on subsequent pages.  
 
Phase 1 begins immediately after the disaster, but in some cases may actually begin during the event.  Its purpose 
is to be prepared to respond to any immediate requests for assistance, such as sandbags or protective measures. 
 
Phase 2 is a more detailed look at the needs and usually occurs prior to a request for federal or state assistance so 
that the most accurate and timely information can be included in the Governor’s request. 
 
Phase 3 takes place after a federal or state declaration is received.  Its purpose it to review and update the 
information previously gathered in order to prioritize the delivery of assistance. 
 
ORGANIZATION 
 
A disaster affects many different facets of a community, thus the collection of disaster information necessarily 
involves many sources.  No single source or agency exists that can provide all of the information that is needed.  
The county emergency management director is responsible for developing contacts with all sources and agencies.  
This leads to strong countywide damage assessment capabilities and enables efficient coordination of the process 
within the county when it is needed.   
 

Pre-Designated Damage Assessment Teams 
In order to coordinate the disaster assessment process, the county emergency management director must have a 
team of individuals identified and organized prior to an emergency.  The county emergency management director 
must examine the county's organizational structure, personnel resources and other capabilities in order to 
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determine the most appropriate composition of the teams. Team members should be given specific damage 
assessment assignments, either by geographic location or type of damage.  This ensures that no areas are missed 
and that there is no duplication of effort.  The efforts of this team should be guided by procedures that are set forth 
in the county emergency operations plan.   
 
The county emergency management director is the damage assessment team leader and plays a key role in training 
and preparing the team for activation.  S/he should develop procedures for activating the team and provide regular 
training to the team members.  Each member needs to know what information they are responsible for gathering, 
the geographical area they are responsible for assessing, how to submit the information (via phone, two-way radio, 
etc.) and to whom, and when it should be done. 
 
Upon receipt of the information submitted by team members, the county director must consolidate it into one 
comprehensive report about the county and disseminate it to key decision-makers within the county and to the 
State Division of Emergency Management. 
 
Separate teams must be organized to assess the damages to the private sector (homes, personal property, private 
industry, businesses, and agricultural losses) and the public sector (bridges, roads, public facilities, costs incurred 
by local units of government for debris clearance, police and fire costs, etc.).   
 
Private Sector Damage Assessment Team  
The private sector team should be composed of individuals who have work experience in, or with, the private 
sector, including but not limited to: tax assessors, building inspectors, village and town clerks, real estate and 
insurance agents, representatives of volunteer agencies such as Red Cross, etc.  Each municipality in the county 
and affected by the event should be represented on the team, preferably by a municipal official or an officially 
designated contact person.  Contact should be established with the Farm Service Agency (FSA) as they must do 
their own assessment of agricultural losses for USDA purposes.  Coordination must be maintained within the 
County and among the various teams at all times.  
 
Public Sector Damage Assessment Team  
The public sector damage assessment team will also need to draw upon a variety of expertise.  This team should 
include highway commissioners, public works directors or engineers, sanitarians, parks and street department 
representatives and municipal clerks.  Each municipality should also designate someone who is responsible for 
keeping track of the costs incurred in the response and recovery effort and for maintaining records of all disaster-
related expenditures.  This information will have to be supplied upon request to the county emergency 
management director for possible federal or state assistance. 
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PHASES OF DAMAGE ASSESSMENT 
 
Phase 1: Immediately After the Disaster Begins 
 
When a disaster occurs anywhere in the State, Wisconsin Emergency Management (WEM) relies on the county 
emergency management director to report on the situation and to provide timely damage assessment information.  
If the disaster is such that multiple agencies are involved in the response effort, or if it is of such magnitude that 
state and/or federal assistance may be required, then the county emergency management director should 
immediately notify the WEM regional director that such a disaster has occurred.   The regional director will, in 
turn, notify WEM Central Office. 
 
Uniform Disaster Situation Report (UDSR) 
The Uniform Disaster Situation Report (UDSR) is the state's standard damage assessment reporting form.  An 
example is included with this document along with instructions (pages 9-14) and the same information can be 
downloaded as Word documents from the WEM website at 
http://emergencymanagement.wi.gov/recovery/process.asp.   The UDSR should be submitted as soon as possible, 
but no later than 24 hours after the onset of the event.  The report may be faxed or sent electronically to both the 
regional director and the central office.  The submission should include a map of the damaged area as well as any 
additional information deemed appropriate.  
 
The UDSR, when properly completed, provides a useful summary of a specific disaster situation.  It is imperative 
that the form be completed as thoroughly and accurately as possible.  In order to accomplish this, the county 
director will have to quickly activate and brief the county damage assessment team.  A good UDSR provides: 

 the scope of the disaster in terms of damages and injuries to private and public sector.   
 information as to the personnel and equipment necessary to effectively manage the disaster situation.   
 compelling information for the Governor to decide if and what types of state or federal assistance will be 

requested or made available.  
 
The Division recognizes that this first UDSR will consist of the county director's best estimates, compiled from 
information gathered by the public and private sector damage assessment teams.  In such a short time, it is not 
possible to get a totally accurate assessment of the damage occurring in a given county.  Nonetheless, it is critical 
that the report be timely.  It provides the state and, through the state, the federal government, with its first 
indication of the magnitude of the situation and of the potential need for supplementary assistance. 
 
WEM reviews the UDSR’s upon receipt and a determination is made as to whether or not assistance can or should 
be requested. This determination is made on a county-by-county basis.  There are a number of different assistance 
options for the Division to consider when reviewing the UDSRs.  The Division will confer with the affected 
county emergency management directors and make a recommendation to the Governor's Office as to which 
option(s) is most appropriate.  The Federal Emergency Management Agency (FEMA) Region V is also kept 
apprised of the situation throughout the review process. 
 
  

http://emergencymanagement.wi.gov/recovery/process.asp
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County directors are responsible for amending the UDSR as the situation evolves and as additional information 
becomes available.  This can be done via phone, fax or e-mail to the regional and central offices.  This is 
extremely important in prolonged flooding events, but any event can change dramatically in the space of a short 
time and updates should be submitted. 
 
The county director is also required to submit a complete and final UDSR to the Division. In its final form it will 
serve as both a damage assessment report and a record of the event, describing the full extent of the disaster's 
impact on the public and private sectors and summarizing the involvement of local/county, private, and volunteer 
agencies in the response and recovery effort. The final report should be sent to the WEM Central Office in 
Madison, with a copy to the Regional Director, within two to three weeks of the disaster occurrence, or when the 
county director deems it appropriate to submit a final document.   
 
A request for federal assistance must describe the extent of damage; identifying the state, county and local 
resources in use or already exhausted; and specify what types of assistance are needed to alleviate the suffering 
and loss caused by the disaster.  If the review of the UDSR’s by WEM and the Governor indicate that the situation 
is of sufficient magnitude, then the Governor, with input from WEM, will request that FEMA coordinate with the 
State in conducting a Preliminary Damage Assessment (PDA).  The PDA documents the need for assistance and 
forms the basis of the request for Presidential assistance. The PDA begins the second phase of the damage 
assessment process.  
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QUICK REFERENCE GUIDE FOR INDIVIDUAL ASSISTANCE PRELIMINARY 
DAMAGE ASSESSMENT 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In all flood events, provide information regarding water levels and duration of flood. 

Category 
of Damage 

Definition  
Flood Examples 

 
Tornado Examples 

    
Affected Dwellings with minimal 

damage to structure and/or 
contents and the home is 
habitable without repairs. 

Minimal damage to structure and 
home is habitable without 

repairs. 

Minimal damage to 
structure and home is 

habitable without 
repairs. 

    
Minor The home is damaged and 

uninhabitable, but may be 
made habitable in a short 

period of time. 

One foot or more of water/sewer 
backup in basement and 

furnace/water heater damaged.  If 
no basement, one foot or less of 

water on first floor.  Note: If 
water has remained in structure 

for more than a day, more 
extensive damage may have 
occurred, check foundation. 

Windows or doors 
blown in, 1 wall 

damaged.  Holes in the 
roof caused by the 
storm, but roofing 
components intact. 

    
Major The home has sustained 

structural or significant 
damages, is uninhabitable 

and requires extensive 
repairs. 

One foot or more of water on the 
first floor of a home with a 

basement, with furnace and water 
heater in said basement.  If no 

basement, 2 to 4 feet of water in 
the home, also dependent on the 

length of time the home was 
inundated. 

Substantial failures of 
structural components 

of the house, (e.g., 
walls, floors, 

foundation, etc.) 

    
Destroyed The home is a total loss or 

damaged to such as extent 
that repairs are not 

economically feasible.  
Structure is permanently 

uninhabitable.  An 
unaffected structure that will 
obviously require removal or 
demolition due to imminent 

damage from landslides, 
mudslides, sinkholes, etc. 

 

Complete failure of major 
components of the structure; e.g., 
basement wall/foundation, walls, 

roof, etc. House pushed off 
foundation.  Note: Depth, 

velocity and duration of water in 
and around the structure may 
have a significant impact on 
degree of damage; e.g., mold 

formation 

Only foundation 
remains or two or more 
walls destroyed and roof 
substantially damaged 

or destroyed. 
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SAMPLE METHODOLOGY FOR CALCULATING RESIDENTIAL 
DAMAGE 

 
 
Overall average method 
 
1. Damage Factors: 
 
 Affected/Minor  1-30%  use 15% as median 
 Major   31-80% use 55% as median 
 Destroyed  81-100% use 100% 
 
2. For each Category (Affected/Minor, Major, Destroyed): 
 
 Average Market Value of Home in Township/Municipality 
 x    Number of Homes Damaged per Category 
 x    Damage Factor      
 =     Estimated Dollar Damages 
 
3. Sample Calculation: 
 
 The Average Market Value of a single-family home in Badger County is 

$100,000. 
 
 12 homes were judged to have minor damage, 2 had major damages and 1 

was destroyed. 
 
 $100,000 x 12 x 0.15 = $180,000 
 $100,000 x 2 x 0.55 = $110,000 
 $100,000 x 1 x 1 =  $100,000 
 
 Total Damages Estimated At $390,000 
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Subgrantee (Applicant) Responsibilities 
 
 
Submit a Request for Public Assistance (RPA) at the Applicants Briefing or within 30 days of the 
declaration to the State Public Assistance Officer, County Emergency Management Director or 
Disaster Field Office. 
 

1. It is vital to maintain accurate records.  You must be able to document all disaster-
related expenditures to the satisfaction of the Federal Emergency Management Agency 
(FEMA).  You should immediately begin to accumulate, in one place, all records and 
documents that support or relate to costs for which you will request reimbursement. 

 
2. Prepare a list of work performed and facilities damaged as a direct result of the disaster.  

This list should segregate work and damages into those categories that are eligible.  Include 
both work that has been completed and that which has not, and all related costs incurred. 

 
3. If possible, take photographs of sites during the event but certainly before any work is 

started so that the full extent of the damage can be seen.  This is especially important when 
the work is already completed. 

 
4. All damage sites should be identified and relevant information gathered prior to the 

meeting with your Public Assistance Coordinator Crew Leader (PAC Crew Leader) at a 
Kickoff Meeting.   

 
5. Ensure that the person designated to accompany FEMA during project formulation and 

validation is knowledgeable of completed work and locations of those sites where work 
remains to be completed. 

 
6. Be prepared to provide a detailed cost breakdown of work performed by your own forces 

(Force Account Work).  This includes costs for personnel, equipment and materials for all 
completed work.  Documentation could include: 

 
 A. Copies of payroll records, time cards, etc.  Include regular and overtime costs as 

well as fringe benefits.  Specify who the personnel were, job classification, where 
work was done, and what they did. 

 
 B. Equipment logs.  Describe the piece of equipment, hourly rate charged, dates and 

hours used, location where used and for what purpose.  Use Wisconsin DOT or 
FEMA furnished equipment rates. 

 
 C. Materials from own stock, specify the category of work, location where and/or how 

the materials and supplies were used. 
 

7. Be prepared to describe which projects will be repaired or reconstructed by contract.  If a 
contractor's estimate has been received, have it available for the inspectors. 

 
8. If damaged facilities are to be rebuilt to conform to new codes, specifications or standards, 

be prepared to provide copies of the specifications, local resolutions, ordinances, etc. 
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9. Have information available on insurance coverage such as copies of insurance policies and 

the amount of any insurance settlement received.   
 

10. Maintain records to document all costs for disaster related work.  For work which is 
contracted, copies of the following documents will be required: bid specifications, requests 
for bids, bid documents, contract when let, invoices from the contractor, checks issued for 
payment and any other pertinent documents. 
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DAMAGE ASSESSMENT 
 
PURPOSE 
 
Damage assessment is the process of determining the location, nature, and severity of damage sustained by 
the public and private sectors after a disaster. The typical damage assessment will estimate the losses, and 
the impact of those losses, on the affected individuals and communities.  The damage assessment process 
is a responsibility shared by federal, state, county and local governments.  Each level of government must 
be prepared to carry out its role to complement and support the others.  This document focuses on the role 
of the county and local governmental units in the damage assessment process.   
 
A strong damage assessment supported by accurate information will: 
 

 identify the needs of individuals and communities affected by the disaster.   
 determine if county and local resources are sufficient to address those needs or if they must be 

supplemented with state and federal resources. 
 identify, allocate and prioritize the state and federal resources that are needed for the response and 

recovery efforts. 
 document and substantiate requests for federal assistance.   

 
PROCESS 
 
Assessing the damage caused by a particular event is essentially a three-phased process. Each phase of the 
process serves a distinct purpose and will be explained further on subsequent pages.  
 
Phase 1 begins immediately after the disaster, but in some cases may actually begin during the event.  Its 
purpose is to be prepared to respond to any immediate requests for assistance, such as sandbags or 
protective measures. 
 
Phase 2 is a more detailed look at the needs and usually occurs prior to a request for federal or state 
assistance so that the most accurate and timely information can be included in the Governor’s request. 
 
Phase 3 takes place after a federal or state declaration is received.  Its purpose it to review and update the 
information previously gathered in order to prioritize the delivery of assistance. 
 
ORGANIZATION 
 
A disaster affects many different facets of a community, thus the collection of disaster information 
necessarily involves many sources.  No single source or agency exists that can provide all of the 
information that is needed.  The county emergency management director is responsible for developing 
contacts with all sources and agencies.  This leads to strong countywide damage assessment capabilities 
and enables efficient coordination of the process within the county when it is needed.   
 

Pre-Designated Damage Assessment Teams 
In order to coordinate the disaster assessment process, the county emergency management director must 
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have a team of individuals identified and organized prior to an emergency.  The county emergency 
management director must examine the county's organizational structure, personnel resources and other 
capabilities in order to determine the most appropriate composition of the teams. Team members should be 
given specific damage assessment assignments, either by geographic location or type of damage.  This 
ensures that no areas are missed and that there is no duplication of effort.  The efforts of this team should 
be guided by procedures that are set forth in the county emergency operations plan.   
 
The county emergency management director is the damage assessment team leader and plays a key role in 
training and preparing the team for activation.  S/he should develop procedures for activating the team and 
provide regular training to the team members.  Each member needs to know what information they are 
responsible for gathering, the geographical area they are responsible for assessing, how to submit the 
information (via phone, two-way radio, etc.) and to whom, and when it should be done. 
 
Upon receipt of the information submitted by team members, the county director must consolidate it into 
one comprehensive report about the county and disseminate it to key decision-makers within the county 
and to the State Division of Emergency Management. 
 
Separate teams must be organized to assess the damages to the private sector (homes, personal property, 
private industry, businesses, and agricultural losses) and the public sector (bridges, roads, public facilities, 
costs incurred by local units of government for debris clearance, police and fire costs, etc.).   
 
Private Sector Damage Assessment Team  
The private sector team should be composed of individuals who have work experience in, or with, the 
private sector, including but not limited to: tax assessors, building inspectors, village and town clerks, real 
estate and insurance agents, representatives of volunteer agencies such as Red Cross, etc.  Each 
municipality in the county and affected by the event should be represented on the team, preferably by a 
municipal official or an officially designated contact person.  Contact should be established with the Farm 
Service Agency (FSA) as they must do their own assessment of agricultural losses for USDA purposes.  
Coordination must be maintained within the County and among the various teams at all times.  
 
Public Sector Damage Assessment Team  
The public sector damage assessment team will also need to draw upon a variety of expertise.  This team 
should include highway commissioners, public works directors or engineers, sanitarians, parks and street 
department representatives and municipal clerks.  Each municipality should also designate someone who 
is responsible for keeping track of the costs incurred in the response and recovery effort and for 
maintaining records of all disaster-related expenditures.  This information will have to be supplied upon 
request to the county emergency management director for possible federal or state assistance. 
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PHASES OF DAMAGE ASSESSMENT 
 

Phase 2: Prior to Request for Federal Assistance 
 
The Preliminary Damage Assessment (PDA) 
The PDA is a joint federal/state/local effort.  Its purpose is to further refine and, if necessary, correct the 
information submitted from the original assessments and the UDSR’s.  It is done as quickly as possible 
(ideally 3 to 5 days) after the disaster so the Governor can decide whether or not to request federal disaster 
assistance.  The figures that are obtained in the PDA are agreed upon by the federal, state and local 
governments and are then used to substantiate any requests for federal disaster assistance. 
 
The PDA is done for both the private (Individual Assistance) and public sectors (Public Assistance) by 
teams consisting of a federal/state/local representatives.  FEMA, in conjunction with WEM, will determine 
how many teams will do the assessment, depending on the severity of the damages and the size of the area 
to be covered.  FEMA and WEM will conduct an organizational meeting prior to dispatching the teams to 
the field to set out ground rules.  The teams will work so as to complete their survey as quickly as possible 
(in 2 to 3 days) and allow the Governor to expedite the request for assistance in a timely manner. 
 
The FEMA representative on the team is the team leader.  The State representative is responsible for 
ensuring that the best interests of the affected individuals and municipalities are being served.  The local 
representative on the team is the guide, and as such plays a key role.  It is their task to make sure that the 
FEMA representative sees all the damage attributed to the disaster and understands any extenuating 
circumstances that may exist.  The local representative should be someone who understands the damages 
and will be able to speak knowledgeably on the best approach to the repairs. 
 
It is the county emergency management director's responsibility to designate local representatives for the 
PDA teams.  For this assignment the county director should call upon members of the pre-designated 
county damage assessment team whenever possible. Having already supplied information to the county 
director for the UDSRs, these individuals know where the damage is and are aware of its impacts. 
 
The severity and magnitude of the disaster will determine how much of the damage the teams will be able 
to survey, with every effort being made to look at all of the damage. As indicated above, the objective of 
the PDA is to further refine the damage information already received and to identify the impacts resulting 
from that damage.  It also provides for early identification of mitigation opportunities that could be 
implemented in the recovery phase to reduce or eliminate future disaster damages.   
 
Preparation for the PDA 
The local representatives, in conjunction with the county emergency management director, need to 
carefully prepare for the PDA.  The following is a summary of the tasks that should be done prior to the 
PDA; a more detailed list is on pages 15-16.   
 

 Develop routes of travel for the teams and have maps that show the damaged areas.   
 Be prepared to show the federal and state officials the major damage sites and also damage sites 

that are typical of the type and severity of damage that occurred.   
 The local representative should gather information and documentation on work that has already 

been completed as well. 
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 Have information available on the extent of insurance coverage and have a basic knowledge of the 
socio-economics of the area to be surveyed. 

 Develop cost estimates for FEMA and the team.  These can be based on past experience with 
similar repairs, local contractors’ proposals, or costs developed from cost-estimating software. 

 
Individual Assistance 
The objective of the Individual Assistance (IA) teams in the PDA is to determine the number of homes and 
businesses that have been damaged and the extent of that damage.  They will obtain a count of how many 
homes and businesses have been affected, how many of each sustained major and/or minor damage and 
how many have been destroyed.  They will also determine if the home is single or multi-family and if the 
occupant is an owner or renter.  The figures gathered by the IA teams will be tabulated and then used to 
determine which of the various Individual Assistance Programs will be requested in the Governor's letter 
to the President.   
 
Public Assistance 
The Public Sector damage teams consist of engineers from various federal and state agencies who will be 
matched with a local representative who has similar knowledge and expertise.  For instance, FEMA 
engineers and an engineer from the State Division of Highways may be matched with the county highway 
commissioner or the city street superintendent to survey damage to roads, streets and bridges.  Likewise, 
engineers from FEMA and the State Department of Natural Resources could be matched with the local 
public works director to look at damage to water utilities, wastewater treatment plants, storm and sanitary 
sewers. 
 
The local representative on the team should be prepared to supply the engineers with information on 
operating budgets and insurance coverage.  If sites have already been repaired, the local representative 
should have those records available.  It is recommended that photos be available which show how the site 
looked immediately after the damage occurred. Using a checklist is an invaluable tool when preparing for 
the PDA.  The Joint Preliminary Damage Assessment (PDA) Checklist (pages 17-18) and the associated 
Categories of Work, Documentation and Red Flags (pages 19-26) will provide the local representative 
with the guidance they will need to gather the information needed; not only for the PDA but for future 
reimbursement claims.  If federal assistance is not available, state assistance in the form of the Wisconsin 
Disaster Fund may be available and the same damage assessment information and associated costs will be 
used to document claims for WDF reimbursement.   

 
Mitigation Team Member 
Accompanying the individual and public assistance teams there may be federal and/or state mitigation 
specialists.  They will be looking at damage sites to determine if in the process of repair/reconstruction 
there are feasible mitigation measures that could lessen or eliminate the impacts of future disasters.  Such 
measures may be as simple as installing sewer back-flow valves, elevating furnaces or utility boxes, or 
landscaping to enhance drainage or more extensive mitigation measures such as acquisition and demolition 
of structures that have had repeated flood damages.  The mitigation specialists will also be interested in 
obtaining information on local and state building codes and construction standards and their enforcement.  
There are two FEMA mitigation programs that could be utilized; the FEMA-PA 406 Mitigation Program 
and FEMA 404 – Hazard Mitigation Grant Program (HMGP).   
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406 Mitigation applies to mitigation projects that can be completed in conjunction with  PA Project 
repairs, such as installing a larger diameter culvert in place of a smaller one that couldn’t handle to excess 
water.  The HMGP comes into play for larger projects and does not have to be tied to a specific event or 
project. 
 
Final Disaster Figures 
The figures of the private and public assessment teams are jointly reviewed and agreed upon by FEMA, 
the Division and the affected jurisdictions.  A recommendation is made to the Governor concerning 
whether the total damages and their impacts justify a request for Presidential Disaster Assistance under PL 
100-707, the Robert T. Stafford Disaster Relief and Emergency Assistance Act.  The Division develops 
the request letter and supporting documentation for the Governor's signature.  If there is not sufficient 
documented damage to support a request for a Presidential Disaster Declaration, or if it is denied, the 
damage assessment information can still be used to request reimbursement from the state Wisconsin 
Disaster Fund.  As such, the completion of complete and accurate damage assessment is critical to 
recovery from an event, no matter the size or scope. 
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QUICK REFERENCE GUIDE FOR INDIVIDUAL ASSISTANCE PRELIMINARY 
DAMAGE ASSESSMENT 

 
Category 

of Damage 
                                                                                

Definition 
 

Flood Examples 
 

Tornado Examples 
    

Affected Dwellings with minimal 
damage to structure and/or 
contents and the home is 
habitable without repairs. 

Minimal damage to structure and 
home is habitable without 

repairs. 

Minimal damage to 
structure and home is 

habitable without 
repairs. 

    
Minor The home is damaged and 

uninhabitable, but may be 
made habitable in a short 

period of time.   

One foot or more of water/sewer 
backup in basement and 

furnace/water heater damaged.  If 
no basement, one foot or less of 

water on first floor.  Note: If 
water has remained in structure 

for more than a day, more 
extensive damage may have 
occurred, check foundation. 

Windows or doors 
blown in, 1 wall 

damaged.  Holes in the 
roof caused by the 
storm, but roofing 
components intact. 

    
Major The home has sustained 

structural or significant 
damages, is uninhabitable 

and requires extensive 
repairs.   

One foot or more of water on the 
first floor of a home with a 

basement, with furnace and water 
heater in said basement.  If no 

basement, 2 to 4 feet of water in 
the home, also dependent on the 

length of time the home was 
inundated. 

Substantial failures of 
structural components 

of the house, (e.g., 
walls, floors, 

foundation, etc.) 

    
Destroyed The home is a total loss or 

damaged to such as extent 
that repairs are not 

economically feasible.  
Structure is permanently 

uninhabitable.  An 
unaffected structure that will 
obviously require removal or 
demolition due to imminent 

damage from landslides, 
mudslides, sinkholes, etc. 

 

Complete failure of major 
components of the structure; e.g., 
basement wall/foundation, walls, 

roof, etc. House pushed off 
foundation.  Note: Depth, 

velocity and duration of water in 
and around the structure may 
have a significant impact on 
degree of damage; e.g., mold 

formation 

Only foundation 
remains or two or more 
walls destroyed and roof 
substantially damaged 

or destroyed. 

 
In all flood events, provide information regarding water levels and duration of flood. 
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SAMPLE METHODOLOGY FOR CALCULATING RESIDENTIAL 
DAMAGE 

 
 
Overall average method 
 
1. Damage Factors: 
 
 Affected/Minor  1-30%  use 15% as median 
 Major   31-80% use 55% as median 
 Destroyed  81-100% use 100% 
 
2. For each Category (Affected/Minor, Major, Destroyed): 
 
 Average Market Value of Home in Township/Municipality 
 x    Number of Homes Damaged per Category 
 x    Damage Factor      
 =     Estimated Dollar Damages 
 
3. Sample Calculation: 
 
 The Average Market Value of a single-family home in Badger County is 

$100,000. 
 
 12 homes were judged to have minor damage, 2 had major damages and 1 

was destroyed. 
 
 $100,000 x 12 x 0.15 = $180,000 
 $100,000 x 2 x 0.55 = $110,000 
 $100,000 x 1 x 1 =  $100,000 
 
 Total Damages Estimated At $390,000 

  



 

10 
 

Subgrantee (Applicant) Responsibilities 
 
 
Submit a Request for Public Assistance (RPA) at the Applicants Briefing or within 30 days of the 
declaration to the State Public Assistance Officer, County Emergency Management Director or 
Disaster Field Office. 
 

1. It is vital to maintain accurate records.  You must be able to document all disaster-
related expenditures to the satisfaction of the Federal Emergency Management Agency 
(FEMA).  You should immediately begin to accumulate, in one place, all records and 
documents that support or relate to costs for which you will request reimbursement. 

 
2. Prepare a list of work performed and facilities damaged as a direct result of the disaster.  

This list should segregate work and damages into those categories that are eligible.  Include 
both work that has been completed and that which has not, and all related costs incurred. 

 
3. If possible, take photographs of sites during the event but certainly before any work is 

started so that the full extent of the damage can be seen.  This is especially important when 
the work is already completed. 

 
4. All damage sites should be identified and relevant information gathered prior to the 

meeting with your Public Assistance Coordinator Crew Leader (PAC Crew Leader) at a 
Kickoff Meeting.   

 
5. Ensure that the person designated to accompany FEMA during project formulation and 

validation is knowledgeable of completed work and locations of those sites where work 
remains to be completed. 

 
6. Be prepared to provide a detailed cost breakdown of work performed by your own forces 

(Force Account Work).  This includes costs for personnel, equipment and materials for all 
completed work.  Documentation could include: 

 
 A. Copies of payroll records, time cards, etc.  Include regular and overtime costs as 

well as fringe benefits.  Specify who the personnel were, job classification, where 
work was done, and what they did. 

 
 B. Equipment logs.  Describe the piece of equipment, hourly rate charged, dates and 

hours used, location where used and for what purpose.  Use Wisconsin DOT or 
FEMA furnished equipment rates. 

 
 C. Materials from own stock, specify the category of work, location where and/or how 

the materials and supplies were used. 
 

7. Be prepared to describe which projects will be repaired or reconstructed by contract.  If a 
contractor's estimate has been received, have it available for the inspectors. 

 
8. If damaged facilities are to be rebuilt to conform to new codes, specifications or standards, 

be prepared to provide copies of the specifications, local resolutions, ordinances, etc. 
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9. Have information available on insurance coverage such as copies of insurance policies and 

the amount of any insurance settlement received.   
 

10. Maintain records to document all costs for disaster related work.  For work which is 
contracted, copies of the following documents will be required: bid specifications, requests 
for bids, bid documents, contract when let, invoices from the contractor, checks issued for 
payment and any other pertinent documents. 
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Public Assistance Program 
Joint Preliminary Damage Assessment (PDA) Checklist 

 
As you prepare for meeting with the FEMA representatives, look at each category below, check the 
box next to the items that you know you have spent money on or will spend money on in the weeks 
and months ahead to respond and repair damages back to pre-disaster condition.  Collect all 
documentation available to support your claims.  Examples of documentation can include: receipts, 
invoices, contracts, force account labor/equipment/material logs, proof of price paid for similar 
repairs in the past, photos of site before/after the event, maintenance or inspection reports from 
before the event (especially for bridges and buildings). 
 
A few important reminders: 
 Keep original documents and photos!!  Only give copies to FEMA. 
 Do not include dollar figures for any damages that are likely covered by insurance. 
 Do not include dollar figures related to mitigating future damage.  
 Debris on private property is normally covered by homeowners insurance and should not 

be reported during the PDA 
 
Category A - Debris Removal (on public property only) 

□ Overtime labor costs for debris removal operations (no regular time labor costs) 
□ Equipment (force account or rented) costs for debris removal operations (regular and 

overtime costs; use IDOT or FEMA rates) 
□ Contract costs for debris removal (contract must be in writing) 

 
Category B - Emergency Protective Measures 

□ Overtime labor costs for sandbagging, emergency pumping, security, search and rescue, 
mass care, etc. (no regular time labor costs) 

□ Equipment (force account or rented) costs for emergency protective measures (e.g. 
hauling/placing sandbags, emergency pumping, police/fire vehicles; regular and overtime 
costs; use IDOT or FEMA rates). 

□ Material costs (sandbags, sand, plastic, gravel, food for workers, misc. supplies). 
□ Contract costs for emergency protective measures (contract must be in writing). 

 
Category C - Road and Bridge Systems - Only road systems not on the Federal Aid System 

(FAS) are eligible for permanent repairs.  Permanent repairs on FAS road systems are under 
the authority of the Federal Highway Administration. 

 
□ Regular and overtime labor costs for the permanent restoration of roads, bridges, culverts, 

etc. (force account) 
□ Equipment (force account or rented) costs for the permanent restoration of roads, bridges, 

culverts, etc. (regular and overtime costs; use IDOT or FEMA rates) 
□ Material costs for the permanent restoration of roads, bridges, culverts, etc. 
□ Contract (must be in writing) costs for the permanent repair of roads, bridges, culverts, etc. 
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Category D - Water Control Facilities (only facilities built specifically for flood control) 
□ Regular and overtime labor costs for the permanent restoration of channel or reservoir 

capacity (force account). 
□ Equipment (force account or rented) costs for the permanent restoration of channel or 

reservoir capacity (regular and overtime costs; use IDOT or FEMA rates). 
□ Material costs for the permanent restoration of channel or reservoir capacity. 
□ Contract costs for the permanent restoration of channel or reservoir capacity. (contract 

must be in writing). 
□ Coordinate planned restoration with WIDNR, USACE and NRCS. 

 
Category E - Buildings and Equipment - Insurance proceeds must be deducted from costs. 

□ Regular and overtime labor costs for the permanent restoration of buildings and 
equipment (force account). 

□ Equipment (force account or rented) costs for the permanent restoration of buildings and 
equipment (regular and overtime costs; use IDOT or FEMA rates). 

□ Material costs for the permanent restoration of buildings and equipment. 
□ Contract costs for the permanent restoration of buildings and equipment (contract must be 

in writing). 
 
Category F – Utility Systems - Insurance proceeds must be deducted from costs. 

□ Regular and overtime labor costs for the permanent restoration of water treatment plants 
and delivery systems, power generation and distribution systems and sewage collection 
and treatment systems (force account). 

□ Equipment (force account or rented) costs for the permanent restoration of water 
treatment plants and delivery systems, power generation and distribution systems and 
sewage collection and treatment systems (regular and overtime costs; use IDOT or 
FEMA rates). 

□ Material costs for the permanent restoration of water treatment plants and delivery 
systems, power generation and distribution systems and sewage collection and treatment 
systems. 

□ Contract costs for the permanent restoration of water treatment plants and delivery 
systems, power generation and distribution systems and sewage collection and treatment 
systems (contract must be in writing). 

 
Category G - Parks, Recreational and Other - Insurance proceeds must be deducted from costs. 

□ Regular and overtime labor costs for the permanent restoration of parks, recreational 
areas and other types of facilities (force account). 

□ Equipment (force account or rented) costs for the permanent restoration of parks, 
recreational areas and other types of facilities (regular and overtime costs; use IDOT or 
FEMA rates). 

□ Material costs for the permanent restoration of parks, recreational areas and other types of 
facilities. 

□ Contract costs for the permanent restoration of parks, recreational areas and other types 
of facilities (contract must be in writing). 
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Public Assistance Program 
Categories of Work, Documentation & Red Flags 

 
FEMA separates project worksheets (PWs) into emergency work and permanent work.  
Emergency work includes Category A and Category B.  Permanent work includes Categories C 
through G.  Below is a description of each of the categories, documentation recommendations, 
and questions you should be prepared to answer for a FEMA representative.   
 

 Look for the red flags items that could impact your ability to be reimbursed through the 
FEMA Public Assistance Program. 
 

A very important reminder: Keep original documents and photos!!  Only give copies to FEMA. 
 
Category A - Debris Removal  
 

Was force account equipment/labor used? 
Did you use any rental equipment? 
Was any volunteer labor, equipment, or materials used? 
Was any of the debris removal done through a contract?  How was the contract procured? 

 Be sure to follow all local, State, and Federal procurement policies when entering into a 
contract 
Did you stage the debris?  If so, where?  

 Staging debris in the floodplain could jeopardize funding 
How did you dispose of the debris?  Certified landfill?  Chop & drop? Burn? 

 Get any necessary debris disposal or burning permits. 
How many total cubic yards of debris did you remove and how much remaining? 
Was debris woody/vegetative?  Were there any hazardous materials or white goods 

(Refrigerator, washer/dryer) 
Do you have any insurance for debris removal? 
 
Documentation for Category A can include, but is not limited to:  

• Photographs 
• Timesheets for force account labor 
• Pay policy stating in what cases force account employees receive overtime and at 

what rate 
• Equipment inventory lists and log book or other tracking system of hours used 
• All contractor invoices 
• Documentation on how any contracts were procured (pre-existing contract before the 

event, bidding, emergency waiver for procurement, etc.) 
• Receipts for rental equipment or other materials purchased 
• Record of any volunteer labor, equipment, and materials (sign-in/sign-out sheets 

with names and dates are sufficient, listing of donated materials).  These items may 
not be reimbursable, but a dollar value can be assigned and it may be used as a 
“credit” towards your cost share on other projects. 

• Insurance policy 
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Category B - Emergency Protective Measures 
 

Was the work necessary to eliminate or reduce an immediate threat to life, public health, 
safety, and/or improved property? 

Did you perform any search and rescue? 
Were there any evacuations or emergency shelters for humans or animals? 
Were any roads temporarily closed due to hazardous conditions? 
Did you perform emergency pumping or emergency repairs for roads, utilities or buildings? 
Did you purchase any materials such as sand or sandbags? 
Was force account equipment/labor used? 
Did you use any rental equipment? 
Was any work performed through a contract?  How was the contract procured? 

 Be sure to follow all local, State, and Federal procurement policies when entering into a 
contract 

Did you provide or receive mutual aid from another locality? Was there a written mutual aid 
agreement in place prior to the event? 

 In most cases, mutual aid is not reimbursable.  Written and signed mutual aid agreements  
can be put in place prior to an event stipulating under what circumstances localities will 
bill each other for services.  The agreement cannot state that billing is contingent on a 
Federal declaration, however it can be contingent on a State declaration (a state of 
emergency) 

Was any volunteer labor, equipment, or materials used? 
Do you have any insurance for any of the emergency protective measures taken? 

 
Documentation for Category B can include, but is not limited to:  

• Photographs 
• Timesheets for force account labor 
• Pay policy stating in what cases force account employees receive overtime and at 

what rate 
• Equipment inventory lists and log book or other tracking system of hours used 
• All contractor invoices 
• Documentation on how any contracts were procured (pre-existing contract before the 

event, bidding, emergency waiver for procurement, etc.) 
• Receipts for rental equipment or other materials purchased 
• Record of any volunteer labor, equipment, and materials (sign-in/sign-out sheets 

with names and dates are sufficient, listing of donated materials).  These items may 
not be reimbursable, but a dollar value can be assigned and it may be used as a 
“credit” towards your cost share on other projects. 

• Insurance policy 
 
Category C - Road and Bridge Systems 
 

Are the roads your legal responsibility to repair and/or maintain? 
Are any of the damaged roads a part of a Federal-Aid route?  Typically only debris removal 

is allowed on these roads.  Permanent repairs are normally not reimbursable through the 
FEMA Public Assistance program. 

Was force account equipment/labor used? 
Did you use any rental equipment? 
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Was any work performed through a contract?  How was the contract procured? 
 Be sure to follow all local, State, and Federal procurement policies when entering into a  

contract 
Did you provide or receive mutual aid from another locality? Was there a written mutual aid 

agreement in place prior to the event? 
What materials and how much of each was used?  Were materials from stock or purchased 

new for disaster repairs? 
For all work completed, labor/equipment hours, materials, GPS coordinates, photos, and 

dimensions of the damage area will be needed for each site.  Having these elements 
organized prior to meeting with your FEMA representative will save time.   

Were any drainage structures, such as culverts, damaged? 
Do you have maintenance records for the roads prior to the event?  Bridge inspection 

reports? 
 If roads or bridges were poorly maintained prior to the event, or if no maintenance records 

 are available, reimbursement may be limited. 
 Have your or will you repair the damages above and beyond their pre-disaster condition?   

This is considered hazard mitigation and some items can be funded.  See FEMA 
mitigation policy 9526.1 for details. 

Were any of the damages insured? 
 

Documentation for Category C can include, but is not limited to:  
• Photographs of damage and any repairs made 
• Timesheets for force account labor 
• Pay policy stating in what cases force account employees receive overtime and at 

what rate 
• Equipment inventory lists and log book or other tracking system of hours used 
• All contractor invoices 
• Documentation on how any contracts were procured (pre-existing contract before the 

event, bidding, emergency waiver for procurement, etc.) 
• Receipts for rental equipment or materials purchased 
• Stock pricing for any materials used from stock 
• Maintenance records/bridge inspection reports 
• Drawings, sketches, or engineering plans  
• Insurance policy 

 
Category D - Water Control Facilities (dam, levee, reservoir, engineered drainage channel, 
irrigation facility, pumping facility, etc.) 

 
Are the damaged facilities your legal responsibility to repair and/or maintain? 
Was force account equipment/labor used? 
Did you use any rental equipment? 
Was any work performed through a contract?  How was the contract procured? 

 Be sure to follow all local, State, and Federal procurement policies when entering into a 
 contract. 

Did you provide or receive mutual aid from another locality? Was there a written mutual aid 
agreement in place prior to the event? 
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What materials and how much of each was used?  Were materials from stock or purchased 
new for disaster repairs? 

For all work completed, labor/equipment hours, materials, GPS coordinates, photos, and 
dimensions of the damage area will be needed for each site.  Having these elements 
organized prior to meeting with your FEMA representative will save time.   

Do you have maintenance records from prior to the event? 
 If facilities were poorly maintained prior to the event, or if no maintenance records are  

available, reimbursement may be limited. 
 Have your or will you repair the damages above and beyond their pre-disaster condition? 

This is considered hazard mitigation and some items can be funded.  See FEMA 
mitigation policy 9526.1 for details. 

Are any of the damaged facilities insured? 
 
Documentation for Category D can include, but is not limited to:  

• Photographs of damage and any repairs made 
• Timesheets for force account labor 
• Pay policy stating in what cases force account employees receive overtime and at 

what rate 
• Equipment inventory lists and log book or other tracking system of hours used 
• All contractor invoices 
• Documentation on how any contracts were procured (pre-existing contract before the 

event, bidding, emergency waiver for procurement, etc.) 
• Receipts for rental equipment or materials purchased 
• Stock pricing for any materials used from stock 
• Maintenance records/bridge inspection reports 
• Drawings, sketches, or engineering plans  
• Insurance policy 

 
Category E - Buildings and Equipment 

 
Are the damaged facilities your legal responsibility to repair and/or maintain? 
What was the impact of the damage?  Was the building closed?  Were/are temporary 

facilities necessary? 
Were any contents damaged? 
Was the building in active use or was it vacant? 
Was force account equipment/labor used? 
Did you use any rental equipment? 
Was any work performed through a contract?  How was the contract procured? 

 Be sure to follow all local, State, and Federal procurement policies when entering into a 
 contract 

Did you provide or receive mutual aid from another locality? Was there a written mutual aid 
agreement in place prior to the event? 

What materials and how much of each was used?  Were materials from stock or purchased 
new for disaster repairs? 

For all work completed, labor/equipment hours, materials, GPS coordinates, photos, and 
dimensions of the damage area will be needed for each site.  Having these elements 
organized prior to meeting with your FEMA representative will save time.   
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Do you have maintenance records from prior to the event? 
 If facilities were poorly maintained prior to the event, or if no maintenance records are 

 available, reimbursement may be limited. 
 Have your or will you repair the damages above and beyond their pre-disaster condition? 

  This is considered hazard mitigation and some items can be funded.  See FEMA 
mitigation policy 9526.1 for details. 

 Are you interested in an improved or alternate project?  Speak to the State and FEMA 
 representatives before construction begins. 

Are any of the damaged facilities insured?  Have you filed a claim with your insurance 
company? 

 
Documentation for Category E can include, but is not limited to:  

• Photographs of damage and any repairs made 
• Timesheets for force account labor 
• Pay policy stating in what cases force account employees receive overtime and at 

what rate 
• Equipment inventory lists and log book or other tracking system of hours used 
• All contractor invoices 
• Documentation on how any contracts were procured (pre-existing contract before the 

event, bidding, emergency waiver for procurement, etc.) 
• Receipts for rental equipment or materials purchased 
• Stock pricing for any materials used from stock 
• Maintenance records/bridge inspection reports 
• Drawings, sketches, or engineering plans  
• Insurance policy 
• Any lease agreements 

 
Category F – Utility Systems (water treatment plants, power generation and distribution, 
communications, etc.) 

 
Are the damaged facilities your legal responsibility to repair and/or maintain? 
Did you incur any increased operating expenses? 
Have surveys been conducted for known and unknown damages? 
Was the facility shut down? Were temporary services/facilities established? 
Was force account equipment/labor used? 
Did you use any rental equipment? 
Was any work performed through a contract?  How was the contract procured? 

 Be sure to follow all local, State, and Federal procurement policies when entering into a 
 contract 

Did you provide or receive mutual aid from another locality? Was there a written mutual aid 
agreement in place prior to the event? 

What materials and how much of each was used?  Were materials from stock or purchased 
new for disaster repairs? 

For all work completed, labor/equipment hours, materials, GPS coordinates, photos, and 
dimensions of the damage area will be needed for each site.  Having these elements 
organized prior to meeting with your FEMA representative will save time.   

Do you have maintenance records from prior to the event? 
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 If facilities were poorly maintained prior to the event, or if no maintenance records are  
available, reimbursement may be limited. 

 Have your or will you repair the damages above and beyond their pre-disaster condition?  
This is considered hazard mitigation and some items can be funded.  See FEMA 
mitigation policy 9526.1 for details. 

 Are you interested in an improved or alternate project?  Speak to the State and FEMA 
 representatives before construction begins. 

Are any of the damaged facilities insured?  Have you filed a claim with your insurance 
company? 

 
Documentation for Category F can include, but is not limited to: 

• Photographs of damage and any repairs made 
• Damage survey reports 
• Timesheets for force account labor 
• Pay policy stating in what cases force account employees receive overtime and at 

what rate 
• Equipment inventory lists and log book or other tracking system of hours used 
• All contractor invoices 
• Documentation on how any contracts were procured (pre-existing contract before the 

event, bidding, emergency waiver for procurement, etc.) 
• Receipts for rental equipment or materials purchased 
• Stock pricing for any materials used from stock 
• Maintenance records/bridge inspection reports 
• Drawings, sketches, or engineering plans  
• Insurance policy 

 
Category G - Parks, Recreational and Other 
  

Are the damaged facilities your legal responsibility to repair and/or maintain? 
Did you incur any increased operating expenses? 
Have surveys been conducted for known and unknown damages? 
Was the facility shut down? Were temporary services/facilities established? 
Was force account equipment/labor used? 
Did you use any rental equipment? 
Was any work performed through a contract?  How was the contract procured? 

 Be sure to follow all local, State, and Federal procurement policies when entering into a       
contract 
Did you provide or receive mutual aid from another locality? Was there a written mutual aid 

agreement in place prior to the event? 
What materials and how much of each was used?  Were materials from stock or purchased 

new for disaster repairs? 
For all work completed, labor/equipment hours, materials, GPS coordinates, photos, and 

dimensions of the damage area will be needed for each site.  Having these elements 
organized prior to meeting with your FEMA representative will save time.   

Do you have maintenance records from prior to the event? 
 If facilities were poorly maintained prior to the event, or if no maintenance records are  

available, reimbursement may be limited. 
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 Have your or will you repair the damages above and beyond their pre-disaster condition?  
 This is considered hazard mitigation and some items can be funded.  See FEMA mitigation 

policy 9526.1 for details. 
 Are you interested in an improved or alternate project?  Speak to the State and FEMA 

 representatives before construction begins. 
Are any of the damaged facilities insured?  Have you filed a claim with your insurance 

company? 
 

Documentation for Category G can include, but is not limited to:  
• Photographs of damage and any repairs made 
• Damage survey reports 
• Timesheets for force account labor 
• Pay policy stating in what cases force account employees receive overtime and at 

what rate 
• Equipment inventory lists and log book or other tracking system of hours used 
• All contractor invoices 
• Documentation on how any contracts were procured (pre-existing contract before the 

event, bidding, emergency waiver for procurement, etc.) 
• Receipts for rental equipment or materials purchased 
• Stock pricing for any materials used from stock 
• Maintenance records/bridge inspection reports 
• Drawings, sketches, or engineering plans  
• Insurance policy 
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DAMAGE ASSESSMENT 

 
PURPOSE 
 
Damage assessment is the process of determining the location, nature, and severity of damage 
sustained by the public and private sectors after a disaster. The typical damage assessment will 
estimate the losses, and the impact of those losses, on the affected individuals and communities.  
The damage assessment process is a responsibility shared by federal, state, county and local 
governments.  Each level of government must be prepared to carry out its role to complement and 
support the others.  This document focuses on the role of the county and local governmental units 
in the damage assessment process.   
 
A strong damage assessment supported by accurate information will: 
 

 identify the needs of individuals and communities affected by the disaster.   
 determine if county and local resources are sufficient to address those needs or if they must 

be supplemented with state and federal resources. 
 identify, allocate and prioritize the state and federal resources that are needed for the 

response and recovery efforts. 
 document and substantiate requests for federal assistance.   

 
PROCESS 
 
Assessing the damage caused by a particular event is essentially a three-phased process. Each 
phase of the process serves a distinct purpose and will be explained further on subsequent pages.  
 
Phase 1 begins immediately after the disaster, but in some cases may actually begin during the 
event.  Its purpose is to be prepared to respond to any immediate requests for assistance, such as 
sandbags or protective measures. 
 
Phase 2 is a more detailed look at the needs and usually occurs prior to a request for federal or state 
assistance so that the most accurate and timely information can be included in the Governor’s 
request. 
 
Phase 3 takes place after a federal or state declaration is received.  Its purpose it to review and 
update the information previously gathered in order to prioritize the delivery of assistance. 
 
ORGANIZATION 
 
A disaster affects many different facets of a community, thus the collection of disaster information 
necessarily involves many sources.  No single source or agency exists that can provide all of the 
information that is needed.  The county emergency management director is responsible for 
developing contacts with all sources and agencies.  This leads to strong countywide damage 
assessment capabilities and enables efficient coordination of the process within the county when it 
is needed.   
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Pre-Designated Damage Assessment Teams 
In order to coordinate the disaster assessment process, the county emergency management director 
must have a team of individuals identified and organized prior to an emergency.  The county 
emergency management director must examine the county's organizational structure, personnel 
resources and other capabilities in order to determine the most appropriate composition of the 
teams. Team members should be given specific damage assessment assignments, either by 
geographic location or type of damage.  This ensures that no areas are missed and that there is no 
duplication of effort.  The efforts of this team should be guided by procedures that are set forth in 
the county emergency operations plan.   
 
The county emergency management director is the damage assessment team leader and plays a key 
role in training and preparing the team for activation.  S/he should develop procedures for 
activating the team and provide regular training to the team members.  Each member needs to 
know what information they are responsible for gathering, the geographical area they are 
responsible for assessing, how to submit the information (via phone, two-way radio, etc.) and to 
whom, and when it should be done. 
 
Upon receipt of the information submitted by team members, the county director must consolidate 
it into one comprehensive report about the county and disseminate it to key decision-makers within 
the county and to the State Division of Emergency Management. 
 
Separate teams must be organized to assess the damages to the private sector (homes, personal 
property, private industry, businesses, and agricultural losses) and the public sector (bridges, roads, 
public facilities, costs incurred by local units of government for debris clearance, police and fire 
costs, etc.).   
 
Private Sector Damage Assessment Team  
The private sector team should be composed of individuals who have work experience in, or with, 
the private sector, including but not limited to: tax assessors, building inspectors, village and town 
clerks, real estate and insurance agents, representatives of volunteer agencies such as Red Cross, 
etc.  Each municipality in the county and affected by the event should be represented on the team, 
preferably by a municipal official or an officially designated contact person.  Contact should be 
established with the Farm Service Agency (FSA) as they must do their own assessment of 
agricultural losses for USDA purposes.  Coordination must be maintained within the County and 
among the various teams at all times.  
 
Public Sector Damage Assessment Team  
The public sector damage assessment team will also need to draw upon a variety of expertise.  This 
team should include highway commissioners, public works directors or engineers, sanitarians, 
parks and street department representatives and municipal clerks.  Each municipality should also 
designate someone who is responsible for keeping track of the costs incurred in the response and 
recovery effort and for maintaining records of all disaster-related expenditures.  This information 
will have to be supplied upon request to the county emergency management director for possible 
federal or state assistance. 
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PHASES OF DAMAGE ASSESSMENT 
 
Phase 3: After a Federal or State Declaration 
 
The third and final phase of the damage assessment process occurs after the President issues a 
disaster declaration or the Wisconsin Disaster Fund is made available.   
 
FEMA Public Assistance Program 
If the State receives the Presidential Declaration, individuals, businesses, private non-profit and 
public entities will have to undergo an inspection or assessment to determine the amount of 
assistance they will receive.  WEM and the county emergency management director have little or 
no role in the private sector’s (individuals and businesses) application to FEMA as the private 
sector is responsible for preparing for the FEMA inspectors on its own.  
 
On the other hand, the county emergency management director plays a critical role in working with 
all applicants with public sector damages in his/her county to prepare for this critical inspection 
which determines the amount of Public Assistance provided by FEMA.   
 
As soon as possible after the declaration is made, local governments and private non-profit 
agencies that have incurred costs or suffered disaster-related expenditures will be asked to attend 
an Applicant's Briefing to obtain information on the Public Assistance and Hazard Mitigation 
Grant Programs.  It is the county emergency management director's job to ensure that all potential 
applicants within his/her county attend this meeting.  At the briefing each municipality will 
complete a Request for Public Assistance (RPA) that indicates they have incurred disaster-related 
expenditures and want to apply for assistance.   
 
Based on information from the RPA’s, a Public Assistance Coordinator Crew Leader (PAC Crew 
Leader) will be assigned to each eligible applicant.  The PAC will become the applicant’s point of 
contact for their Public Assistance projects.  The PAC Crew Leader, and applicant, with occasional 
assistance from WEM staff, will determine the amount of assistance that will be needed by the 
jurisdiction to bring the damaged areas back to their pre-disaster condition.  The damage 
assessment information that has been gathered by the Damage Assessment Teams and during the 
PDA is critical to this step.  It will document the costs associated with the work that has already 
completed, cost estimates for work to be completed, and cost-effective mitigation measures.  Cost 
estimates for each Public Assistance project are established through use of the Project Worksheet 
which is reviewed and signed by the PAC and the local applicant.   
 
Once the Project Worksheets have been completed and validated, funds will be obligated by 
FEMA.  Wisconsin Emergency Management will be notified of the amount of the approval and 
will forward a completed application package to the applicant through the county emergency 
management director.  
 
Hazard Mitigation Grant Program  
The Hazard Mitigation Grant Program (HMGP) is made available after the President grants a 
disaster declaration and is separate from mitigation measures that may be completed as part of a 
PA repair project.  The HMGP assists state and local governments and eligible private, non-profit 
organizations in implementing long-term mitigation measures.  As mentioned above, information 
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on the HMGP will be provided at the Applicant’s Briefing.  Again, the damage assessments, 
including the PDA, should have identified Mitigation opportunities.   
 
 
Wisconsin Disaster Fund  
If the State does not receive a Presidential Declaration or fails to meet the threshold to be eligible 
for a Presidential Declaration, the Wisconsin Disaster Fund (WDF) is made available to those 
applicants with public sector damages.  Information gathered during the various assessments, 
including the FEMA PDA, are used to document the damage and the repair costs.  Since WDF is a 
reimbursement program, documentation of the damages and costs are submitted to WEM after the 
work has been completed.  Review of the materials is completed at WEM and 70% of the eligible 
costs are reimbursed. 
 
Recovery 
The process of refining damage figures and determining a disaster’s impacts should be continued 
throughout short and long term recovery.  While FEMA is usually on site quickly, there are other 
supplemental funding programs that will not become available until later.  The more detailed the 
information gathered during all phases of the damages assessments, including the extent of the 
damages and socio-economic impacts, the easier it will be to justify the need for additional 
assistance. 
 
The damage assessment information can be used by a county or municipality to apply for 
assistance from Community Development Block Grant funds, United States Department of 
Agriculture – Rural Development, Small Business Administration or Economic Development 
Administration.  In addition, county and Volunteer Organizations Active in Disaster (VOAD) 
long-term recovery committees will use the information for identify areas with unmet needs and 
develop strategies to meet those needs. 
 
The damage and impact information you have gathered will help guide a community’s recovery 
efforts and support future hazard mitigation planning which will decrease the impact of the 
damages from future disaster events. 
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Subgrantee (Applicant) Responsibilities 
 
 
Submit a Request for Public Assistance (RPA) at the Applicants Briefing or within 30 days of the 
declaration to the State Public Assistance Officer, County Emergency Management Director or 
Disaster Field Office. 
 

1. It is vital to maintain accurate records.  You must be able to document all disaster-
related expenditures to the satisfaction of the Federal Emergency Management Agency 
(FEMA).  You should immediately begin to accumulate, in one place, all records and 
documents that support or relate to costs for which you will request reimbursement. 

 
2. Prepare a list of work performed and facilities damaged as a direct result of the disaster.  

This list should segregate work and damages into those categories that are eligible.  Include 
both work that has been completed and that which has not, and all related costs incurred. 

 
3. If possible, take photographs of sites during the event but certainly before any work is 

started so that the full extent of the damage can be seen.  This is especially important when 
the work is already completed. 

 
4. All damage sites should be identified and relevant information gathered prior to the 

meeting with your Public Assistance Coordinator Crew Leader (PAC Crew Leader) at a 
Kickoff Meeting.   

 
5. Ensure that the person designated to accompany FEMA during project formulation and 

validation is knowledgeable of completed work and locations of those sites where work 
remains to be completed. 

 
6. Be prepared to provide a detailed cost breakdown of work performed by your own forces 

(Force Account Work).  This includes costs for personnel, equipment and materials for all 
completed work.  Documentation could include: 

 
 A. Copies of payroll records, time cards, etc.  Include regular and overtime costs as 

well as fringe benefits.  Specify who the personnel were, job classification, where 
work was done, and what they did. 

 
 B. Equipment logs.  Describe the piece of equipment, hourly rate charged, dates and 

hours used, location where used and for what purpose.  Use Wisconsin DOT or 
FEMA furnished equipment rates. 

 
 C. Materials from own stock, specify the category of work, location where and/or how 

the materials and supplies were used. 
 

7. Be prepared to describe which projects will be repaired or reconstructed by contract.  If a 
contractor's estimate has been received, have it available for the inspectors. 

 
8. If damaged facilities are to be rebuilt to conform to new codes, specifications or standards, 

be prepared to provide copies of the specifications, local resolutions, ordinances, etc. 
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9. Have information available on insurance coverage such as copies of insurance policies and 

the amount of any insurance settlement received.   
 

10. Maintain records to document all costs for disaster related work.  For work which is 
contracted, copies of the following documents will be required: bid specifications, requests 
for bids, bid documents, contract when let, invoices from the contractor, checks issued for 
payment and any other pertinent documents. 
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Public Assistance Program 
Categories of Work, Documentation & Red Flags 

 
FEMA separates project worksheets (PWs) into emergency work and permanent work.  
Emergency work includes Category A and Category B.  Permanent work includes Categories C 
through G.  Below is a description of each of the categories, documentation recommendations, 
and questions you should be prepared to answer for a FEMA representative.   
 

 Look for the red flags items that could impact your ability to be reimbursed through the 
FEMA Public Assistance Program. 
 

A very important reminder: Keep original documents and photos!!  Only give copies to FEMA. 
 
Category A - Debris Removal  
 

Was force account equipment/labor used? 
Did you use any rental equipment? 
Was any volunteer labor, equipment, or materials used? 
Was any of the debris removal done through a contract?  How was the contract procured? 

 Be sure to follow all local, State, and Federal procurement policies when entering into a 
contract 
Did you stage the debris?  If so, where?  

 Staging debris in the floodplain could jeopardize funding 
How did you dispose of the debris?  Certified landfill?  Chop & drop? Burn? 

 Get any necessary debris disposal or burning permits. 
How many total cubic yards of debris did you remove and how much remaining? 
Was debris woody/vegetative?  Were there any hazardous materials or white goods 

(Refrigerator, washer/dryer) 
Do you have any insurance for debris removal? 
 
Documentation for Category A can include, but is not limited to:  

• Photographs 
• Timesheets for force account labor 
• Pay policy stating in what cases force account employees receive overtime and at 

what rate 
• Equipment inventory lists and log book or other tracking system of hours used 
• All contractor invoices 
• Documentation on how any contracts were procured (pre-existing contract before the 

event, bidding, emergency waiver for procurement, etc.) 
• Receipts for rental equipment or other materials purchased 
• Record of any volunteer labor, equipment, and materials (sign-in/sign-out sheets 

with names and dates are sufficient, listing of donated materials).  These items may 
not be reimbursable, but a dollar value can be assigned and it may be used as a 
“credit” towards your cost share on other projects. 

• Insurance policy 
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Category B - Emergency Protective Measures 
 

Was the work necessary to eliminate or reduce an immediate threat to life, public health, 
safety, and/or improved property? 

Did you perform any search and rescue? 
Were there any evacuations or emergency shelters for humans or animals? 
Were any roads temporarily closed due to hazardous conditions? 
Did you perform emergency pumping or emergency repairs for roads, utilities or buildings? 
Did you purchase any materials such as sand or sandbags? 
Was force account equipment/labor used? 
Did you use any rental equipment? 
Was any work performed through a contract?  How was the contract procured? 

 Be sure to follow all local, State, and Federal procurement policies when entering into a 
contract 

Did you provide or receive mutual aid from another locality? Was there a written mutual aid 
agreement in place prior to the event? 

 In most cases, mutual aid is not reimbursable.  Written and signed mutual aid agreements  
can be put in place prior to an event stipulating under what circumstances localities will 
bill each other for services.  The agreement cannot state that billing is contingent on a 
Federal declaration, however it can be contingent on a State declaration (a state of 
emergency) 

Was any volunteer labor, equipment, or materials used? 
Do you have any insurance for any of the emergency protective measures taken? 

 
Documentation for Category B can include, but is not limited to:  

• Photographs 
• Timesheets for force account labor 
• Pay policy stating in what cases force account employees receive overtime and at 

what rate 
• Equipment inventory lists and log book or other tracking system of hours used 
• All contractor invoices 
• Documentation on how any contracts were procured (pre-existing contract before the 

event, bidding, emergency waiver for procurement, etc.) 
• Receipts for rental equipment or other materials purchased 
• Record of any volunteer labor, equipment, and materials (sign-in/sign-out sheets 

with names and dates are sufficient, listing of donated materials).  These items may 
not be reimbursable, but a dollar value can be assigned and it may be used as a 
“credit” towards your cost share on other projects. 

• Insurance policy 
 
Category C - Road and Bridge Systems 
 

Are the roads your legal responsibility to repair and/or maintain? 
Are any of the damaged roads a part of a Federal-Aid route?  Typically only debris removal 

is allowed on these roads.  Permanent repairs are normally not reimbursable through the 
FEMA Public Assistance program. 

Was force account equipment/labor used? 
Did you use any rental equipment? 
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Was any work performed through a contract?  How was the contract procured? 
 Be sure to follow all local, State, and Federal procurement policies when entering into a  

contract 
Did you provide or receive mutual aid from another locality? Was there a written mutual aid 

agreement in place prior to the event? 
What materials and how much of each was used?  Were materials from stock or purchased 

new for disaster repairs? 
For all work completed, labor/equipment hours, materials, GPS coordinates, photos, and 

dimensions of the damage area will be needed for each site.  Having these elements 
organized prior to meeting with your FEMA representative will save time.   

Were any drainage structures, such as culverts, damaged? 
Do you have maintenance records for the roads prior to the event?  Bridge inspection 

reports? 
 If roads or bridges were poorly maintained prior to the event, or if no maintenance records 

 are available, reimbursement may be limited. 
 Have your or will you repair the damages above and beyond their pre-disaster condition?   

This is considered hazard mitigation and some items can be funded.  See FEMA 
mitigation policy 9526.1 for details. 

Were any of the damages insured? 
 

Documentation for Category C can include, but is not limited to:  
• Photographs of damage and any repairs made 
• Timesheets for force account labor 
• Pay policy stating in what cases force account employees receive overtime and at 

what rate 
• Equipment inventory lists and log book or other tracking system of hours used 
• All contractor invoices 
• Documentation on how any contracts were procured (pre-existing contract before the 

event, bidding, emergency waiver for procurement, etc.) 
• Receipts for rental equipment or materials purchased 
• Stock pricing for any materials used from stock 
• Maintenance records/bridge inspection reports 
• Drawings, sketches, or engineering plans  
• Insurance policy 

 
Category D - Water Control Facilities (dam, levee, reservoir, engineered drainage channel, 
irrigation facility, pumping facility, etc.) 

 
Are the damaged facilities your legal responsibility to repair and/or maintain? 
Was force account equipment/labor used? 
Did you use any rental equipment? 
Was any work performed through a contract?  How was the contract procured? 

 Be sure to follow all local, State, and Federal procurement policies when entering into a 
 contract. 

Did you provide or receive mutual aid from another locality? Was there a written mutual aid 
agreement in place prior to the event? 
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What materials and how much of each was used?  Were materials from stock or purchased 
new for disaster repairs? 

For all work completed, labor/equipment hours, materials, GPS coordinates, photos, and 
dimensions of the damage area will be needed for each site.  Having these elements 
organized prior to meeting with your FEMA representative will save time.   

Do you have maintenance records from prior to the event? 
 If facilities were poorly maintained prior to the event, or if no maintenance records are  

available, reimbursement may be limited. 
 Have your or will you repair the damages above and beyond their pre-disaster condition? 

This is considered hazard mitigation and some items can be funded.  See FEMA 
mitigation policy 9526.1 for details. 

Are any of the damaged facilities insured? 
 
Documentation for Category D can include, but is not limited to:  

• Photographs of damage and any repairs made 
• Timesheets for force account labor 
• Pay policy stating in what cases force account employees receive overtime and at 

what rate 
• Equipment inventory lists and log book or other tracking system of hours used 
• All contractor invoices 
• Documentation on how any contracts were procured (pre-existing contract before the 

event, bidding, emergency waiver for procurement, etc.) 
• Receipts for rental equipment or materials purchased 
• Stock pricing for any materials used from stock 
• Maintenance records/bridge inspection reports 
• Drawings, sketches, or engineering plans  
• Insurance policy 

 
Category E - Buildings and Equipment 

 
Are the damaged facilities your legal responsibility to repair and/or maintain? 
What was the impact of the damage?  Was the building closed?  Were/are temporary 

facilities necessary? 
Were any contents damaged? 
Was the building in active use or was it vacant? 
Was force account equipment/labor used? 
Did you use any rental equipment? 
Was any work performed through a contract?  How was the contract procured? 

 Be sure to follow all local, State, and Federal procurement policies when entering into a 
 contract 

Did you provide or receive mutual aid from another locality? Was there a written mutual aid 
agreement in place prior to the event? 

What materials and how much of each was used?  Were materials from stock or purchased 
new for disaster repairs? 

For all work completed, labor/equipment hours, materials, GPS coordinates, photos, and 
dimensions of the damage area will be needed for each site.  Having these elements 
organized prior to meeting with your FEMA representative will save time.   
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Do you have maintenance records from prior to the event? 
 If facilities were poorly maintained prior to the event, or if no maintenance records are 

 available, reimbursement may be limited. 
 Have your or will you repair the damages above and beyond their pre-disaster condition? 

  This is considered hazard mitigation and some items can be funded.  See FEMA 
mitigation policy 9526.1 for details. 

 Are you interested in an improved or alternate project?  Speak to the State and FEMA 
 representatives before construction begins. 

Are any of the damaged facilities insured?  Have you filed a claim with your insurance 
company? 

 
Documentation for Category E can include, but is not limited to:  

• Photographs of damage and any repairs made 
• Timesheets for force account labor 
• Pay policy stating in what cases force account employees receive overtime and at 

what rate 
• Equipment inventory lists and log book or other tracking system of hours used 
• All contractor invoices 
• Documentation on how any contracts were procured (pre-existing contract before the 

event, bidding, emergency waiver for procurement, etc.) 
• Receipts for rental equipment or materials purchased 
• Stock pricing for any materials used from stock 
• Maintenance records/bridge inspection reports 
• Drawings, sketches, or engineering plans  
• Insurance policy 
• Any lease agreements 

 
Category F – Utility Systems (water treatment plants, power generation and distribution, 
communications, etc.) 

 
Are the damaged facilities your legal responsibility to repair and/or maintain? 
Did you incur any increased operating expenses? 
Have surveys been conducted for known and unknown damages? 
Was the facility shut down? Were temporary services/facilities established? 
Was force account equipment/labor used? 
Did you use any rental equipment? 
Was any work performed through a contract?  How was the contract procured? 

 Be sure to follow all local, State, and Federal procurement policies when entering into a 
 contract 

Did you provide or receive mutual aid from another locality? Was there a written mutual aid 
agreement in place prior to the event? 

What materials and how much of each was used?  Were materials from stock or purchased 
new for disaster repairs? 

For all work completed, labor/equipment hours, materials, GPS coordinates, photos, and 
dimensions of the damage area will be needed for each site.  Having these elements 
organized prior to meeting with your FEMA representative will save time.   

Do you have maintenance records from prior to the event? 



 

14 
 

 If facilities were poorly maintained prior to the event, or if no maintenance records are  
available, reimbursement may be limited. 

 Have your or will you repair the damages above and beyond their pre-disaster condition?  
This is considered hazard mitigation and some items can be funded.  See FEMA 
mitigation policy 9526.1 for details. 

 Are you interested in an improved or alternate project?  Speak to the State and FEMA 
 representatives before construction begins. 

Are any of the damaged facilities insured?  Have you filed a claim with your insurance 
company? 

 
Documentation for Category F can include, but is not limited to: 

• Photographs of damage and any repairs made 
• Damage survey reports 
• Timesheets for force account labor 
• Pay policy stating in what cases force account employees receive overtime and at 

what rate 
• Equipment inventory lists and log book or other tracking system of hours used 
• All contractor invoices 
• Documentation on how any contracts were procured (pre-existing contract before the 

event, bidding, emergency waiver for procurement, etc.) 
• Receipts for rental equipment or materials purchased 
• Stock pricing for any materials used from stock 
• Maintenance records/bridge inspection reports 
• Drawings, sketches, or engineering plans  
• Insurance policy 

 
Category G - Parks, Recreational and Other 
  

Are the damaged facilities your legal responsibility to repair and/or maintain? 
Did you incur any increased operating expenses? 
Have surveys been conducted for known and unknown damages? 
Was the facility shut down? Were temporary services/facilities established? 
Was force account equipment/labor used? 
Did you use any rental equipment? 
Was any work performed through a contract?  How was the contract procured? 

 Be sure to follow all local, State, and Federal procurement policies when entering into a       
contract 
Did you provide or receive mutual aid from another locality? Was there a written mutual aid 

agreement in place prior to the event? 
What materials and how much of each was used?  Were materials from stock or purchased 

new for disaster repairs? 
For all work completed, labor/equipment hours, materials, GPS coordinates, photos, and 

dimensions of the damage area will be needed for each site.  Having these elements 
organized prior to meeting with your FEMA representative will save time.   

Do you have maintenance records from prior to the event? 
 If facilities were poorly maintained prior to the event, or if no maintenance records are  

available, reimbursement may be limited. 
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 Have your or will you repair the damages above and beyond their pre-disaster condition?  
 This is considered hazard mitigation and some items can be funded.  See FEMA mitigation 

policy 9526.1 for details. 
 Are you interested in an improved or alternate project?  Speak to the State and FEMA 

 representatives before construction begins. 
Are any of the damaged facilities insured?  Have you filed a claim with your insurance 

company? 
 

Documentation for Category G can include, but is not limited to:  
• Photographs of damage and any repairs made 
• Damage survey reports 
• Timesheets for force account labor 
• Pay policy stating in what cases force account employees receive overtime and at 

what rate 
• Equipment inventory lists and log book or other tracking system of hours used 
• All contractor invoices 
• Documentation on how any contracts were procured (pre-existing contract before the 

event, bidding, emergency waiver for procurement, etc.) 
• Receipts for rental equipment or materials purchased 
• Stock pricing for any materials used from stock 
• Maintenance records/bridge inspection reports 
• Drawings, sketches, or engineering plans  
• Insurance policy 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



WISCONSIN DISASTER FUND 
County Emergency Management Packet 

 
 

County Application for Wisconsin Disaster Funds  
 County EM Director should fill out completely and E-Mail each local jurisdiction 

a “Local Jurisdiction Packet” 
 
Local Jurisdiction Packet 

1. Local Jurisdiction Application Checklist 
2. WDF Process Guide 
3. Applicant Request for State Public Assistance 
4. Damage Expense Criteria, Eligibility, and Acceptable Documentation 

 
 



 
 

Wisconsin Emergency Management 
Department of Military Affairs 

 
Wisconsin Disaster Fund (WDF) 

Process Guide 

 
1. County EM Director submits a UDSR indicating that the County will apply for 

Wisconsin Disaster Funds 
 
2. County submits “County Application for Wisconsin Disaster Funds” application and 

indicates jurisdictions and estimated damage. 
 
3. County Sends Each Eligible Jurisdiction a “WDF Applicant Packet” It includes: 
 

i. Local Jurisdiction Application Checklist 
ii. Wisconsin Disaster Fund Process Guide 
iii. “Applicant Request for State Public Assistance” Form 
iv. Damage Expense Criteria, Eligibility, and Acceptable Documentation  

 
4. WEM receives Application Paperwork from Applicant 
 
5. WEM Reviews and Requests Documentation Packet (usually via e-mail).  It includes: 
 

i. Documentation Toolkit 
ii. Damage Expense Criteria, Eligibility, and Acceptable Documentation  

 
6. Eligible expenses and documentation is reviewed and final figures are determined. 

i. This step may include site visits or other means to determine eligibility 
and cost 

 
7. WEM sends County EM Director the final paperwork for the applicant to complete 
 

i. Wisconsin Disaster Fund Public Assistance Form – DMA form 1017 
ii. Assurance of Construction – DMA form 1017A 
iii. Project Completion Form 

 
8. Applicant Returns the Signed Documents 
 
9. WEM Requests Check 
 
10. WEM sends check to County EM Director 
 
11. County EM presents check to Applicant 
 



County 
 

WEM Region 
 

Today’s Date 

 

Wisconsin Emergency Management 
Department of Military Affairs 

County Application for Wisconsin Disaster Funding 
 

County Contact Name Address Phone Incident Period Type of Incident 

     

Damage Category TVC 
(Town 
Village 
or City) 

Jurisdiction 
Name A)  

Debris 
Removal 

B) 
 Protective 
Services 

C)  
Road Systems 

Total Damages 
(include all public 

assistance categories in 
this total) 

Population 
 (Use Last 

Census 
Information) 

Ratio 
(Total 

Damages / 
Pop) 

        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        

TOTALS       
Check box if the Statement Applies to Your County 

 The incident is of such severity and magnitude that effective response is beyond the capabilities of the affected county and 
local governments. 

 State assistance is necessary to supplement the efforts and available resources of the county and local governments and 
Federal disaster assistance is not available. 

 The public assistance damages incurred by any one unit of local government meet the county per capita thresholds 
annually established by FEMA for the Public Assistance Program. 

 The damage suffered and eligible costs incurred are the direct result of a major catastrophe. 

 A disaster or emergency declaration was issued by the local or tribal governmental unit or the state for the incident. 

 The most current UDSR is attached. 

Additional Comments 

 

 



 
 

Wisconsin Emergency Management 
Department of Military Affairs 

 
Wisconsin Disaster Fund (WDF) 

Local Jurisdiction Application Checklist 

 
Each Eligible Jurisdiction should receive the following: 
 

  Application Checklist 
 

 Wisconsin Disaster Fund Process Guide 
 

 “Applicant Request for State Public Assistance” Form 
 

 Damage Expense Criteria, Eligibility, and Acceptable Documentation  
 
 
Items to attach to “Applicant Request for State Public Assistance”: 
 

  A disaster or emergency declaration by the local or tribal governmental unit or the 
state for the incident 

 
 Statement that the applicant is able to provide or has committed 30% of the total 

monies requested in the application 
 
If you are claiming category C “road damage” please keep in mind that you may be 
asked to provide the following. 
 

 Statement indicating what other programs or funding sources were sought after for 
damages (primarily road damage through the Flood Damage Aid Program DOT) 

 
 Statement that the local bid process or State bid process was followed for any 

permanent work being claimed 
 

 Statement that the project does not include mitigation measures or substantial 
improvements to the facility 

 
 
Return Request with attachments to: 
 
Wisconsin Emergency Management 
Attn: Joseph Heinrich 
Wisconsin Disaster Fund Application 
2400 Wright Street 
Madison, WI 53704 
 
Joe.Heinrich@wisconsin.gov  

mailto:Joe.Heinrich@wisconsin.gov


 
 

Wisconsin Emergency Management 
Department of Military Affairs 

 
Wisconsin Disaster Fund (WDF) 

Process Guide 

 
1. County EM Director submits a UDSR indicating that the County will apply for 

Wisconsin Disaster Funds 
 
2. County submits “County Application for Wisconsin Disaster Funds” application and 

indicates jurisdictions and estimated damage. 
 
3. County Sends Each Eligible Jurisdiction a “WDF Applicant Packet” It includes: 
 

i. Local Jurisdiction Application Checklist 
ii. Wisconsin Disaster Fund Process Guide 
iii. “Applicant Request for State Public Assistance” Form 
iv. Damage Expense Criteria, Eligibility, and Acceptable Documentation  

 
4. WEM receives Application Paperwork from Applicant 
 
5. WEM Reviews and Requests Documentation Packet (usually via e-mail).  It includes: 
 

i. Documentation Toolkit 
ii. Damage Expense Criteria, Eligibility, and Acceptable Documentation  

 
6. Eligible expenses and documentation is reviewed and final figures are determined. 

i. This step may include site visits or other means to determine eligibility 
and cost 

 
7. WEM sends County EM Director the final paperwork for the applicant to complete 
 

i. Wisconsin Disaster Fund Public Assistance Form – DMA form 1017 
ii. Assurance of Construction – DMA form 1017A 
iii. Project Completion Form 

 
8. Applicant Returns the Signed Documents 
 
9. WEM Requests Check 
 
10. WEM sends check to County EM Director 
 
11. County EM presents check to Applicant 
 



Wisconsin Emergency Management Applicant 

  
Department of Military Affairs 

 
County 

  
Applicant Request for State Public Assistance Date 

 
 

    
Primary Contact Name Mailing Address Phone E-Mail 

       
Damage Category 

Type of Expense 

A)  
Debris 

Removal 

B)   
Protective 
Services 

C)  
Road 

Systems 

Total  
Expenses 

Documentation  
 

(Time cards, Invoices, photos, Equipment 
Journals. Etc.) 

Labor           
Equipment           
Contractor           
Materials           
            
            
            
            

TOTALS           
Include the Following Items with the Application 

 Applicant agreement to contribute the 30% cost share for eligible damages. 
 Copy of a disaster or emergency declaration issued by the local or tribal governmental unit or the state for the incident. 
 Statement Identifying Other Funds Sought for these Damages 
 Contractor bid process (For Large Road Projects) 
 Mitigation Project Statement (Identify any Mitigation or Improvements within the project) 

Additional Comments 

 



 
DAMAGE EXPENSE  

CRITERIA, ELIGIBILITY, and ACCEPTABLE DOCUMENTATION  
 

Wisconsin Disaster Fund 
  

CRITERIA 
Only damages directly caused by the declared disaster, during the incident period, in the declared area are eligible. 

 
Damaged Facilities must be in use at the time of the disaster. 

 
Damages cannot be covered by insurance. 

 
No Mitigation Projects 

 
ELIGIBLE EXPENSES 

Eligible expenses include – labor, materials, equipment, rental equipment, contractor costs and the cost to replace 
stockpiled materials for each of the following categories. 

 
A. Debris Removal - from public roads and streets including the right-of-way, public property and the 

demolition of damaged structures presenting a safety hazard. 
i. Regular Employees – Only overtime labor costs 

ii. Temporary Hires - Regular and overtime costs 
iii. Reasonable contractor costs 

 
 

B. Protective Services include actions to protect lives and property during the event.  Police, Fire, EMS, 
sandbagging, temporary repairs, safety barricades, signs, security and feeding of emergency workers. 

i. Regular Employees – Only overtime labor costs 
ii. Temporary Hires - Regular and overtime costs 

iii. Reasonable contractor costs 
 

 

C. Road Systems include work and costs required to repair, restore, reconstruct or replace eligible facilities 
to pre-disaster condition. 

i. Regular Employees – Regular and overtime labor costs 
ii. Temporary Hires - Regular and overtime costs 

iii. Reasonable contractor costs 
 

ACCEPTABLE DOCUMENTATION 
 

1. Is obtained from Payroll Records, Invoices, or other documents that are available for audit.  
 
2. Identifies the type of work done, overtime or regular time hours, temporary employee or regular employee, 

machinery used, for how long and the dates the work was done. 
 
3. Photos and maps of road damage. 

 
4. Must provide proof of how fringe benefits are derived. (if claiming) 
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