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Start a Subapplication 

Step 1:  
To start a new subapplication, scroll through your list of grants under the AApplyy forr aa neww grant section. 
Locate the subapplication you want to start and select SStartt subapplication. A new window will open.  

Step 2:
In the new window, select the OOrganizationn youu aree applyingg for from the dropdown menu. 

Step 3:
Select the OOrganizationn youu aree applyingg to from the dropdown menu. 

Step 4:
Create a new SSubapplicationn title. 

Step 5:
Subapplicationn type will be covered on the following page.
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Start a Subapplication Continued

Step 5:
Select a SSubapplicationn type.  

Managementt cost——A separate subapplication for assistance to an applicant to manage 
its awarded subapplication(s). 

Plan——A subapplication to develop or update a hazard mitigation plan.

Project——A subapplication for any mitigation activity to reduce risk, including education 
and outreach. 

Projectt scoping——A subapplication to assist with the critical elements of developing 
other project subapplications. (Developing mitigation strategies, obtaining data, EHP 
compliance concerns, and other activities.) 

Technicall assistance——A subapplication for providing technical assistance to 
subapplicants as they develop their subapplications. 

Helpful Tip:
This step is extremely important because the type you select affects the questions 
and sections you must complete within the subapplication. You also cannot change 
the subapplication type after you have selected start your subapplication.
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Subapplicant Information
Select TTypee off submissionn from the dropdown menu. 

Select SSubapplicantt typee from the dropdown menu. 

Answer all questions. 

Once all questions have been answered, select Continue to move to the next section. 
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Contact Information
Add a SSubrecipientt Authorizedd Representative (SAR). 

Add a PPointt off Contact. In the POC window, enter all the individual’s information, including ttwoo 
phonee numbers and their mmailingg address. 

Select Continue to move to the next section. 

Helpful Tip:
Two phone numbers are required within the point of contact section, or you will receive an error. 
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Community
In this section, you will identify communities that will benefit from this activity. Select FFindd 
communities. This will open a new window. 

In the new window, select SSearch and an automated list of communities should appear. From this 
list, select the applicable communities.

Attach any applicable documents. 

Select Continue to move to the next section. 
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Scope of Work
Enter a SSubapplicationn titlee to include the type of activity and location. 

Select a PPrimaryy activityy type, a PPrimaryy sub-activityy type, and any additional activity types. 

Complete the required text fields in the main body. 

Attach any applicable documents. 

Select Continue to move on to the next section.
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Schedule 
This section involves specifying a work schedule for any activities.

Select AAddd aa taskk for each activity. In the new window that opens, enter a task name, task 
description, start month, and the duration of the task in months. You can enter multiple tasks, but 
there must be at least one. 

Add overall eestimatedd duration for your proposed activities, expressed in months. 

Add proposed project sstartt andd endd dates. 

Select Continue to move on to the next section.
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Budget 
The information you add to the budget must directly link to your scope of work and work schedule.

Select AAddd costt type. An additional window will open where you can select a cost type. 

Once a cost type is added, an additional blue section will appear in the main body where you must 
select AAddd ann item. A new window will open, and you can fill out fields pertaining to the cost item. 
You must add at least one item greater than $0 for your cost estimate.

Be sure to review the Cost estimate for accuracy and add any additional information, as needed.
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Budget Continued
Review the PProposedd Federal/Non-Federall share. 

Input and adjust your Federal and Non-Federal DDollarr amounts, as needed. 

Select the AAddd fundingg source button. A new window will open, and you can complete the  
required fields. 

Attach any applicable documents. 

Select Continue to move on to the next section. 
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Cost-effectiveness
Select the applicable ccost-effectivenesss determinations and fill out required information. You must 
select at least one option but there is no limit to how many you can select.

o If Not applicable is selected, then you must provide a justification. 

Enter the required pprojectt costt information in the text fields. 

Select an option for each of the rrequiredd questions. 

Enter any optional ccomments and attach any applicable ddocuments. 

Select Continue to move on to the next section. 
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Evaluation 
Select YYess or Noo for each question and provide written responses as requested.

Attach any applicable documents. 

Select Continue to move on to the next section. 
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Comments & Attachments
Review aattachments for accuracy and add any ccomments, as needed.

Select Continue to move on to the next section. 
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Assurances and Certifications
Select the checkbox if submitting a SF-LLL is not required. If you have selected the box, you can 
select Continue and move to the next section. 

If an SF-LLL is required, you MMUST answer the dropdown questions. 

Select Continue to move on to the next section.



FEMA GO Pass-through Application and Subapplication Process Guide

FEMA GO Pass-through Application and Subapplication Process Guide              29

Review and Submit 
Errors within the subapplication are shown here with red exclamation marks and must be fixed 
before you can submit the subapplication for signature. 

Once all errors are resolved, select SSubmitt forr signaturee button in the upper right corner to send 
the application to the SAR or AOR for a review and signature. 
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Sign and Submit (SAR or AOR)
The SAR or AOR must sign and submit the application before it goes to the AOR for a review. After 
you select submit for signature in the review section, a new section will appear within the left 
navigation and main body.

Review each ccertificationn statement, select the checkboxes if you are providing your ssignature for 
the award, and eenterr yourr password to verify your signature. 

Select Submit to submit the subapplication or select Return to edit subapplication if edits 
are needed. 

Once the application is successfully submitted, you will be redirected back to the Subapplicant 
information page. 
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Sign and Submit Continued
After selecting submit, the status on the Subapplication landing page will state SSubmittedd too 
recipient. 


