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Create a New Expense 
 

1. A new Unlinked Expense must be created from the Project screen of the project 
for which the request is to be created.  Navigate to the relevant project.  
 
 

2. On the Project screen, click the “Expenses” tab located on the left of the screen. 
 

 
 
 
 

3. A listing of current Expenses (both linked and unlinked) for this project will 
display.  Click on the “Create Expense” button to open a new draft Expense form. 
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4. The form will display.  Complete the form:    
a. Select the “Type” of Expense from the drop down menu. 
b. Enter the “Amount Requested.” 
c. Enter “Comments” (any additional information that might need to be 

known). 
d. Click the “Create” button when the form is complete. 
e. Click the “Add Document” button to upload the document from which the 

Expense was entered. 
 
Note:  Ensure the document to be uploaded has been given the proper 

label before uploading in Step “e” above. 
 

 
 
 

Types of Expenses: 
• A/E Contract Costs – Architectural or Engineering Contract Costs (do not 

include Construction Costs in this expense type). 
• Consultant Costs – Include costs of a consultant to assist in writing a Hazard 

Mitigation Action Plan or Pre-Disaster Mitigation Plan.  Also include costs of 
a contracted vendor to provide administrative services necessary to 
participate in the grant program Direct Administrative Cost (DAC). 

• Contract Work Summary – A form used to document contract work 
performed for eligible projects. 
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• Debris Monitoring – Include contractor costs to provide monitoring and 
oversight of the debris removal process. 

• Debris Removal – Include contractor costs to physically remove and 
dispose of debris. 

• Direct Administrative Cost (DAC) – Includes costs that can be tracked, 
charged, and accounted for directly to a specific project, such as staff time 
to complete field inspection, and preparation of a PW (Project Worksheet). 

• Force Account Equipment (FAE) – Certain ownership and operating costs 
for force account (applicant-owned) equipment used to perform eligible 
work are eligible.  Costs for use of automobiles and pick-up trucks may be 
reimbursed on the basis of mileage, if less costly than hourly rates.  For all 
other types of equipment, costs are reimbursed using an hourly rate.  
Reimbursable equipment rates typically include operation (including fuel), 
insurance, depreciation, and maintenance; however, they do not include 
the labor of the operator.  Stand-by time for equipment is not eligible.  
However, if an applicant uses equipment intermittently for more than half 
of the normally scheduled working hours for a given day, use for the entire 
day may be claimed if adequate documentation is submitted.  Equipment 
that is used for less than half of the normally scheduled working day is 
reimbursable only for the hours used. 

• Force Account Labor (FAL) – Defined as labor performed by the applicant’s 
employees, rather than by a contractor.  Force account labor costs 
associated with the conduct of eligible work may be claimed at an hourly 
rate. 

• Force Account Material – The cost of supplies that were purchased or 
taken from an applicant’s stock and used during the performance of eligible 
work. 

• Indirect/Allocated Costs – Include costs to be passed through a Negotiated 
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Indirect Cost Rate Agreement, Cost Allocation Plan, or De Minimis Rate 
(Management Costs). 

• Rentals & Leases – Equipment/Property rented from a third-party (not 
Applicant owned). 

• Small Project – Those projects with a total estimated cost below the 
threshold; the threshold is adjusted each fiscal year to account for inflation 
and published in the Federal Register. 

• Travel Expenses - Hotel costs, mileage/fuel, meals, and any other travel-
related costs.  

 
Do not select the following: 
Final Compliance Review 
FMAG 100% complete when written 
Payroll (TDEM Internal) 
Unassigned 
 

Important:  As seen in Figure 1, each invoice submitted will need to be input 
individually, except for Force Account Labor (FAL) and Force Account Equipment 
(FAE) costs, Figures 2 through 3; see Figure 4 to see how other cost-types are 
input. 
 
 
The following is a list of Expense documents that will be needed: 

 

Compliance Review / Audit Report 
Contract 
Applicant’s Claim Summary Form 
Bid Advertisement 
Bid Specification 
Bid Summary Sheet 
Cancelled Check / Bank Statement 
Contract Award Document 
Contract Selection Documents 
Daily Supervisor Log 
Debarment Check Documentation 
Debris Removal 
Delivery Ticket 

Direct Administrative Cost 
Force Account Equipment 
Force Account Labor 
Force Account Material 
Force Account Rented Equipment 
Invoice 
Other – Engineering & Design Cost 
Payroll Journal 
Record of Work Inspection 
Rental / Lease 
Safe Room Management Fee 
Travel / Reimbursement Voucher
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Figure 1 

 
 

 
Figure 2 

 

 
 
Figure 3 

 

 
 
 

Note: The Expense being 
entered is a Contract cost.  
Submit each invoice for 
reimbursement separately.  
This also applies for 
Contract Direct 
Administrative Cost (DAC).  
Additionally, costs incurred 
for Rented Equipment will 
be entered as "Contract" 
costs. 

 

FAL and FAL DAC - enter the 
date range the Summary 
Record covers, enter the 
Grand Total from the 
Summary Record into 
“Amount Requested,” and 
any pertinent comments. 

FAE and FAE DAC - enter 
the date range the 
Summary Record covers, 
enter the Grand Total from 
the Summary Record into 
“Amount Requested,” and 
any pertinent comments. 
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Figure 4 

  
 
 

Note: The entire invoiced amount does not have to be requested in full for 
reimbursement.  The applicant is responsible for specifying the amount 
applicable to a Project Worksheet (PW) if it is less than the invoiced amount. 

 
 
5. To add additional expenses, click the “New Expense” button.  Repeat Step 4 -5 

until all documented expenses have been entered. 
 

 

For each Materials invoice 
claimed and DAC Materials, 
enter the Vendor Name, 
Invoice Number, Invoice Date, 
Amount Requested for 
reimbursement, Description, 
and any pertinent comments. 
 


