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Overview
NEMIS

The National Emergency Management Information System (NEMIS) is a
database system used to track disaster data for FEMA and Recipient emergency
management offices.

NEMIS supports emergency management at a disaster site and enables FEMA
to integrate preparedness and planning operations with FEMA programs and
disaster assistance. NEMIS enables data to be coordinated throughout a
disaster, from monitoring an incident to providing assistance to communities and
individuals affected by a disaster.

NEMIS is comprised of modules or application areas for various functions within
FEMA. The system provides the following functional modules:

e Incident Activity Manager (IAM);
e Preliminary Damage Assessment (PDA);
e Declaration;
e Public Information;
e Emergency Support (ES);
e Infrastructure;
e Mitigation (MT); and
e Human Services (HS).
Each functional module is accessed from the NEMIS menu and functions
somewhat independently of the others.
NEMIS HMGP

NEMIS Hazard Mitigation Grant Program (HMGP) is the Mitigation module of
NEMIS. You may also hear it referred to as the HMGP System. This system
module provides a way to administer HMGP information and grant applications. It
interacts with some of the other NEMIS modules such as Declaration,
Preliminary Damage Assessment and Emergency Support.

The users of the NEMIS HMGP system are the Mitigation staffs of:
e State and tribal offices; and

e FEMA headquarters, regional and disaster field offices.
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Super Circular Terminology

The Office of Management and Budget streamlined the Federal Government’s
Administrative Requirements, Cost Principles, and Audit Requirements for
Federal Awards into a consolidated set of regulations. These regulations are
located in Title 2 of the Code of Federal Regulations, Part 200, and are referred
to as the Super Circular.

The Super Circular introduced new terminology relevant to HMGP, including
"Recipient” instead of "Grantee" and "Subrecipient” instead of "Subgrantee.”

These terminology changes are incorporated in the NEMIS HMGP System
screens.

NEMIS HMGP User Manual

This User Manual provides instructions on how to use the NEMIS HMGP System
to administer program information and grant applications for HMGP.

The manual covers the use of the Mitigation functional module throughout the
HMGP lifecycle, beginning with pre-declaration activities and ending with post-
disaster closeout activities.

As seen in Table 1-1 below, each unit in this manual corresponds to a NEMIS
HMGP system process. Each NEMIS HMGP system process reflects a workflow
process in the HMGP lifecycle.

Table 1-1: User Manual Unit/ NEMIS HMGP Process

UNIT NEMIS HMGP PROCESS

NEMIS HMGP Overview and Startup

Use the Reference Library

Manage Disaster Information

Manage the Mitigation Plans
Manage the HMGP Funding Estimate

Manage the HMGP Application

Manage Eligibility Determination

Manage Amendments

|0 (N[0T | B|W|N|PF

Manage Appeals

=
o

Manage Allocations and Obligations

[EnY
=

Manage Project and Program Oversight Tasks

[EnY
N

Manage Project Closeout

=
w

Manage Program Oversight and Closeout
14 Generate Standard HMGP Reports
Appendix A Attach Documents
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UNIT

NEMIS HMGP PROCESS

Appendix B Enter a Name from the Personnel Databases

Appendix C NEMIS HMGP Positions and Roles

Appendix D Quick Reference Guide

Except for Unit 1 and the appendices, the units in this manual contain standard
sections as described below in Table 1-2.

Table 1-2: Description of Unit Sections

SECTION NAME

Overview

‘ DESCRIPTION

Describes the NEMIS HMGP system process
Lists the tasks to complete the process

(where applicable)

Information Requirements | Lists the documents and information needed to complete the

tasks

Review
(where applicable)

Information Available for

Identifies information that read-only users need to view

Tasks

Describes the steps to complete each task

References
(where applicable)

Provides supplemental information or sample documents
relevant to the task or process

Table 1-3 describes the notations used throughout this manual.

Table 1-3: Notations

NOTATION ‘ NAME/DESCRIPTION
NOTE Notes provide specific learning points or supporting
information.
CAUTION Caution messages provide specific warnings that users should
be aware of.
HINT Hint messages provide techniques or recommended steps that
will help users complete system tasks.
UPDATE ID Button Notation

Reference to system buttons that the user needs to click are
displayed in all uppercase letters.

Disaster Information
Tab

System Tab Notation
Reference to system tabs are displayed in bold font.

Data Fields Notation

Information that needs to be entered into the system or can be
viewed by users is listed in tables.

Page 1-4
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NEMIS HMGP System Features

The following functionalities are available in the system to assist users in
completing their tasks:

Attach Documents

Documents can be linked to a project application to allow all NEMIS HMGP
users to view supporting documentation. You are strongly urged to read and
follow the instructions in Appendix A: Attach Documents.

CAUTION: Attachments cannot be deleted once they have been added to NEMIS
HMGP. Please make every effort to limit the file attachment size to
less than 1GB. Allow up to one hour to retrieve and view newly
attached documents.

Add Comments

Since Mitigation information entry can be performed by several people,
NEMIS HMGP allows each user to add comments to the project application,
the mitigation plan and other items.

Text-editing Capability

For all fields marked with a hand pointer, the user can enter text directly onto
the field or can double-click inside the field to access a text-editing window
(Figure 1-1).

¢ Comment Editor
0Old Comments:

ISAP Rev. No. 1 Approval NONE Dated 07/05/2002:-CJORDAN-05/06/2010 18:50 GMT

|

0

Add New/Additional Comments Below:

SAP Rev. No. 1 Approval NOME Dated D?JDSJ‘QOUZ:] _AJ

Spell Check
Print

OK
Cancel

Character Limit

4000

ﬂ Characters Avail

The ‘characters avail' accounts for the user name and date appended to the comment 3848

Figure 1-1: NEMIS HMGP Text-Editing Window

In the text-editing window, the user can enter text, run spell check and print
out the text. Previously-entered comments are displayed as read-only in the
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upper portion of the window. In addition, character limits and availability are
displayed.

Clicking the OK button returns focus to the calling window and text is copied
from the Editor dialog box to the calling screen. The system appends the user
name, the date, and the time of text entry to the end of the text.

e Track Project Applications
The NEMIS HMGP Mitigation module can track project applications through
workflow processes and work packets. For each task in a workflow process,
NEMIS HMGP generates a work packet. Users access the work packet to
accomplish the steps in the process.

The two workflow processes in the Mitigation module are:

0 Manage Eligibility Determination (Unit 7)
0 Manage Allocations and Obligations (Unit 10)

e System-Required Information and Data Fields
When a data field is required by the system, the field is displayed with green
shading. When information is required by the system the text is displayed in
purple font color. Those data fields identified as Property Attributes are shown
in Navy. Red text indicates a data field that is both required and a Property
Attribute (Figure 1-2).

Applicart Information | Proklem & Risk Data | Froject Info l Wark Scheduls | Cost Estimate
Eligihility Reviews ~ Property Site Inventory |!_am an |.-'Ju,rth|:|rizatin:un |Checklist |

Number of Properties in Prnje-::t:|

Figure 1-2: Required Fields Example
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NEMIS HMGP System User Roles
FEMA Enterprise Identity Management System

The FEMA Enterprise Identity Management System (FEIMS) replaced the
Network Access Control System (NACS) and the Integrated Security and Access
Controls (ISAAC). If you had a NACS account, your account was migrated to
FEIMS automatically.

From inside the FEMA firewall, you will need to visit the FEIMS portal at
https://sso.fema.net/feims in order to perform account-related tasks such as
changing passwords (Figure 1-3), completing Security Awareness Training and
other functions.

{@i FEMA FEIMS  usermanagement - 2 usernami -

Welcome to FEIMS

Welcome to the FEMA Enterprise Identity Management System (FEIMS) Portal.
The FEIMS Peortal is replacing the Network Access Control System (NACS).

Expiration dates for you (usernam4):

* Password Expiration Date: 03/07/2017
+ Security Awareness Training: 12/07/2017 View Cerlificate

Change Password » Security Awareness Training » View My Details » Manage Challenge Questions »

Figure 1-3: FEIMS Portal

NOTE: Ifyou have any questions about your FEIMS account, account access
or password, please contact the FEMA Enterprise Service Desk Help
Desk by email at FEEMA-Enterprise-Service-Desk@fema.dhs.gov or
by phone at 1-888-457-3362.

Access Control through Group and User IDs

Because the HMGP lifecycle is administered on multiple levels, various user
groups complete different system processes within NEMIS HMGP. Information
entered into the system by one user group can be viewed by others, allowing
each group to participate jointly in one comprehensive system.

NEMIS HMGP includes system control mechanisms that protect the system and
information. These mechanisms control the users' level of access to menus and
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screens. Security privileges (e.g., read and/or write) are assigned to objects (e.qg.,
data fields, screens, or menus). These privileges are then assigned to groups.

Roles within NEMIS HMGP are determined by a user’s team position. User IDs
are then established and linked to groups and specific disasters. Based on their
role(s) in the system processes, users become members of the group(s) that has
the privileges needed to complete system tasks.

NEMIS HMGP Positions and Roles are listed in Appendix C.
Group and Role Assignment Process

Every FEMA and Recipient Mitigation staff member who needs to work in NEMIS
must have a user ID and password. To obtain a NEMIS user ID and password,
please contact your regional mitigation program specialist.

Remote users can access NEMIS HMGP with non-Government Furnished
Equipment. For instructions on how to obtain VPN access, please contact your
regional point of contact.

After a user account is established, a mitigation program specialist familiar with
NEMIS HMGP will review the request and define the proper role and team
assignment before submitting the request to IT for a particular disaster.

NEMIS HMGP Specialists should review past designations of mitigation staff to
assess individual role/position titles for the current disaster.

NOTE: Even if a user was working in NEMIS HMGP on a past disaster, it does not
mean that the user will be assigned to a role in a current disaster. Users
are assigned to a role for each disaster upon request.
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Task 1: Starting NEMIS

1. Double-click the NEMIS icon on your desktop (Figure 1-4).

NS

Nemisb0.exe

Figure 1-4: NEMIS Desktop Icon

NOTE: If you do not see the icon on your desktop, look for NEMIS in your
installed programs by completing the following steps:

1. Click the Windows START button

2. Select Programs > FEMA Apps > NEMIS > NEMIS (Figure 1-5)

@ Set Program Access and Defauls
'\E_‘;. Windows Catalog

% Windows Update

et Openoffice.org

Memis

'E T ) Micrasoft Office
_ [T Mermis Message

NFIP Bureau &

g £ Documents r ‘Eﬂ Microsoft Streets & Trips 2008 Skatistical &,
©
= B ot X & FEMA Apps 47 A0D
= Settings .
E h‘ﬂ Adobe Captivate 5.5 ﬁ MEMIS |l MEMIS
3— ) search b NEMIS Help
a. NEMIS RILDCEUDH:(
v u Help and Support
-
E S Rum...
)
E
g @ Shuk Down,

Figure 1-5: NEMIS via Installed Programs

NOTE: If NEMIS is not in your installed programs contact your local IT office.
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2. The NEMIS Login dialog box is displayed (Figure 1-6).

R NEMIS Login M= B3

User ID: ||

Password: |

| QK I Cancel |

Figure 1-6: NEMIS Login Dialog Box

3. Enter the information listed in Table 1-4.

Table 1-4: Login Dialog Box Data Fields

DATA FIELD ‘ INFORMATION TO BE ENTERED

User ID User identification name assigned to you

Password Your NEMIS password

4. Click the OK button. The NEMIS menu bar is displayed. Click the
MITIGATION icon (Figure 1-7).

File Application Area Disaster  Wwindow  Help

“ﬁ"'%ﬂm=®i<%lﬂ“'@“ﬁ

1414 FO& Dieclaration  Public Info Donations Ex Infraztruckul  Mitigation Epztem  MERIE wWide Exit

Figure 1-7: NEMIS Menu Bar
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5. The Select Group dialog box is displayed (Figure 1-8).

¥ select Group Ed I

Please Select Group ID:

I Cancel |

Figure 1-8: Select Group Dialog Box

6. Click the drop-down arrow to display the Group ID selection list (Figure 1-
9). The available selection depends on the roles assigned to you. Select
the Group ID that corresponds to the NEMIS HMGP process you will be
doing.

i Select Group
Fa

Please Select Group ID:

Regional Director - rd (hguach1) -

FEMA Inspectors (hquach?1) =
Help Desk Reguestor - hdreg (hquach?)

HZ Chief - herl thguach?)

IS Technical Specialist - ists (hguach1) =
bAT Analyst - WA (hguach!)

WT Branch Chief - be (hquach?)

Figure 1-9: Mitigation Group ID Selection List
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7. Click the OK button. The Select Disaster dialog box is displayed (Figure 1-
10).

W} Select Disaster
elect a disaster

Disaster: l| vl State: | vl Declaration Type: I

ummary:

OR
~Select an incident:

Incident:l vl State:l j Name:l j

Description:

Incident Number: I

oK | Refresh |

Figure 1-10: Select Disaster Dialog Box

8. In the Select Disaster dialog box, enter the disaster number or select a

disaster number from the drop-down list. The system auto-fills the other
disaster information fields (Figure 1-11).

i Select Disaster
- Select a disaster

Disaster: 7519 - State: IMS vl Declaration Type: IDR

ummary:

OR
Select an incid

Incident; I;'ZD1DDQ1802 v[ State:|MS 7| Name:|MT THROUGH-PUT MS TESTFORE ~|

Description: TEST

Incident Numher:l

Ok I Refresh

Figure 1-11: Disaster Information

9. Click the OK button. The Mitigation menu bar is displayed (Figure 1-12).

File Disaster Projects Funding Plans Repository  Admin Window  Help

‘I@E%ﬂ*

Chg Dizaster Chg Group Planz MERAIE Exit

Figure 1-12: Mitigation Menu Bar
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NOTE: When logging in to enter information that is not disaster-specific, select
any disaster number from the drop-down list.

HINT: Each time you start a NEMIS - Mitigation Module session, you will need to
repeat Steps 1-9. You will remain logged in with the Group ID you
selected and to the Disaster Number that you entered until you click the
EXIT button on the NEMIS menu bar or you elect to change your Group ID
or Disaster Number via the Mitigation Menu Bar.

10. Select the process you want to perform by clicking on your selection
(Figure 1-13). Hovering over the top items will show you the choices
available within each item.

File Disasker | Projects Funding Plans Repository  Admin - Window  Help

‘I ( Application Development

Eligibility Determination  *
&ppeals

Field Survews

Management

Checklisk
Closeout

Chg Dizaster Che

Figure 1-13: Mitigation Menu Bar > Projects Menu

NOTE: Use Table 1-1 to determine which process to select from the menu. Refer
to the corresponding Unit or Appendix for instructions to complete that
process.
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Unit 2 — Use the Reference Library
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Overview

NEMIS historically provided a means of storing documents and data in the
Reference Library. While the ability to store documents in the Reference Library
has been removed, users can still access these historic documents and data.
Over the years FEMA Headquarters and Regional Mitigation offices have added
policy memaos, reports, and other references to the library some of which may still
be pertinent.

This unit describes the two ways you can access the Reference Library:
e On the NEMIS Intranet
e Within NEMIS HMGP

NOTE: A user ID and password with access to NEMIS HMGP does not allow the
user to make modifications within the Reference Library. The user
however, is able to view documents already contained within the
Reference Library.

HINT: Information on the Hazard Mitigation Grant Program (HMGP) and the
other Hazard Mitigation Assistance (HMA) programs is available on the
Federal Insurance and Mitigation Administration (FIMA) page of the
FEMA website, available at http://www.fema.gov/hazard-mitigation-
assistance. On the FIMA page, click the Programs link. From the list of
programs, click the program you need additional information on.

Page 2-2 NEMIS HMGP User Manual MR 3.19.01
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Task 1: Access the Reference Library on the NEMIS Intranet

1. From within the FEMA Intranet, enter https://nemis.fema.net/nemis/
in your browser address bar. The NEMIS Resource Center Main Page is
displayed (Figure 2-1).

He Gkt vew Favrss Lok b
oS ems | | nE poon - @ e "

FEMA NEM %Cent?‘

MISSION STATEMENT

The NEMIS Intranet web site is a resource for users of the

Wational Emergency Management Information System ECAPS data was migrated

h from the Regional databases
(NEMIS). This web site provides system users with
information on the contunts and operational aspects of nccxadamei oo
MEMIS with quick reference guides, job aids, forms, and ?aft a5e located at the
other reference material specific to various FEMS progeam Aciky.
operations.

Disaster applicants can now
apply for Federal assistance

Background online at
NEMIS is an intagrated system that provides FEMA, the
states, Native American tribes, and certain other federal The new Strong Password
agenties with automation to perform disaster response policy has been implamentad
and recovery operations, NEMIS supports all phases of mbo FEMA's network. You can
from planning to now sat 3 Strang Password
situation 3 + ing desaster 1 by using the NACS -
command and oomrol plo«urammiuc planning, emergency Password Change Utlllt\r an
support, and mitigation operations. NEMIS provides users tha intrarset site, I =i

at all regronal, headauarters, state, and disaster feld office
(DFQ) locations with standard processes to support
4 disaster ocours, It

supports |nfornauon resources that enable FEMA to mmA
irtegrate preparedness, Situation L -
damage t {PCaA), and ink t anu planning Get adobe Acrobat Reader

operations with FEMA programs and disaster assistance.

This enables rapid and coordinated transition from

manitoring an \nﬂdll’il to managing declarations, J_I
3

Figure 2-1: NEMIS Home Page

2. On the left navigation bar, click the MITIGATION (MT) link. The NEMIS
Mitigation page is displayed (Figure 2-2).

FEMA NEM!) o

ce Centér

> nemis.fema.net > nemis > MT
HOME

Platform Services Mitigation

Description

The NEMIS Mitigation Module primarily supports the management and Region 1
delivery of the Hazard Mitigation Grant Program (HMGP), which provides
grants to States and local governments to implement long-term hazard Region 11

mitigation measures after a major disaster declaration. The purpose of the
program is to reduce the loss of life and property due to natural disasters Reqion 111
and to enable mitigation measures to be implemented during the
immediate recovery from a disaster. In conjunction with the NEMIS ES Region IV
Module and the IFMIS, the NEMIS Mitigation Module ensures that the
entire lifecycle grants and program management processes are completed Region ¥
for the HMGP for all disasters from DR-1239 onward (except DR-1240 -
1256, DR-1258 -1261, DR-1263 -1265, and DR-1268). For disasters DR- Region ¥1
820 to DR-1238 (and those disasters after DR-1239 but not declared in
NEMIS), HMGP allocation and obligation request reports are generated in Region VII
ADAMS, but the program and financial data is entered and maintained in
the HMGP-Historical Database, which is accessed through the NEMIS Region VIII
Mitigation Module.

Reqion IX
The other significant program containing data in the NEMIS Mitigation
Module is Flood Mitigation Assistance (FMA), which provides funding to Region X
assist States and communities in implementing measures to reduce or
eliminate the long-term risk of flood damage to buildings, manufactured
homes, and other structures insurable under the National Flood Insurance
Program (NFIP). FMA is a pre-disaster program, created as part of the
National Flood Insurance Reform Act of 1994 (42 U .S.C. 4101) with the
goal of reducing or eliminating claims under the NFIP. The FMA data
entered and maintained in NEMIS is through FY 2003. After FY 2003, FMA
data should be found in the new e-Grants System, where the complete
lifecycle grants and program management processes have been
developed.

Training Materials

obe - PDF 1.1 MB)
iMGP) Historical Database (Uodated

Figure 2-2: NEMIS Mitigation Page
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HINT: To obtain the latest NEMIS HMGP reference materials go to the FEMA
home page, available at http://www.fema.gov/, and click “Search” and
type “NEMIS HMGP User Manual” in the search bar. Available at
http://www.fema.gov/.

3. On the right side, click the region whose documents you wish to view. The
page for that region is displayed with a map and a list of links to the
Recipients in that region (Figure 2-3).

rEvAdN EM! 56“ center

mis.ferma.net > nemis > MT > R8

Platform Services Region VIII

ehouse Reports
Region I
Reqgion I

Region I1I

NEMIS Modules 8 Misc. Documents Region IV

Region ¥
Region VI
Region Y11
Region VII1
Region IX

Region X

| NEMIS Resource Home | Privacy | Section 508
Accessibility Statement | Contacts |

Figure 2-3: Region VIII Mitigation Page

4. Click on a Recipient link. The list of reference documents for that Recipient is
displayed (Figure 2-4).
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wixNEMIS

ce Center

All documents are in Adabe PDF format. Region I

o Region I1
Mitigation Plan

T Region I11
Administration Plan

Region IV

worities Manual pr

8/95

Leqal
Services

ared by Montana Disaster and Emergency

Region ¥

Letters of Intent to Participate in the HMGP Region VI

DR-1105

R-1113 Reagion ¥I1

e Agrreements Region Y111

Region IX

Reagion X

IHMT, HMST and Strategy Reports

eport (06/111‘;’31) Severe storms, flooding
aress Report (11/81)

Ik ﬁ) Severe storms, flooding, ice jams
(06/07/96) Severe storms, flooding, ice

AT IHMT Early Implementation Strateq
Severe storms, ice jams, snow melt, flooding
(DR declared 8/30/00) Wildfires
12/06/2000) Severe Winter Starms

Report (08/97)

Figure 2-4: State Recipient Montana Reference Documents

5. Click on the document link that you wish to view. The document is displayed
(Figure 2-5).

BAL S ee o eeFm- H @l -

Federal Emer gency Management Agency

Region
Denver ch.:ral Cemer Building 710
Dcnw.'r. C 0 80223-0357

FEMA-STATE AGREEMENT

On February 23, 1996, the President declared that a major disaster
exists in the sState of Montana. This declaration was based on
damage resulting from severe storms, flooding and ice jams on
February 4, 1996, and continuing. This is the FEMA-State Agreement
for this major disaster, designated FEMA-1105-DR, under the Robert
T. St affc*d Disaster Reli and Emergency Assistance Act, Public
Law 93-288, as amended, 5121 et seq. ("the St afford Act"),

in accordance with 44 CFR 206.44.

L. No Federal assistance under the Stafford Act shall be approved
unless e damage or hardship to be alleviated resulted from
the major disaster that took place on February 4, 1996, and
continuing; except that reasonable expenses wh wers
incurred in anticipation of and immediately prec=d1ﬂg such
event may be eligible.

2. Federal assistance under the Stafford Act and this Agreement
shall be limited to the following areas of the State and such
additional areas as may be subsequently designated by the
Regional Director, FEMA Region VIII, ("the Regional
Director") :

Chouteau, Deer Lodge, Gallatin, Lewis and
Clark, Lincoln, Meagher, Missoula, Ravalli,
Sanders and Silver Bow for Public Assistance
and Hazard Mitigation.

3 Any Federal funds provided under the sStafford Act for Public

>l

Figure 2-5: Sample Document in Reference Library
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Task 2: Access the Reference Library from NEMIS HMGP

1. On the NEMIS menu bar, click the NEMIS WIDE button (Figure 2-6).

File Application &rea Disaster Window Help

”ﬁ“ééEWii.ﬁc&T@'I@lﬁ

1401 FOA Declaration  Public Infe  Donations Infrazkructu... Mitigation HE Eypskem B MNERIE Wide Exit

Figure 2-6: NEMIS Menu Bar

2. The NEMIS Wide pop-up menu is displayed (Figure 2-7). Click Reference
Library.

File Application Area  Disaster  window  Help

“ﬁ’“éémWi:tq&T@"@“*

IARA FD&A Declaration  PublicInfe  Donations EZ Infraztructu... Mlitigation HE ZFystem  MEMIE Wide Exit

AD0
GI5
SEanming

Reference Library
MFIRA
weh Browser

eCAPS
Blank. Forms

Organizational Management
Management Reporting 3
Word

Excel

Figure 2-7: NEMIS-Wide Pop-Up Menu

3. The NEMIS Resource Center Main Page is displayed. Refer to Task 1:
Access the Reference Library on the NEMIS Intranet.
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Unit 3 — Manage Disaster Information
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Unit 3: Manage Disaster Information

Overview

A disaster must be declared prior to HMGP processing in NEMIS HMGP.
Mitigation staff must complete the system tasks that provide disaster-specific

information.

Table 3-1 provides an overview of the Manage Disaster Information process in

NEMIS HMGP.

Table 3-1: Manage Disaster Information System Process

‘ DESCRIPTION

Purpose

Enter disaster-specific information for HMGP

When does it start?

After a disaster declaration

NOTE: There are Preliminary Damage Assessment (PDA) tasks

completed in the NEMIS-PDA module BEFORE the disaster
declaration.

Who does it?

e FEMA Regional Mitigation Staff
o0 Hazard Mitigation Officer (HMO role)
o Mitigation Analyst (MA role)

e FEMA Regional Operation Support Staff (Financial Officer)

How is it done?

Execute 8 tasks:

Task 1:
Task 2:

Task 3:
Task 4:

Task 4A:
Task 4B:
Task 4C:
Task 4D:

Task 5:
Task 6:
Task 7:
Task 8:

Ensure Declaration Information Is Complete

Enter Special Mitigation Language for the
FEMA/State Agreement (FSA)

Enter Disaster Information

Manage Recipient Information

Designate a Recipient

Edit Designated Recipient Information

Edit Percentage on a Designated Recipient
Edit Admin Link and Mit Plan Link for a Designated

Recipient
Enter Federal Public Notice

Attach Documents

Enter User to Recipient Link Information
Enter SF-424 Information

Page 3-2
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Unit 3: Manage Disaster Information

Information Requirements

FEMA Regional Mitigation staff may need the following documents to enter

disaster information:

e A copy of the Public Notice;

e A copy of the Recipient’s Declaration Request;

e FSA for each Recipient;
e Submitted SF-424s; and

e Alist of NEMIS HMGP user names and user IDs of the Recipient and Regional
staff who will be entering project applications (Unit 6: Manage the HMGP

Project Application).

Information Available for Review

Before Mitigation information specific to the disaster can be entered into NEMIS
HMGP, the FEMA Emergency Coordinator (EC) and Emergency Support (ES) staff
must enter disaster declaration information in the system. Therefore, State and
Tribal Recipient staffs are provided with read-only access to disaster information
entered by FEMA Regional Mitigation staff. Table 3-2 lists where specific disaster
information can be found in the system. If the General Tab is not completed fully
and accurately all other tabs will not be available for review.

Table 3-2: Disaster Information Location in NEMIS

DISASTER INFORMATION LocATION IN NEMIS

Mitigation Program designation
for the disaster

Declaration Module > Declaration >
Designated Programs > Designated column

FEMA/State Agreement (FSA)
Mitigation Language

Declaration Module > Declaration > FSA tab >
Special Mitigation Language box

View the following dates:

o HMGP Applications Final Due
Date

o HMGP Total Obligation Date
¢ HMGP Closeout Date
e Disaster Closeout Date

Mitigation Module > Disaster > Overview >
Disaster Information tab

Recipients designated for the
disaster

Mitigation Module > Disaster > Overview >
Recipient Information tab

SF-424s submitted

Mitigation Module > Disaster > Overview >
SF424 Information tab

Public Notice details

Mitigation Module > Disaster > Overview >
Federal Public Notice tab >

NEMIS HMGP User Manual MR 3.19.01
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DISASTER INFORMATION LocATION IN NEMIS

Declaration Request, FSA, and Mitigation Module > Disaster > Overview >

other supporting documents Attachments tab

Users linked to Recipients Mitigation Module > Disaster > Overview > User
to Recipient Link tab
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Preliminary Damage Assessment (PDA) Module Tasks

A number of system tasks are executed in the PDA Module prior to a disaster
declaration. Although these system tasks are not directly part of the HMGP
process in NEMIS HMGP, having the following information entered in the system
prior to the disaster event will expedite HMGP processing.

1. On the NEMIS menu bar, click the Mitigation button. The Select Group ID
dialog box is displayed.

2. Select "MT Analyst" from the drop-down list. Click the OK button.

3. The Select Disaster window is displayed. In the Disaster box, enter the Disaster
No.

4. Click the OK button.
5. Select the NEMIS button to return to the main NEMIS menu.

6. On the NEMIS menu bar, click PDA (Figure 3-1). The PDA information for the
disaster you selected in Step 4 is displayed.

File Application Area Disaster ‘Window Help

] =,
% | @ w ¥ & T
AR POA Dieclaration  Public Infa Donations ES Infrastructu... Mitigation

Figure 3-1: NEMIS > Preliminary Damage Assessment (PDA) Module

' 9 Ik

System NEMIE Wide Exit

7. The General tab of the PDA Module is displayed by default (Figure 3-2).

¥ FEMA-T519-DR-MS, Request 2010015

Incidant Plannsng I Hazard Mitigation | Indmdual Assistance I Public Assistance | Status I
Incident: [MT THROUGH-PUT MS TEST FOR EJORDA State: méu Sequence Mo: 1
Coordinator: E‘-“HB.-“R“*- A CANDVA | J [ Completed
Alt. Coordinator: PATRICIA 5. BOWMAN J I Mot Performed
Gengraphic Region: [4 Acting Region: [a
Govermor's Request for PDA PDA Period
Requesi Date Starl Date Starting through
D2A16/2010 11:21 AM==1 D216/2010 11:21 AWM= 2172010 11:21 AWM= P2AB2010 11:21 A=

Figure 3-2: PDA > General Tab

8. Under the General tab, there are four sub-tabs. Among them, the Program
sub-tab is displayed by default (Figure 3-3). Take note if:

e The HM Program checkbox is checked; and

e The HM Program Coordinator has been assigned.
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¥ FEMA-T519-DR-MS, Request #2010015
Incidant Planning I Hazard Mitigation | Indmidual Assistance i Public Assistance | Status I
Incident: MT THROUGH-PUT MS TEST FOR EJORDA State:| MS  Sequence Nn:| 1
Coordinator FARBARA A CANCVA & I Completed
Alt. Coordinator [PATRICIA 5. BOWMAN - I Not Performed
Geographic Region: [4 Acting Region: [ 4
Governor's Request for PDA - PDA Penod
Regquest Date Stant Data Starting through
D2A6/2010 11:21 AWM= D2A6/2010 1121 AM=S pen7emo 111 AN PRAB2010 1:21 AMS
PDA.ﬁmu | |ssues I Mamatne [
M &  Coordinator [BONNIE 5. WILLISON =
M PA  Coordinator FIMBERLY A HANNAH =
M HM  Coordinator: DENNY MORALES =

Figure 3-3: PDA > General >Program Tab

9. On the top part of the screen, click the Planning tab. The Teams information
for the disaster is displayed (Figure 3-4).

¥ FEMA-7519-DR-MS, Request #2010015 =] B3
Incident ] General Hazard Mitigation I Individual Assistance ] Public Assistance | Status |
HM Assignment | 1A Assignment I PA Assignment | Staffing l Information I
~ Program
I Individual &ssistance @ | Hazard Mitigation ¥ | Public Assistance
Team Nr Team Name Program Team Leader
| 1[Team 1 A >||<ELLY G. DELLINGER =
Note: |
| 2[Team 2 [PA~ ~]|[SHARON A LOWER] 5|
Note: |
| 3[Team 3 [HM  ~|[SANDRA L BECK _|
Mote: |

Figure 3-4: PDA > Planning > Teams Tab

10.0n the top part of the screen, click the Individual Assistance (IA) tab.
Steps 10a - 10c describe the sub-tabs under Individual Assistance.

a. Under Individual Assistance, there are six sub-tabs.

b. Among the six sub-tabs, the State Summary sub-tab is displayed by
default. Under State Summary there are seven sub-tabs.

c. Among the seven sub-tabs, Cost Summary is displayed by default. The tab
displays Individual Assistance Cost Summary information for the State
(Figure 3-5).
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¥ FEMA-7519-DR-MS, Request #2010015

Incident l General I Planning | Hazard Mitigation RUCHUCUEIRSSSEELTEN Public Assistance I Status |
Program Area Summary I Site Estimate I Site Details | Issuesl

State 1 of 1

State:| MS  [Mississippi ™ Completed

DH| DUA| IFG | SBA | Statistics | Narratives

Total Cost Cost Share FEMA Cost

DH - Rental Assistance: $0 100% $0
DH - Home Repair: $0 100% $0

DH - Subtotal: $0 100% $0

IFG - Home/PP Grant: $0 75% $0
DUA: $0 100% $0

Crisis Counseling: $0 100% $0

SBA: $0 0% $0

Total: $0 $0

All monetany values displayed to the nearest dollar.

Figure 3-5: PDA > Individual Assistance > State Summary > Cost Summary Tab

11.0n the top part of the screen, click the Public Assistance (PA) tab.
Steps 11a - 11d describe the sub-tabs under Public Assistance.

a. Under Public Assistance, there are seven sub-tabs.

b. Among the seven sub-tabs, the State Summary sub-tab is displayed by
default. Under State Summary, there are three sub-tabs.

c. Among the three sub-tabs, Part | - Applicant Information is displayed by
default. The tab displays Public Assistance Applicant information for the
State (Figure 3-6).

¥ FEMA-7519-DR-MS, Request #2010015 [ _ O] x]
Incident I General | Planning | Hazard Mitigation [ Individual Assistance JGUTHIELESEELEN Status |
AreaSummary | re rrrAErs | te  Estimzats ] site Darmags ]Isg,‘l,—

State 1 of 1

State: |Mississippi Date: [02/18/2010 04:24 PM ™ Completed

ELRT LT I DU EL DI Part 1| - Cost Estimate Summary [ Part lll - Disaster Impacts

Contact: | _I
Population: 2,844 B58 Fiscal Year Begins: ﬁDJ‘DDfDEIUD
Total Operating Budget: | $0 Balance: | $0

Figure 3-6: PDA > Public Assistance > State Summary > Applicant
Information Tab
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d. Nextto Part | - Applicant Information, click the Part Il - Cost Estimate
Summary tab. The tab displays Public Assistance Cost Estimate Summary

12.0n the top part of the screen, click the Hazard Mitigation tab. Steps 12a — 12g
describe the sub-tabs under Hazard Mitigation.

information for the State (Figure 3-7).

irma-? S19-DR-MS, Request #2010015

Incident | General lF'Fannlng |Hazard Mitigation |Indm'dua| LELTEURR Public Assistance S1a|:u5]
BRI - v | B

Saate 1 of 1

State: Mississippi Diate: DRAB2010 04:24 PM I Completed

Part | - Apphcant Information Part Il - Cost Estimate Summary (PRI ERR TR l

Cateqgory] Number of Site Type of Damage Total Cost | Adjuested Cost | Cost Share]  Ferna Cost
A 1 Debris Ramoval $E5000000  $55,000 000 5% $63,750 000
Tataks: $ES 000000 $485 000,000 $63,750 000

- All monetary values displayed to the nearest dallar.

Figure 3-7: PDA > Public Assistance > State Summary >
Cost Estimate Summary Tab

a. Under Hazard Mitigation, there are six sub-tabs.

b. Among the six sub-tabs, the Program sub-tab is displayed by default. The

tab displays the PA and IA Cost Summaries (Figure 3-8).

Incident | General ] Planning Indmidual Assistance | Public Assistance l Status I
mAdmin I Building Code | Emvironmental | Flood I Issues'
PA Cost Summary  Cost 1A Cost Summary Cost
Total Cost Share FEMA Cost Total Cost Share FEMA Cost
Al $85000000| 75% | $63.750.000 M | |DH - Rental Assistance: | $01100% | 50
B: | s0/ 0%] 0~ DH - Home Repair: | $0[100% | 50
€] s0[ 0%] 0~ DH - Subtotal: | s0[ 100% | 0 I
D: [ s0[ 0% $0M| | IFG - HomefPP Grant: | s0] 75% | s0 ¥
E[ 50 0% 50~ DUA | 50 [100% | 50 ¥
Fl s0[ 0% $0 7 Crisis Counseling: | $0[100% | 50 ¥
G: [ s0 0% 0~ sBA | 50 0%] 50
Total: |  $85.000.000 | $63.750.000 Total: | $0 I $0
PA Cost Component:|  $63.750.000 IA Cost Component: $0
PA Cost Component:| $63,750,000
1A Cost Cumpunem:l $0
Mission Assignment Estimate: |$9,999.999 999 (non-administrative) HMGP Funding Estimates
Adjustment: |$B,BBS_BSS 888 Note.,‘l FEMA Share: §2,B42,895,833 75%)
Total: F1El,952.638 887 Mon-Federal Share: $0 (25%)
Initial Funding 15.0 % of Total: ISZ,BAZ,BQS 833 Combined Shares: ﬁ,842,895,833
Al monetany values displayed to the nearest dollar.
Public Assistance totals adjusted for insurance and OFA coverage.

Figure 3-8: PDA > Hazard Mitigation > Program Tab
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i.  Inthe Adjustment data field located in the lower left corner of the screen,
enter the dollar amount for adjustments.

ii.  Click the NOTE button. Enter your Adjustment notes in the Cost
Adjustment Note window (Figure 3-9). Click the OK button to save your

text.
B® Cost Adjustment Note B3
tes| ]

] | Cancel |

Figure 3-9: Cost Adjustment Note

c. The second sub-tab under Hazard Mitigation is Admin.
d. The third sub-tab under Hazard Mitigation is Building Code.

e. The fourth sub-tab under Hazard Mitigation is Environmental. Enter
environmental and historic preservation information specific to states and
localities (Figure 3-10).
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¥ FEMA-7519-DR-MS, Request #2010015 M= E3

Incident I General | Planning JERCICRUNCEIDEN Individual Assistance | Public Assistance ] Stalusl
Program IAdmin I Building Code Flood I Issuesl
£ |

2]

Environmental Preliminary Environmental Survey of Disaster Area s
Impact Area Considerations I ‘
Air Quality 1. Identify baseline air quality.
2. Is the air quality affected?
Yes [~
Archaeological and 1. Are there historic buildings in the area or buildings over 50 years old?
Historic
Yes I
2. Are there designated Historic Districts?
Yes [

¥

Figure 3-10: PDA > Hazard Mitigation > Environmental > State Tab

f.  The fifth sub-tab under Hazard Mitigation is Flood (Figure 3-11).

Incident | General | Planning EekEetgBLIEETIE ndividual Assistance | Public Assistance I Statusl

Pragram | Admin | Building Code | Environmental  SabhbE Issuesl

Area GAIRIE Survey |

Summarize NFIP History
Area: [TEST NATWVE AMERICAN TRIBE-2
ap Date:m Iap Numher:l— Firm F'anel:l—
Date of Regular Eligihility:m Comrunity Status:l |
Total Palicies: I— Auerage Policy:l—fﬁ
Tatal Premium: I—ﬂi. Average Premium:|—$
Total Claims: |—$ Auarage Clalm:l—fﬁ 2003 Clalms:|—$

Compliance with NFIP (date of last CAY, past findings, other issues and/or problems):

Figure 3-11: PDA > Hazard Mitigation > Flood > NFIP Tab

g. The sixth sub-tab under Hazard Mitigation is Issues. Enter the issues
associated with the event and with the PDA.

13.To exit from the PDA module, click File-Exit on the PDA menu bar.
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Task 1: Ensure Declaration Information is Complete

Before Mitigation information specific to the disaster can be entered into NEMIS
HMGP, FEMA Emergency Coordinator (EC) and Emergency Support (ES) staff
must enter disaster declaration information in the system. These include ECs
designating Hazard Mitigation as a program for the disaster and ESs processing
the initial allocation.

To ensure that the above tasks have been done in the system, complete the
following steps:

1. On the NEMIS menu bar, click Declaration (Figure 3-12).

File Application Area  Disaster  Window  Help

Hw’"éﬁmwé‘ai@’r

1414 FD& Declaration BPublic Info  Donations EZ Infraztructu... Mlitigation

® ¥ B

Eypstem  MEMIE wide Exit

Figure 3-12: Declaration Module

HINT: If the Declaration Manager does not appear, check FEIMS for your
current roles. You must be assigned as a Declaration user to access the

Declaration module.

2. On the Declaration menu bar, click File > Open. The Open Declaration Request
dialog box is displayed (Figure 3-13).

@Dpen Declaration Request I
incident: (NG -
State: | | PDA Seq Hum:l el
Declaration Type: | |
Request: | -] Declaration: !III sl
g | | e | Clar | Cancel

Figure 3-13: Open Declaration Request Dialog Box

3. Enter the Disaster Number in the Declaration box.

4. Click the OK button. The Declaration tab is displayed by default. The
Declaration section at the top half of the tab displays declaration information
(Figure 3-14).
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FEMA-E?41-DR-MD, Request #02058 !E

Declaration Request | Fegional Summary | Fiegional Analysis I Activities  Declaration |WH Pc:uw;:i

~Declaration

Declaration Mumber; E7 41

Declaration Type: [Major Disaster

=

DL TEST - %3 #031 - MD TORMADD - JUNE 2002 HS#1

Status: [Declared

Title:
Date: 06/01/2002 12:00 AM
Incident Period:
Primary Incident Type: | Tornada =]
Fiscal Year: 2002
Last Filing: J07/01/2002 12:00 A

E01/2002 12:00 A through POD00000 00:00 Ahd

SEIA#.l
Financial Prograrm: 5741 DR

Closure Date; 00/00/0000 00:00 Ah

Disaster Surmmary:

Designated Programs

Secondary Incident Types

FEMA Officar |State Officer |Oﬁices IAJJJ

— Reset Default Designated D ate

Feszet |

031772002 02:33 P 2]

Check Designated Frograms Below:

— The Governors Request is Completely Approved

Designated' Requested Assistance Programs Designated Date Cost Share | Filing Deadline |
BV DF&  Direct Federal Azsistance 06./18/2002 11:09 Ak = 75.0 % J06/A18/2003 11:09 AM =4106/13
B DU&  Digaster Unemployment Agsist,  |06/18/2002 11:03 AM = 100.0 % J06/18/2003 11:03 AM = 0618
= v HA Housing Assistance 06./18/2002 11:09 Ak = 100.0 % 06/18/2003 11:09 44 =108/18
i v HM  Hazard Mitigation 0E/18/2002 11:09 Ak =2 75.0 % |06/ 8/2003 11:09 AM = w

Figure 3-14: Declaration Tab

5. In the bottom half of the Declaration tab, there are eleven sub-tabs. The

Designated Programs sub-tab is displayed by default.

a. On the bottom left of the screen, see if the HM selection box is checked. If
yes, then Hazard Mitigation has been designated as a program for this

disaster.

b. If the HM selection box is not checked, contact the Emergency Coordinator

staff to designate the program for the disaster.

c. Note also the Designated Date, Cost Share, Filing Deadline and Expiration
Date of the Hazard Mitigation program in the columns to the right.

NOTE: FEMA Headquarters processes the initial allocation after the disaster
has been declared. See Unit 10: Manage Allocations and Obligations, for

more information on this process.
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Task 2: Enter Special Mitigation Language for the FEMA/State
Agreement (FSA)

The Mitigation staff may be asked to contribute to the Declaration module by
entering Special Mitigation Language found in the FSA.

1. In the bottom half of the Declaration tab, there are eleven sub-tabs. Click the
FSA tab. The Special Mitigation Language box is displayed (Figure 3-15).

Fle Edt View Reports Took Window Heb
0| &
OH & «» haas n

@3 FEMA-7519-DR-MS, Request #2010015

Incident | Declamstion Reguast | Regional Summany | Regional Anahysis IAc:huitiss Declaration |\M-|Par_knge Declaration Documants Reguest Dacuments
Declaration
Declaration Number. 7512 Daclaration Type: [Major Disaster 'I
Title: }T THROUGH-PUT MS TEST FOR EJORDAN 02/18/10
Dte: FEAE0T0 12 00 AMS) S Pocared
Incident Period: 02A15/2010 1200 AM=]  through 02/17/2010 12:00 AM =
Primary Incident Type: [Humcane | Secondary Type: | sa# [
Fiscal Year:| 2010 Financial Program: EIERE]
Last Filing. P320/2010 12100 AM=Z] Closure Date; PO/D0/0000 00.00 AM=)
Disaster Summary:

Desi Frog Desi d Areas | Secondary incident Types [FEMACnf::er ] State Officer | Offices | Fhones ! Damage FSA | Catastrophic Procassing | Location Sel\r-é-!—:-l
Special Mitigation Language:
|
=l
[ Ready feiedan@ncim  BE10140413

Figure 3-15: FSA Special Mitigation Language

2. To add text, right-click inside the box and select Editor (Figure 3-16). The Editor
screen is displayed.

Designated Programs | Designated Areas | Secondary Incident Types | FEMA Officer | State Officer | Offices | Fhones | Darmage FSAl O;-L:n
Special Mitigation Language:

B

(S

[Eopy
Easte
Select il

Figure 3-16: Editor Menu

3. Enter your comments.

4. Click the SPELL CHECK button if you wish to use that feature (Figure 3-17).
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£ Editor |
The State Hazard Mitigation Offficer has worked with Region 111 representatives to determine the best strategy and the B
following conditions have been agreed to by both parties EE et
Frint
1.
oK
LCancel
Character Limit:
2000
‘Wword Not Found In Dictionary Character Count:
: 183
Suggestions | Not Found:  [Dlifficer
Suggestians | Feplace Wwith:
lanore I |gnore Al | Options... I
Beplace | Replace All | Prompt Replace I
Aodd i Easton Help |
| - Cancel |

Figure 3-17: Editor/Spell-Check Screen

Click the OK button when you are finished.

The text you entered is now displayed in the Special Mitigation Language box.

To exit from the Declaration module, click File - Exit on the Declaration menu
bar.
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Task 3: Enter Disaster Information

1. Onthe NEMIS menu bar, click Mitigation. If prompted, select your Group 1D
and click the OK button.

2. If the Select Disaster dialog box is displayed, select disaster from the pull-down
menu. Click OK.

3. The Mitigation menu is displayed. From the top menu, select Disaster, then
Overview (Figure 3-18).

ecks  Funding Plans Repository &dmin Window  Help

8 =2 [k

Flanz MEMIZ Ezxit

Figure 3-18: Mitigation > Disaster > Overview

4. The Disaster Information tab is displayed by default (Figure 3-19).

Q%Disaster Overview: DISASTER #: 7519 STATE:MS REGION #:4 DECLARATIONDATE:02/18/2010

| Froperty Actions |

DISBSlﬂllﬂfDlmallﬂﬂ ecipient |nformation | SF424 Information | Federal Public Motice | Attachments Uzer to Recipient Link | |

Final Due Date HMGP - Closeout Date

For Mewy &pplication : I 038202 (Reconciliation) : I 0272002012
Disaster Closeout Date
[FEMA - State Agreement

HIMIGP - Total Obligation Date : I 0000000 clozed by HR) : | 0202202012
Disaster Period of Dizaster Closeout Date

Performance End Date: I 1n.00/0000 (From Declaration Module) : 00000000

Extension # FOF Extension Date
Add

Delets

[

Figure 3-19: Mitigation > Disaster > Overview > Disaster Information Tab

5. Enter the information listed in Table 3-3.

CAUTION: Do not enter the HMGP - Total Obligation Date or the Closeout Dates
until the described events actually occur.

NOTE: All validation messages must be addressed.
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Table 3-3: Disaster Information Tab Data Fields

DATA FIELD INFORMATION TO BE ENTERED

Final Due Date for
New Application

Closing date for HMGP project applications for the disaster. If
the disaster has two Recipients with different dates, type the
latest date on this tab. If an extension is given, this date must
be updated.

HMGP — Total
Obligation Date

Actual date when all funds have been obligated for all
Recipients.

HMGP — Closeout
Date
(Reconciliation)

Actual date when FEMA HQ declares that the HMGP program
for a particular disaster is financially reconciled (usually also
includes Hazard Mitigation Technical Assistance Plan).

Disaster Closeout
Date (FSA closed by

HQ)

Date when FEMA HQ closes the FSA for the entire disaster.

Disaster Period of
Performance End
Date

Date when the period of performance (POP) ends for the
disaster. Captures the original POP end date.

Disaster Closeout
Date (from
Declaration Module)

Auto-filled by the system after the information is entered into
the Declaration module.

POP Extension Date

Adds capability to capture POP extension end dates granted to
the original POP.

Page 3-16

NEMIS HMGP User Manual MR 3.19.01




September 2016 Unit 3: Manage Disaster Information

Task 4: Manage Recipient Information

1. Next to the Disaster Information tab, click the Recipient Information tab

(Figure 3-20).

¥fiDisaster Overview: DISASTER #: 7519 STATE:MS REGION #: 4 DECLARATION DATE : 02/18/2010

Praj M atrix Exceptions

User to Recipient Link I

Disaster Information F424 Information | Federal Public: Natice | Altachments
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Figure 3-20: Mitigation > Disaster > Overview > Recipient Information Tab

From this tab, you can do the following:

Task 4A: Designate a Recipient

Task 4B: Edit Designated Recipient Information

Task 4C: Edit Percentage on a Designated Recipient

Task 4D: Edit Admin Link and Mit Plan Link for a Designated Recipient

CAUTION: At least one Recipient must be designated before you can continue

with the other disaster tasks.

NEMIS HMGP User Manual MR 3.19.01

Page 3-17



Unit 3: Manage Disaster Information

September 2016

Task 4A: Designate a Recipient

1. Onthe Recipient Information tab, click the NEW button. The Look up
Recipient window is displayed (Figure 3-21).

g’aLonk up Recipient

Enter Criteria

Lpplicant IC I

|pdate 1 ! State : I

County : ]
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Private Mon-Profit: © Yes " o

CID Murmber : |

=]
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Contact Name

Contact Title

Figure 3-21: Look Up Recipient Window

2. Click the SEARCH button. Designated Recipient records are displayed (Figure

3-22).
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Search Results
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Add
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Figure 3-22: Recipient Search Results

3. If the desired Recipient is already listed, click the OK button.
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4. If the desired Recipient is not listed, complete Steps 4a - 4h.
a. Click the ADD button to designate a new Recipient.

b. Click the UPDATE ID button. A table for selecting the county or place
identification code is displayed (Figure 3-23).

County/Place Code List @
@ County Code Flease contact your FEMA regional HMO if you cannot locate the proper Recipient by either
FIPS County and Place code or by a Public Entity |d.

County Code Courty Mame Place Code Place Mame

Statewice

Satenwick o447 Tama Indian Reservation

| Ok, | I Cancel

Figure 3-23: County/Place Code List

c. Highlight the county and place from the table of counties and places, listed
according to the Federal Information Processing Standards (FIPS) code
system.

d. Click the OK button. The Look up Recipient window is displayed with the
selected County and Place Code.

NOTE: The State, County, and Place Codes that are displayed on the Look up
Recipient and Recipient Information windows comprise the FIPS code.

e. Enter the information listed in Table 3-4 on the Look up Recipient window.

Table 3-4: Look Up Recipient Window Data Fields

T p—

Name Name of the Recipient if different from the name listed in
the county/place table

Tax ID Tax Identification Number of the Recipient (up to 10 alpha-
numeric characters)

Private Nonprofit Is the Recipient a nonprofit organization? Select Yes or No

CID # (Community If the Recipient is associated with a community, select the

Identification CID description of the Recipient from the drop-down list

Designation) (the NFIP generates this list)

Applicant Description Description of the Recipient
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f.

Click the ADD CONTACT button to enter data on a contact for the

Recipient. The Look up a Contact window is displayed (Figure 3-24).

wlouk up a Contact
Enter Criteria:
First Middle Last
Name: | [ |
Contact ID: l—
Nickname:|  Prefix:| | Suffix: | |
Title: |
Organization: | ]
Address 1:
Address 2: |
StreetNum:|  Street Name:|
Unit Type l_ Unit Num: l—
City: | State: || x| z1P:| =l -
Directions: |
Note: |
Carrier Code: l— USPS Bar Code: I—
Locatn Code: I_ Longilude:l Lalilude:l
EMail: |
This information is subject to the Privacy Act of 1974.
Area| Phone | EXT | PIN | Area| Phone | EXT [ PIN

Figure 3-24: Look up a Contact Window

Follow the instructions in Appendix B for entering Contact information. The

Contact information is displayed on the Look up Recipient window.

Click the OK button. The Recipient information is displayed on the
Recipient Information tab (Figure 3-25).
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ﬂ'ﬂDisaster Overview: DISASTER #: 7519 STATE:MS REGION #:4 DECLARATION DATE:02/18/2010

Proj b atrix Exceptions I Property Actions i

Dizaster Information | SF424 |nformation | Federal Public Matice I Attachments User ta Recipient Link I

1af2 o

Fecipient : Ftatewide More Recipient Infa... | New |
State : M= Courty: a atevwvice
I % I ISt Delete i
Place Code I 1] IStateWide

Applicant Descr: IState Emergency Management Agency Edit Percernt ... |

CID Mumbet : PBQQQQ - Stateswicle
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Figure 3-25: Recipient Information Tab Information

5. On the Recipient Information tab, enter the information listed in Table 3-5.

Table 3-5: Recipient Information Tab Data Fields

Y —

Private Nonprofit Is the Recipient a nonprofit organization? Select one of the
following:
e Yes
e NoO
Letter of Intent Rec Date the Letter of Intent was received from the Recipient
Date
SmartLink Participant Is the Recipient a participant in the system to electronically
transfer funds? Select one of the following:
e Yes
e No
SmartLink Drawdown The Regions are required to enter, on a quarterly basis, the
Date drawdown date (policy guidance)
Final Due Date for New | Closing date for HMGP project applications for this
Application Recipient
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DATA FIELD INFORMATION TO BE ENTERED

SmartLink Drawdown The Regions are required to enter, on a quarterly basis, the
Amount drawdown amount (policy guidance)

HMGP — Total Date when all funds have been obligated for this Recipient
Obligation Date CAUTION: Do not enter HMGP -Total Obligation Date

until all funds are obligated.

HMGP — Closeout Date | Financial Reconciliation Date

(Reconciliation) CAUTION: Do not enter HMGP - Closeout Date until
financial data for the disaster has been
reconciled.

6. On the bottom right part of the Recipient Information tab, click the SAVE
button.
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Task 4B: Edit Designated Recipient Information

1.

2.

Scroll through the Recipients displayed on the Recipient Information tab.

With the desired Recipient displayed, click the MORE RECIPIENT
INFORMATION button. The Look up Recipient window is displayed.

CAUTION: Except for Native American Tribes, do not edit the following fields
directly on the Look Up Recipient screen: Name, Tax ID, Private
nonprofit, CID Number, and Applicant Description.

To change the information on the Recipient contact, click the EDIT CONTACT
button. The Look up a Contact window is displayed.

Follow the instructions in Appendix B for entering contact information. The
Contact information is displayed on the Look up Recipient window.

Click the OK button. The Recipient Information tab is displayed.

If necessary, edit the Letter of Intent Rec Date and SmartLink data fields.
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Task 4C: Edit Percentage on a Designated Recipient

1. The Recipient Information tab displays a default percentage in the Recipient
Percent data field (Figure 3-26).

yfDisaster Overview: DISASTER #: 7519 STATE:MS REGION #:4 DECLARATION DATE : 02/18/2010 HEI

Proj Matrix E xceptions I P
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I : I ISt Delete |
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Applicant Descr: Ftate Emergency Management Sgency Edit Percent ... |

CID Mumber : I289999 - Statewvide
Tl oy Private Mon-Proft: € ‘es & No Letter of Intent Recy'd: I—
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Figure 3-26: Recipient Information Tab with Default Percentage

2. When the user is alerted by the warning message that a Recipient has an
Enhanced Mitigation Plan, the Recipient percentage can be changed by
completing Steps 2a - 2d.

a. Click the EDIT PERCENT button. The Comment Editor window is displayed.
b. In the Recipient Percent box, enter the new percentage.

c. Inthe text area, enter the justification for the change in percentage.
d. Click the OK button (Figure 3-27).
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Recipient Percent 15 Example To eniler 7.5%, lype 7.5
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Figure 3-27: Edit Percentage

3. The new percentage is displayed on the Recipient Information tab (Figure 3-
28).

Q‘aDisaster Overview: DISASTER #:7519 STATE:MS REGION #:4 DECLARATION DATE: 02/18/2010
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Figure 3-28: Recipient Information Tab with New Percentage

NOTE: The Recipient Percent value will also be displayed in Mitigation >
Funding > Estimate > Recipient Worksheet.
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Task 4D: Edit Admin and Mit Plan Link for a Designated Recipient

NOTE: Both the Admin and Mitigation Plans must be entered, approved and
linked to the appropriate disaster for each Recipient.

1. To add or change the approved HMGP Administrative Plan that is referenced
by the Recipient for the disaster, complete Steps la - 1f.

a. On the Recipient Information tab, click the EDIT ADM LINK button.

b. The MT Admin Plan window is displayed (Figure 3-29).

SEMT Admin Plan
Apred Expire Aprvl  Plan =
Current Date Date Type Type Rev.Ho Plan Hame
O NOME  SAP 0 test
D NONE  GADM 1 Jefterson Plan
D 120152002 MOME SAP 0 W3P2 TESTING _01/07.03
[J ososro002 MNOMNE GADM 0 Admin Plan for 6743_V3P2 TESTING _01-30-03
o Sl B L e s e s |
o Plan(s] meeting approval date criteria are highlighted in yellow
Justification:
To append to the justification, press the Append button
Append | e L ; o0 oK Cancel |

Figure 3-29: MT Admin Plan Window

c. Click inside the checkbox of the approved MT Admin plan that you wish to
link to the disaster.

d. If changing plans, click the APPEND button.
e. Inthe text area, enter comments explaining the change.

f. Click the OK button. The selected Recipient HMGP Administrative Plan
information is now displayed on the Recipient Information tab.

2. To add or change the approved HMGP Mitigation Plan that is referenced by the
Recipient for the disaster, complete Steps 2a - 2f.

a. On the Recipient Information tab, click the EDIT MIT LINK button.

b. The MT Mitigation Plan window is displayed (Figure 3-30).
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#MT Mitigation Plan
Aprud Expire Aprul Plan
Current Date Date Type Type Rev.Ho Plan Name
B 040122005 STD SMH 1 State of Mississippi MultiMit Plan_Y3P2 Testing
D 04/30/2002 STD SMH 0 Mississippi State Plan
s Plan(s) meeting approval date criteria are highlighted in yellow
Justification:

SMH Rev. No. 1 Approval STD Dated 04/01/2005: -CJORDAN-05/06/2010 18:50 GMT ;I
SMH Rev. No. 1 Approval STD Dated 04/01/2005:-CJORDAN-05/06/2010 18:50 GMT

To append to the justification, press the Append button.

Figure 3-30: MT Mitigation Plan Window

c. Click inside the checkbox of the approved Mitigation plan that you wish to
link to the disaster.

d. If changing plans, click the APPEND button.
e. Inthe text area, enter comments explaining the change.

f. Click the OK button. The selected Recipient Mitigation Plan information is
now displayed on the Recipient Information tab.
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Task 5: Enter Federal Public Notice

1. Click the Federal Public Notice tab (Figure 3-31).

@ Disaster Overview: DISASTER #: 7519 STATE:MS REGION #: 4 DECLARATION DATE : 02/18/2010 [_ o[ =] I
Praj b atrix E xceptions | Property Actiohs |
Dizaster Information | Recipient nfarmation | SF424 Inforation Federal Public Notice § Attachment: | User to Fecipient Link |
iE=|
Appearance Date ! 00,00/0000

Document of Recard : I

Poirt of Contact : |

Telephone Number:l (623 ! - Extni: I

Figure 3-31: Mitigation > Disaster > Overview > Federal Public Notice Tab

2. Enter the information listed in Table 3-6.

Table 3-6: Federal Public Notice Data Fields

DATA FIELD INFORMATION TO BE ENTERED

Appearance Date Date the Public Notice appeared in the publication

Document of Record | Name of the publication that published the Public Notice,
e.g., the Federal Register

Point of Contact Name of the point of contact at the publication

Telephone Number | Telephone number of the point of contact

3. On the bottom right part of the Federal Public Notice tab, click the SAVE
button.

4. To enter information for another published notice, click the NEW button.

5. Repeat Steps 2-3 for each new published notice.
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Task 6: Attach Documents

Use the Attachments tab to attach the following documents:
e Recipient’s Letter of Intent
e FEMA/State Agreement
e Federal Public Notices

e Other supporting documents

NOTE: Attach SF-424s using the ATTACH button on the SF-424 tab (Task 8:
Enter SF-424 Information).

CAUTION: Attachments cannot be deleted once they have been added to NEMIS
HMGP. Please make every effort to limit the file attachment size to less
than 1GB. Allow up to one hour to retrieve and view newly attached
documents.

1. Click the Attachments tab (Figure 3-32).

yfiDisaster Overview: DISASTER #:7519 STATE:MS REGION #:4 DECLARATION DATE : 02/18/2010 = I
Proj Matrix E xceptions I Property Actions |
Diizaster Information | Recipient Infarmation | 5F424 Information Federal Public Matice Attachments 8 1zer to Recipient Link |
D Type D it Title Document Status

Document will be viewable only when document status is 'Document archival process complete'

Aftach I iew
oo ]

Figure 3-32: Mitigation > Disaster > Overview > Attachments Tab

2. You are strongly urged to read and follow the instructions in Appendix A: Attach
Documents.
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Task 7: Enter User to Recipient Link Information

System users who enter project application information in NEMIS HMGP (Unit 6:
Manage Project Application) must be linked to the Recipient for whom he or she
will be processing applications. Some suggested users who are linked to
Recipients are the State Hazard Mitigation Officers (SHMO) and State Specialists.

NOTE: Users who are linked to Recipients should be assigned to one of the two
Mitigation positions for the disaster in FEIMS: State Hazard Mitigation
Officer - Edit privileges; and State Hazard Mitigation Specialist - Read-
Only

CAUTION: HMGP project applications cannot be entered in the system until
each person working on the application is linked to the Recipient (Unit 6:
Manage Project Application).

1. Click the User to Recipient Link tab. Check to see if your user name is
already linked to the Recipient (Figure 3-33).

ﬂ'ﬁ Disaster Overview: DISASTER #:7519 STATE:MS REGION #:4 DECLARATIONDATE:02/18/2010

Froj Matnis E#ceptions l Property Actions i

Dizaster Information | Recipient Information l SF424 Information Federal Public Motice | Attachments I User to Recipient Link I

User Hame =

[~]
- ate -
A OLNG L‘ IStateWide j
ACHIOU L‘ IStatewide j
IMTMA L‘ IStatewide j
MTST j IStateWide j
EMTPO j IStatewide j
IT‘IMNDH.&.M L‘ IStatewide j
IMSMITH j IStateWide j
=
Mew | Delete |

Save | Cloze I

Figure 3-33: Mitigation > Disaster > Overview > User to Recipient Link Tab
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2. If your name or the name of the person you wish to add is not linked to the
Recipient, click the NEW button to create a new row in the table.

3. Enter the information listed in Table 3-7.

Table 3-7: User to Recipient Tab Screen Data Fields

INFORMATION TO BE ENTERED

User Name NEMIS HMGP User Name — Select from the drop-down list of
user IDs and names

Recipient Recipient for the disaster — Select from the drop-down list of all
Name Recipients

4. For each new User to Recipient link, repeat Steps 2 and 3.

HINT: When adding more than one User to Recipient Link, you might need to
alternate which data field you enter first. For the first new row, select
the User Name and then the Recipient Name. For the next new row, select
the Recipient Name first, and then select the User Name.
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Task 8: Enter SF-424 Information

NOTE: NEMIS HMGP assumes that one SF-424 is submitted for each Recipient
with a total funding estimate. As that estimate changes, subsequent SF-
424s that are submitted are considered revisions that supersede the
previous version.

Enter SF-424 information only after the tasks in Unit 5: Manage the HMGP
Funding Estimate have been completed by FEMA Mitigation staff. The funding
estimate information is then displayed in the SF-424 data fields.

1. Click the SF424 Information tab (Figures 3-34 and 3-35).

{@iDisaster Overview: DISASTER #:7519 STATE:MS REGION #:4 DECLARATION DATE:02/18/2010 M= I
Proj Matrix Exceptions | Froperty Actions
Disaster Infarmation | Recipient |nformation 5F424 Information | Federal Public Motice tittachments | User to Recipient Link |

SF424 Rew Fed Est Applicant Est State Est LocalEst  a|
Recipient Mame Mumber Mumber Funding Amt: Funding Amt Funding Amt Funding Amt

Statewice 2 a $5,000

[Statewide = [ T 5,000 | 5 | 5 |
!Staiewide | l 2 i 2 | $5,000 | § |
< |
Mew I Delete Revise I Hocument ottt
D t will be vi ble only when d t status is 'D t hival p
Applic Amendment Fed Est Applicant Est State Est Local Est Cther Est Prgm Inc Es
Dizaster 1D Pumber Funding Amt Fundling At Funiding Amt Funding At Fundling At Fundling At
4] | |

Add Project I Delete Proiecti

Save I Close |

Figure 3-34: SF424 Information Tab - Left Side
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Proj Matrix Exceptions

I Froperty Actions

Q’aDisaster Overview: DISASTER #: 7519 STATE:MS REGION #:4 DECLARATIONDATE:02/18/2010

Dizaster Information I Fiecipient Information SF424 Information | Federal Public Motice Attachments User to Recipient Link I
i Rew Fed E=t Applicant Est State Est Local Est Other Est Prom Inc Es Total Est _:!
r Mumber  Funcing Amt: Funding Amt Funding &mt Funcing Amt Funcing Amt Fundling Amt Fundling &mt
| 2 | $5,000 § § § Bl Bl 5,000
| Kl | 5 5 5 § 5 | 50
i | 0 | 35,000 5 § B 5 5| 56,000 —
Kl [
Mew | Drelete Fievise ATk Altach I Wiew |
D t will be vi only when d t status iz D t I p p "
Applic Amendment Fed Est Applicant Est State Est Local Est Cither Est Prom Inc Es
Dizaster D Mumber Funding Amt Funding &mt Funcling Amt Funding Amt Funding Amt Funding Amt
| | |
Add Project I Delete Proiecti

sve|

Figure 3-35: SF424 Information Tab — Right Side

2. Table 3-8 describes the information displayed in the SF-424 Information tab.

Table 3-8: SF-424 Information Tab Data Fields

DATA FIELD DESCRIPTION

Recipient Name

Recipient who submitted the SF-424

SF 424 Number

Sequential number assigned by the system — The first
Recipient is assignhed the number "1," the second Recipient
the number "2" and so on

Rev Number

Sequential revision number assigned by the system — The
initial submission is assigned the number “0.” The Rev
Number changes with each revised form submitted

Fed Est Funding Amt

Estimated amount of Federal HMGP funding for this disaster
for this Recipient.

Applicant Est
Funding Amt

Estimated amount of funding from the Recipient

State Est Funding
Amt

Estimated amount of State funding — If the State is the
Recipient, this amount is over and above the applicant
estimated funding amount

Local Est Funding
Amt

Estimated amount of local funding
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DATA FIELD DESCRIPTION

Other Est Funding
Amt

Estimated amount of other funding

Prgm Inc Es Funding
Amt

Estimated funding amount from income generated by the
HMGP

Total Est Funding

System-generated calculation totaling the amounts entered

Amt

3. To add the SF-424 form submitted by a Recipient, complete Steps 3a - 3d.

a. Click the NEW button. A new SF-424 row is displayed (Figure 3-36).

\‘%Disaster Overview: DISASTER #: 7519 STATE:MS REGION #:4 DECLARATION DATE:02/18/2010 [_[O0] I
Proj Matrix Exceptions I Property Actions I
Dizaster Infarmation | Recipient Infarmation S5F424 Information | Federal Public Notice Attachments User ta Recipient Link |
SF424 Rewv Fed Est Applicant Est State Est Local Est ;I
Recipient Name Murmber Mumber Funding &mt; Funding Amt Funding &mt Funding &mt
Mizsizsippi Choctaw Indian Reservation L] 1 0 | 3 § 3 |
hiszizsippi Choctesw Indian Reservation -
Hew Delete Revise | JidciEment il Attach Wiew I
D will be vi only when d status is 'D 1 lete’
Applic Amendment Fed Est Applicant Est State Est Local Est Other Est Prgm Inc Es
Disaster 1D Mumber Funding Amt Funing Amt Funding Amt Funding Amt Funding Amt Funding Amt
‘ | i
Add Project Delete F'miecti

Figure 3-36: SF-424 Information - New Row Added

b. Select the Recipient Name from the drop-down list.

c. Enter only the Fed Est Funding Amt. The other amounts will not be known
until all projects are obligated and closed.

NOTE: Consult the program/grants management guidance for an explanation
on how the SF-424 amount needs to compare to the total projected in
Column A of HMGP Financial Activity tab in the Funding Estimate queue.

d. Attach the submitted SF-424 form by clicking the ATTACH button. You are
strongly urged to read and follow the instructions in Appendix A: Attach
Documents.
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CAUTION: Attachments cannot be deleted once they have been added to NEMIS
HMGP. Please make every effort to limit the file attachment size to less
than 1GB. Allow up to one hour to retrieve and view newly attached
documents.

4. To add a revision to a previously-entered SF-424, complete Steps 4a - 4c.

a. Highlight the row in the table of the most recently entered form for this
Recipient and click the REVISE button. A new row will be created in the
table with the same SF-424 number and an incremented Rev number.

b. Enter the necessary information.

c. Attach the revised SF-424 form by clicking the ATTACH button and
following the instructions in Appendix A.

5. To edit information for a previously-entered SF-424, click inside the data field
that you wish to edit.
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Unit 4 — Manage the Mitigation Plans
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Overview
NEMIS HMGP allows FEMA and Recipient users to manage the following
mitigation plans:

e Recipient's HMGP Administrative Plan (formerly known as the State
HMGP Administrative Plan);

e Recipient's Multihazard Mitigation Plans (formerly known as the State
Mitigation Plan); and

e Subrecipient’s Single (local) and multi-jurisdictional Mitigation Plans.

NOTE: For all disasters declared on or after November 1, 2004, Recipients and
Subrecipients are required to have an approved Multihazard Mitigation
Plan.

Table 4-1 provides an overview of the Manage Mitigation Plans process in
NEMIS HMGP.

Table 4-1: Manage the Mitigation Plans

ToPrIC MANAGE THE MITIGATION PLANS

Purpose Manage HMGP Administrative Plans and Mitigation Plans

When does it start? | “On-Going” to be consistent with 44 CFR 206.437(d)

Who does it? State Users and MT Analysts enter plan information in NEMIS
HMGP

FEMA Regional Mitigation staff with the Hazard Mitigation
Officer (HMO) role approve and process plans

How is it done? Execute three tasks:
Task 1: Enter Recipient Administrative Plan Data

Task 2: Enter Recipient Mitigation Plan Data

Task 3: Enter Subrecipient Mitigation Plan Data
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Information Requirements

The HMO, MA and State User and State Approving Official can now enter
Administrative Plan and Mitigation Plan information in NEMIS HMGP, under
Disaster Overview, Recipient Information tab.

The Subrecipient Mitigation Plan is entered on the Application Development,
Applicant Information tab. This new process captures the plan information in the
project application, making it redundant to place the information in the Plans
Repository. However, the Plans Repository remains available for use should the
user elect to place the plan in the Plans Repository and then select the
appropriate plan.

NOTE: All non-federal plan data is now managed by the Risk Analysis Division
and Planning Branch using their Mitigation Planning Portal (MPP).

To enter plan information in NEMIS HMGP, you will need the following
information depending on the plan:

Plan Approval Date

Plan Due Date

Plan Title

Plan Type

Plan Approval Type

Plan Expiration Date
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Task 1: Enter Recipient Administrative Plan Data

1. On the NEMIS menu bar, select Mitigation > Disaster > Overview
2. Select the Recipient Information tab.

3. Enter the plan information under the Recipient HMGP Administrative Plan
section (Figure 4-1). Plan information includes:

a. Plan Approval Date (must be prior to or equal to the current date)
b. Plan Due Date (must be within the 90 days of the Declaration Date)
c. Plan Title

ﬁ% Disaster Overview: DISASTER #: 7519 STATE:™MS REGION #:4 DECLARATION DATE:02/18/2010

Proj b atris Exceptions I Property &ctions i
Dizaster Infarmatian Recipient Information | SF424 Infarmation | Federal Public Matice | Attachrments Uszer to Recipient Link |
1of2 X
Recipient ; Ftatewide tore Recipient Info... | i
State S Courty: 1] atevvide
I : ! ISt Delete

Flace Code I 0 Ftatewide

Applicant Descr: lState Emergency Management Agency Edit Percert ...
CID Mumber : PBQQQQ - Statewide

Tax D : I— Private Mor-Profit: © wes (5 ho  Letter of Intert Recwv'd: I—
Recipient Percent fm‘ StattLink Participant: % ves Mo Smartlink Draweciown; l—
Mesy Application Final Due: l— SmartLink Drawdoven Amaurt: I ki Edit &dm Link ...

HMGP - Total Chligation: l— HWGP - Closeout (Reconcilationy | 022002012 :J Edit Mit Lirk ..
= Recipient HMGP Administrative Plan

Approval I 00/00,/0000 Plan Cue I Q0u000000

Drate Date

L

T ST roTaT
[~ Enable Manual Entry of Plan Data

Plan Type EMH Rexvizion Mr I 1

Spryl Type | STANDARD  Apryl Ot | 04/01/2005 ExpireDtI

M anually entered plans information will not be reflected in the Flan Report

Save | Close I

Figure 4-1: Mitigation > Disaster > Overview > Recipient HMGP Administrative
Plan Section

NOTE: This process applies to Recipient HMGP Administrative Plans in disasters
declared after November 14, 2014. For disasters declared before that
date, please follow the instructions in the NEMIS HMGP User Manual
version 3.17.00.
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4. If Close is selected and the Administrative Plan Approval Date and/or the
Administrative Plan Due Date are not entered correctly, the following
validation messages will appear:

a. HMGP — Administrative Plan Approval Date must be less than or equal to
the current date (Figure 4-2)

b. HMGP — Administrative Plan Due Date must be within the 90 days of the
Declaration Date (Figure 4-3)

5. Address the validation messages by entering the correct date(s).

Yalidation Eq

[ ]
' 1 l) HMEP - Administrative Plan &pproval Date must be less than or equal o the Current: Dake,
I\I‘I-'.

9] 4

Figure 4-2: Administrative Plan Approval Date Validation Message
yalidation X

L
\‘l 2 HMGP - Administrative Plan Due Date must be within the 90 days of the Declaration Date,

oK

Figure 4-2: Administrative Plan Due Date Validation Message
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Task 2: Enter Recipient Mitigation Plan Data

1. On the NEMIS menu bar, select Mitigation > Disaster > Overview.

2. Select the Recipient Information tab.

3. Select the Enable Manual Entry of Plan Data check box under the Recipient

Mitigation Plan Section (Figure 4-4).

Q%Disaster Overview: DISASTER #:7519 STATE:MS REGION #:4 DECLARATION DATE:02/18/2010

I Property Actions I

{ Recipient Information | SF424 Infarmation | Federal Public Matice

Proj Matrix Exceptions

Dizaster Information | Attachments

Usger to Recipient Link |

Tof2
Recipient : IStaTeWide
State IT Courty: [ 0
Place Code : | 0 lStaTewide
Applicant Descr: IState Etmergency Management Agency
CID humber PBEIEIEIEI - Statewide
Tax D : i— Private Mon-Profit:  es & ho
Recipient Percent : m SmartLink Participant: % ez O No
Mewy Application Final Due: I—
HIGP - Tatal Obligation: I

More Becipient Info. . |

[tatewide

Letter of Intent Recy'd: I
SmartLink Draseedosnn: l

SmartLink Drawvedown Amount: | i

HMGP - Closeout (Reconcillation): 0252002012

2 Mew |
[ |

Delete

Edit Percent ... |

Edit Adm Link |
:J Edit Mit Link: .. |

Plan Cue
Date

Approval I Q0000000

Date

— Recipient HMGP Administrative Plan
I 0000000

Recipient Mitigation Plan
[~ Enable Manual Entry of Plan Data

Plan Type EMH Revizion hr I 1

Aprvl Type I STANDARD Aprvl Dt | 0400152005

Expire Ot I

M arually entered plans infarmation will nat be reflected in the Flan Report

| Cloze I

Save

Figure 4-4: Mitigation > Disaster > Overview >
Recipient Mitigation Plan Section
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4. Enter the plan information under the Recipient Mitigation Plan section. Plan
information includes:

a. Plan Type — From the pull-down menu, select Standard State, Standard
Tribal, Enhanced State, or Enhanced Tribal (Figure 4-5)

Plan Title

Plan Approval Type

Plan Approval Date (must be less than or equal to the current date)
Plan Expiration Date (must be a current or future date)

10 2 o0 T

— Recipient Mitigation Plan
[+ Enable Manual Entry of Plan Data

Plan type -

Flan Title Standard State

Plan Approval type stancardebat | Date FDJ’UUIUUUU Plan Expiration Date!inDU-"UUDU

——————Enhanced State -
tanually entered f ched in the Plan Fepart
Enhanced Tribal

Figure 4-5: Mitigation > Disaster > Overview > Recipient
Mitigation Plan Section > Plan Type Pull-down Menu Detail

5. If Close is selected and the Mitigation Plan Approval Date and/or the
Mitigation Plan Due Date are not entered correctly, the following validation
messages will appear:

a. HMGP — Mitigation Plan Approval Date must be less than or equal to the
current date

b. HMGP — Mitigation Plan Expiration Date must be a current or future date

6. Address the validation messages by entering the correct date(s).

NOTE: The Plans Repository is still available to NEMIS HMGP System Users. For those
who prefer to enter the plan information in the Plans Repository, follow the
instructions outlined in Unit 4 of the NEMIS HMGP User Manual Version MR
3.17.00 or earlier. The user may switch back and forth between entering the
data manually as described or from the plans repository by selecting and
unselecting the Enable Manual Entry of Plan Data check box. When switching,
the data from the previous entry will be deleted. The plans data will be saved
when the application is submitted for Federal Eligibility. Only data selected
from the plans repository will be displayed in the NEMIS-wide plan reports. All
previous validation messages related to missing or incomplete plans data will
still apply when saving, verifying or submitting the application to Federal
Eligibility.
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Task 3:

1.

Eligibiity Review | Property Sie lnvertory | LatiLon | Authorization |
Applicant Information |Pr0blem & Risk Data | Project Info IWork Schedule | Cost Estimate | Match Sources | Cost Effectivensss | Maintena

Enter Subrecipient Mitigation Plan Data

On the NEMIS menu bar, select Mitigation > Projects > Application
Development > Applicant Information Tab.

Under the Subrecipient Mitigation Plan section (Figure 4-6), select the Enable
Manual Entry of Plan Data check box.

Enter the plan information under the Subrecipient Mitigation Plan section.
Plan information includes:

a. Plan Type — From the pull-down menu, select Multi-Jurisdiction or Single
Jurisdiction

b. Plan Approval Date (must be less than or equal to the current date)

c. Plan Expiration Date (must be a current or future date)

d. Plan Title

Q%HMGP APPLICATION: DISASTER #: 7519 FEMA PROJ #: 4- APPLICATION ID: 24 AMENDMENT #: 0

— Recipient
!Statewide State Code ; Ims County Code : | i !Statewide
Finz Pl Code 1] atewice
B2l Rt | F't More Recipient Infa ... |
~Sub-Recipient
Iﬁ.dams [Courity) State Code IMS Courty Coce :I 1 IAdams
Fis Place Code | 99001 [Adams (County)
Pukblic Entity : I | hore Sub-Recipient Infa |
MFIP Participstion : I vl Last CAY Date i 00000000
—Sub-Recipient Mitigation Plan
[ Enable Manual Entry of Plan Data;
EAbCok Beninient Lk,
Plan Type I j

Plan Approval Date EUJ'UUI"DUUU
Plan Expiration DateﬁU-"UUl"UUUU

Plan Title I

(Suh-Recipien‘t Application Preparer

FARHER, JANE More Preparer Infa... ‘

Save | Serify |

4.

Figure 4-6: Mitigation > Projects > Application Development >

Applicant Information Tab > Subrecipient Mitigation Plan Section

The same two validation messages are applicable to the Subrecipient
Mitigation Plan as are applicable to the Recipient Mitigation Plan described in
Task 2 above.
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Overview
The NEMIS HMGP Manage HMGP Funding Estimate (FES) process allows
FEMA Regional staff members to:

e Establish Funding Estimates for HMGP Recipients designated for the
disaster.

e Update/Revise Funding Estimates as financial information changes
during the disaster response and recovery phase.

Table 5-1 provides an overview of the Manage HMGP Funding Estimate
process.

Table 5-1: Manage HMGP Funding Estimate Process

DESCRIPTION

Purpose Manage HMGP Funding Estimate

When does it start? Within 30 days of a disaster declaration

NOTE: The complete process could last until Disaster Closeout.

Who does it? FEMA Regional Mitigation staff with the Hazard Mitigation Officer
(HMO) role
How is it done? Execute eight tasks:

Task 1: Ensure Disaster and Recipient Information is Entered

Task 2: Enter Financial Details
Task 3: Establish Funding Estimate

Task 4: Enter Financial Information

Task 5: Enter Lock-in Information

Task 6: Enter Comments/Attachments

Task 7: Review Financial Activity Information

Task 8: Review Budget Planning Information
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Information Requirements

FEMA Regional Mitigation Staff with the Hazard Mitigation Officer (HMO) role will
need the Disaster Projection Report (DPR) as a source of financial information
that needs to be entered into the system. The DPR is attached to the CFO Lock-

in memorandum.

NOTE: When using the initial DPR, verify figures with Individual Assistance (IA)
and Public Assistance (PA). PA figures can be checked by printing the S5
from the EMMIE/NEMIS — Infrastructure module. For Disaster Numbers
1778 and newer, contact the Regional Public Assistance Point of Contact.
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Task 1: Ensure Disaster and Recipient Information is Entered

Before HMGP Funding Information can be entered into NEMIS HMGP, the
disaster information must have been entered in the system. Specifically, the
Recipient(s) for the disaster must have been designated in the system. To
ensure that this has been done, complete the following steps:

1. On the MITIGATION menu bar, click Disaster > Overview (Figure 5-1). If
needed, select your Group ID and enter the Disaster Number.

ects Funding Plans Repository  Admin Window  Help

I EryiE
g & [k
chg  -lossout Plans MENIS Exit

Figure 5-1: Mitigation >Disaster >Overview

2. The Disaster Information tab is displayed by default (Figure 5-2).

Q%Disaster Overview: DISASTER #: 7519 STATE:MS REGION #:4 DECLARATION DATE:02/18/2010
| Property Actions |
: Disaster Information | ecipient Information I SF424 Information | Federal Public Naotice ! Attachments | User to Recipient Link !
Final Due Date HMGP - Closeaut Date
Far MNewe Application : I 094672012 (Reconciiation) I 02/20/2012
Disaster Clozeout Date:
(FEMA, - State Agreement
HMGF - Tatal Obligation Date : I 00/00/,0000 cloged by H@) I 0212272012
Dizaster Period of Dizaster Clozeout Date
Performance End Date: I 000010000 (From Declaration Madule) 00000000
Extension # POP Extension Date
Add
[elete |

Figure 5-2: Mitigation > Disaster > Overview > Disaster Information Tab

3. Click the Recipient Information tab. If Recipient(s) have been designated for
the disaster, their information is displayed.

NOTE: If Recipient(s) have not been designated for the disaster, complete the
steps in Unit 3, Task 4: Manage Recipient Information, before proceeding
to Task 2 in this Unit.

4. On the bottom right of the Recipient Information tab, click the CLOSE
button.
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Task 2: Enter Financial Detalls

1. On the MITIGATION menu bar, click Funding > Estimate (Figure 5-3).

Funding Plans Repofitory  Admin Window  Help
Estimate  AlL+E

File Disaster Projects

“@I

Chg Dizaster Chg Group F Allocations Al
Chligations  Alk+O

Figure 5-3: Mitigation > Funding > Estimate

2. The HMGP Financial Activity tab is displayed. At the top left part of the tab,
select either the Recipient, if only one, or "ALL," if more than one, from the
Recipient drop-down list (Figure 5-4).

mFundiug Estimate Disaster #: 7519 State: MS Region: 4 Declaration Date: 02/18/2010

STANSS S -

HMGP Financial Activity | Financial Info ] Disaster Lock-in Review ] Financial Details | Budget Planning

Figure 5-4: Funding Estimate - Select Recipient

3. Click the Financial Details tab (Figure 5-5).

\%Funding Estimate Disaster #: 7519 State:MS Region: 4 Declaration Date: 02/18/2010

HMGP Financial Activity Financial Info | Dizaster Lock-in Review Financial Detailz BBudget Planning Commentsiattachments | PL:,J-:-I

Infrastructure Support Estimated Fed Share Ohbligated Fed Share
D3Rs to Date (Fed Share Cats. A-G); | 0] | §0]
Human Services
Individual and Family Grants: $0| $0
Dizaster Housing SubTotal (41 4x); $0 $0)
Dizaster Houszing Resource (4153)
Crizis Counceling Immediste Services: | $D| $0j
Crisis Counzseling Regular Program:
Dizaster Unemployment Assistance: $0j $0
Cora Brown: | 5] ki

HS Sub Total: | 50 $0]

Mission Assignments
Technical Assistance Waiver:

Direct Federal Assistance:

Other Applicable Fundi her: . ki

er Applicable runding -
Other Est amt: [ $20,855,638,867] | 5] Commit Recalcs |
TOTAL DAMAGES | 20,855 638,867] | $0]

Recipient Worksheet |

Cloze |

Figure 5-5: Mitigation > Funding > Estimate > Financial Details Tab

NEMIS HMGP User Manual MR 3.19.01 Page 5-5



Unit 5: Manage the HMGP Funding Estimate September 2016

4. Under the Human Services section, in the "Cora Brown" data field, enter the
Cora Brown funding amounts in the “Estimated Fed Share” field.

5. Under the Mission Assignments section, in the "Other" data field, enter the
Non-Administrative Mission Assignment funding amounts in the “Estimated
Fed Share” field.

6. Under the Other Applicable Funding section, in the “Other Est Amt" data field,
enter the latest financial information from Infrastructure Support and Human
Services in the “Estimated Fed Share” field.

NOTE: After Dec. 13, 2004, the system will no longer auto-fill the amounts in the
Infrastructure Support and Human Services sections. To get the latest
financial information, do one of the following:

Check the Disaster Financial Status Report (DFSR) and PA-S5
or

Ask the appropriate regional personnel.

CAUTION: Total dollars entered into these fields must be less than one trillion
dollars. Overall, the disaster total damages must be less than one
trillion dollars.

7. On the bottom right part of the Financial Details tab, click the RECIPIENT
WORKSHEET button. The Funding Estimate Worksheet is displayed. The left
side of the screen displays read-only fields (Figure 5-6).

The Recipient Worksheet has been redesigned so that, if there is more than
one Recipient, it allows the division of the funds among the Recipients. The
amount is based on the percentage for each Recipient (depending on the
type of mitigation plan that is in effect, i.e., Standard Plan or Enhanced Plan).

Place | Crty | St Total Recipient |5 Est HS Est
Recipiert Mame Code | Cd | <d Damages Calculstion Estimate Amount Arnount
atewvice | 0 ] i ]msl §11 605,636,607  SLIDING 1,220 422 917 0
i=sizsipn Choctaw Indian Reserv|4?980i 0 Ims $9,250,000,000  SLIDING §1,025,000,000 ]
WWIORIKSHEET TOTALS: $20,855 £38 887 $2.245422 917 $0 I
Balances from HMGP Financial Details: I 20,555 B35 G57 $D|
| »
Ok | Cancel

Figure 5-6: Funding Estimate Worksheet - Left Side
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8. Review the read-only information listed in Table 5-2.

Table 5-2: Funding Estimate Worksheet Read-Only Data Fields

DATA FIELD READ ONLY INFORMATION

Recipient Name | Applicant receiving HMGP funds

Place Code Place Code, part of the Federal Information Processing Standards
(FIPS) code

Cnty Cd County Code, part of the FIPS code

St Cd State Code

Total Damages | Auto-fills from Total Damages amount in the Financial Details tab

Recipient Current established estimate that can be spent on HMGP by the
Estimate Recipient — auto-fills by multiplying the Total Damages value with
the Percent value

IS Est Amount | Amount automatically carried over from the Financial Details tab

9. The right side of the worksheet (Figure 5-7) displays the fields where you can
enter financial data.

IS Est HS Est M2 Est Cther Est St Marmt
Amourt Amournt Amount Armourt Amount Comments
pat7 | 50 q 5 $11,605 538,507 |
b,000 0 [ 5 $9,250,000,000 ¥ |
pa17 0 50 | g0[  $20,855 638,857 0
$0 30 §0[  $20855 638,587
4 | »
Print | ok | cancel |

Figure 5-7: Funding Estimate Worksheet — Right Side

HINT: If the State is the only Recipient, the dollar amounts you enter in the MA
Est Amount and Other Est Amount fields are the same as those in the
Financial Details screen.

10.For each Recipient, enter the information listed in Table 5-3.
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Table 5-3: Funding Estimate Worksheet Data To Be Entered

DATA FIELD INFORMATION TO BE ENTERED

HS Est Amount Estimated funding for Human Services

MA Est Amount Estimated funding for Non-Administrative Mission
Assignments for the Recipient (if separate figures are
available)

Other Est Amount Amount of all funding assigned to this Recipient that has not

been entered elsewhere

St Mgmt Amount State Management Costs authorized for the Recipient

Comments Comments or notes. Double-click in the text area to access
the Comment Editor.

CAUTION: After entering the information, make sure that the dollar amounts in
the Worksheet Totals fields match the dollar amounts in the Balances
from HMGP Financial Details fields.

11.If the dollar amounts in the Worksheet Totals fields do not match those in the
Balances from HMGP Financial Details fields, the dollar amounts not
accounted for are displayed in red (Figure 5-8).

WORKSHEET TOTALS: | 30 | $0| $O|
Amounts not accourted for: $18,952 538,867
Balances from HMGP Financial Details: | $18,952 638 857 | $0 |

Figure 5-8: Funding Estimate Worksheet
Error Message -"Amounts Not Accounted For"

12.Correct the dollar amounts by repeating Steps 2 — 11 until you get matching
numbers.

13.Click the OK button to close the worksheet and to return to the HMGP
Financial Details screen.
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Task 3: Establish Funding Estimate

1. Click the Financial Details tab (Figure 5-9). Ensure that the dollar amounts
displayed are current.

g’aFunding Estimate Disaster #: 7519 State: MS Region: 4 Declaration Date: 02/18/2010

HMGP Financial Activity Financial Info I Dizaster Lock-in Review Financial Details | Budget Planning Commentsiattachments | PL:,-L:—I
Infrastructure Support Estimated Fed Share Ohbligated Fed Share
DSRs to Date (Fed Share Cats. A-GY: | 0] | §0]
Human Services
Individual and Family Grants: $0| $0
Dizaster Housing SubTotal (414x); $0 $0)

Dizaster Housing Resource (4153);

Crizis Counceling Immediste Services: $D| F0j

Crizis Counzeling Regular Program:

Dizaster Unemployment Assistance: $0j $0
Cora Brown: ki |
HS Sub Tatal: $0 $0)

Mission Assignments
Technical Assistance Waiver:

Direct Federal Azsistance:
Cther: § i

Other Est smt: | $20,955638,587] Gl ot Recalos |
TOTAL DAMAGES | 920,855,638,857] 50
Recipient Worksheet |

Cloze |

Other Applicable Funding

Figure 5-9: Mitigation > Funding > Estimate > Financial Details Tab

2. Click the COMMIT RECALCS button. The system displays a message
confirming “Commit estimated obligated funds?” (Figure 5-10).

Ej Commit estimated and obligated funds?

ok || concel

Figure 5-10: Commit Funds Confirmation Message

3. Click the OK button. This establishes the Funding Estimate and authorizes
FEMA to allocate and obligate funds.
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4. The warning message that it may take some time for this amount to be added
to the database is displayed (Figure 5-11).

There may be shght delay before
all calculations are committed bao
the databasze.

Figure 5-11: Database Warning

NOTE: When the COMMIT RECALCS button is clicked, a new Current Estimate
Amount is established and added to the HMGP Financial Info screen.
Until the new Current Estimate Amount appears on the Financial
Information Tab, funds cannot be distributed according to the various
Funding Categories (executed in Task 4: Enter Financial Information).
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Task 4: Enter Financial Information

1. Click the Financial Info tab. At the top left of the tab, select either the

Recipient, if only one, or "ALL," if more than one, from the Recipient drop-
down list (Figure 5-12).

¥ Funding Estimate Disaster #: 7519 State:MS Region: 4 Declaration Date: 02,18/2010 !EI

TR - |

HMGP Financial Activity  Financial Info |Di3as{er Lock-in Review | Financial Details |Eludget Planning | Commertsiattachiments |P|.1,.|..!.1

Recipient Lock-In Amounts
HMGP Lockin |nitistive Initistive Lockin  Flanning |
Date Recipient ID Recipient Name Amount Pt Amount Pot Loc
08M2/2012 15:35:10 000-00000-00 |Statewide _v_" $2,321127 777 | 5.% ! $116,056,389 ] 7wl g
01M9/2012 17:45%00 000-47950-00 |Mississippi Choctaw Indian Reservatio ;|| $1,025,000,000 | 5% ! $51,250,000 | 7. % !
0506/2010 19:26:49  000-47980-00 |Mississippi Choctawy Indian Reservatio ;" $925,000,000 ] 5. % ] F46,250,000 l 7% ]
05M06/201019:19:48  000-47980-00 |Mississippi Choctawy Indian Reservatio L" $925,000,000 | 5. % | F46,250,000 | 7% |
05M06/201019:18:51  000-00000-00 |Statewide L" $2,140,527 777 | 5 % | $107 026,389 | 7wl g
< | i
Current Estimate Amourt . Mew I Delete |
Diate: Amourt a | For dizasters declared on or after 1111 3/2007:
HMGF Lockin Amount = Regular Project Lockin Amount +
AR gelloe el Initigtive Lockin &mount + Planning Lockin &mount.
080212012 20,555,638 857 State Management Cost Lockin &mount is separate from
01 es2012 F20,555 535 887 the HMGF Lockin Amaont.
070252010 20,855 ,635,557
=

|

Figure 5-12: Mitigation > Funding > Estimate > Financial Info Tab

2. On the bottom left part of the tab, the read-only Current Estimate Amount is

displayed. If more than one row is displayed, each row represents a revision
of the amount.

As displayed in Figure 5-12, the top row is the latest revision and is the
current amount.

NOTE: This is the Current Estimate Amount that was auto-filled when Task 3:
Establish Funding Estimate was completed.
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3. In the top half of the screen, Recipient Lock-In Amounts information is
displayed (Figure 5-13).

7519 State: MS Region: 4 Declaration Date: 02/18/2010

M Info |0|saster Lock-in Review Financial Defails | Busdget Pianning Comments{Attachments I Project Global Malch

HMGP Lockin  ingiative Indtiative Lockin  Planning Flanning Regular Project  State Mgmt Cost

Racipeent Name Amount Pct Amount Pct Lockin Amount Lockin Amount Lockin Ami
| ~| ]| s % | 7. %[ 0| 30 $0
[Mississippi Choctaw Indian Reservatio ~ || 925,000,000 [ s %[ 346,250,000 ] 7.%[  sse7s0000[ $814,000,000 $0
|Mssissippi Choctaw Indian Reservalio v | $925,000,000 | 5 %[ 345250000 | 7.%|  $B4750000| $814,000,000 0
[Statewide ~|| 2140527777 | 5 % | $107,026389 | T.%| $149836944 | $1 563,664,444 | 0

Figure 5-13: Financial Info Details for Recipients

Table 5-4 describes the Recipient Lock-in Amounts data fields.

Table 5-4: Recipient Lock-In Amounts Data Fields

DATA FIELD INFORMATION TO BE VIEWED/ENTERED

HMGP Lock-In Amount Current Estimate Amount for the Recipient

Initiative Pct * Percentage of funds set aside for State initiative
projects. (10 percent if declared for Tornado). System
default percentage is 5 percent. The percentage can be
changed on this screen but the maximum value is 10
percent.

Initiative Lock-in Amount * State initiative amount, calculated by multiplying the
HMGP Lock-In Amount by the Initiative Pct. The amount
may be changed on this screen but the maximum value
is 10 percent of the HMGP Lock-In Amount.

Planning Pct Percentage of funds set aside for planning projects.
System default percentage is 7 percent. Edit the
percentage if necessary but the maximum value is 7
percent.

Planning Lock-in Amount Planning amount, calculated by multiplying the HMGP
Lock-In Amount by the Planning Pct. Edit the dollar
amount if necessary, but the maximum value is 7
percent of the HMGP Lock-In Amount.

State Management Costs State Management Amount that was entered in Task 2:
(SMC) Lock-In Amt Enter Financial Details and established in Task 3:
Establish Funding Estimate.
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DATA FIELD INFORMATION TO BE VIEWED/ENTERED

Regular Project Lock-In For disasters declared before 11/13/2007:
Amount

Remaining funding amount after Initiative, Planning and
State Management Amounts have been subtracted from
the HMGP Lock-In amount — auto-filled by the system.

For disasters declared on or after 11/13/2007:

Remaining funding amount after Initiative and Planning
have been subtracted from the HMGP Lock-In amount
— auto-filled by the system.

4. To add a new row of Financial Info, complete the following steps.

a. Click the NEW button. A blank row is displayed (Figure 5-14) with the

default Initiative and Planning Percentages showing. The system auto-fills
the Date and Time of the new record entry.

i Funding Estimate Disaster #: 7519 State: MS Region: 4 Declaration Date: 02/18/2010 !E[

ALL |
HMGP Financial Activity Financial Info I Disaster Lock-in Revisw Financisl Detalls | Budget Planning Commertsiattachments I Pl-:,l-:-l
Recipient Lack-In Amounts

HMGP Lockin  Initiative Inttiative: Lockin  Planning -

Date Recipient I Recipient Name Amount Pt Amourt Pt
£l
121302016 21:20:08 - § 5% 5 L3 |
08/02/2012 15:35:10 000-00000-00 [Statewide - || s2.321,127,777 5. %[ $116056,359 7%
0141812012 17:43:00 000-47350-00 [Mis=issippi Choctaw Indien Reservstio - ][ $1,025,000,000 | B 250,000 | 7 %r
DSME/2010 19:26:49. 000-47950-00 [Mississippl Choctsw Indian Reservatio ~ || $925,DUU,DUUI 5. %I $45,250,000 | 7 %r
D5/06/2010 1213:48 D00-47380-00 [Mississippi Choctaw Indian Reservatio ~ || 325,000,000 | 5 %[ 946,250,000 | 7 %r,_l
= -

Figure 5-14: Financial Info Details - New Row

b. At the top left of the Financial Info tab, select a Recipient from the drop-

down list. It will either auto-fill or enter the dollar amounts or percentages
for that Recipient.

CAUTION: DO NOT DELETE RECIPIENT LOCK-IN AMOUNT ESTIMATES UNLESS
ABSOLUTELY NECESSARY.

For audit purposes, all changes or updates must be viewable and not deleted,
except for typo errors.

Upon completion of the Financial Info Line for each Recipient, verify funding
calculations for each Funding Category and Recipient.
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Task 5: Enter Lock-in Information

1. Click the Disaster Lock-In Review tab. The Review and Ceiling Lock-in
Dates and Amounts table is displayed (Figures 5-15 and 5-16).

%Funding Estimate Disaster #: 7519 State: MS Region: 4 Declaration Date: 02/18,/2010

For digasters declared on or after 1143/2007: 1) enter project funding in the HMGP lockin amount and
2 enter SMC funding only in the State Management Cost lockin amount:

Statewide =
HMGP Financial Activity | Financial Info_ Disaster Lock-in Review | Financial Details | Budget Planning | Commentsiatachments | p Al
Review and Ceiling Lock-in Dates and Amounts
HMGP HMGP SMC SMC

Review I Lock-In Date |  Lock-In Amount* Lock-In Amount* | Lock-In Date | Community
IITIAL ESTIMATE FOR PROGRANM STARTUP 000000 0 §0 | 00000000 Yes |
3-MOMTH ESTIMATE 05H92010 0 g0 [ ooooomon | ves
E-MOMTH LOCHAM 08A 772010 $0 g0 [ ooooooon | oves
9-MOMTH LOCKAM 1152010 $0 g0 [ ooooooon | Coves
12-MCHTH LOCH-IN 0230201 $0 g0 [ ooooooon | Coves
15-WC1 FINAL LOCHK-IN (F EXCERTION GRANTED) 0822011 0 30 [ ooooooon | ves
GITHER (IF EXCEPTION GRANTEDY 00/00/0000 $0 30 [ ooooooon | ves
< | |

Launch Letter |

Frit |

Cloze

Figure 5-15: Mitigation > Funding > Estimate > Disaster

Lock-In Review Tab > Left Side

“Funding Estimate Disaster #: 7519 State: MS Region: 4 Declaration Date: 02/18/2010
Statewide j

HMGP Financial &ctivity | Financial Info ~ Disaster Lock-in Review |Financia| Details | Budget Planning

Commentsiattachments | P,-:,.Lt-l

d Amounts
SMC
Lock-In Amount*

Lock-In Date |  Lock-In Amount*

0/00/0000

051972010 00000000

agM 72010 &0 $0 | oonomoon € Yes

A52010 $0 §0 | 00oomdod | ves

0201372011 1) $0 | oomomooo € yes
RMTED) 08M2/2011 $0 §0| 0000m000  © es

00000000 $0 §0 | 0ooomdod | € ves

K|

% No
% No
* g
* nig
% No

Comments

For dizasters declared on or after 114 3/2007: 1) enter project funding in the HWMGP lockin amourt and
2) enter SMC funding only in the State Management Cost lockin smount.

Launch Letter

Print |

Close

Figure 5-16: Mitigation > Funding > Estimate > Disaster

Lock-In Review Tab >Right Side

2. Atthe top left part of the tab, select a Recipient from the drop-down list.

3. The tab displays a row of information for each of the seven potential lock-in

stages:

¢ |Initial Estimate for Program Startup (usually performed 30 days after

the disaster declaration)
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e 3-Month Estimate*
e 6-Month Lock-in

e 9-month Lock-in*

e 12-Month Lock-in (usually the final lock-in)
e 18-Mo Final Lock-in (if exception granted)
e Other (if exception granted)

*Note — For the 3-month and 9-month estimates: While the system still

shows a 3- and 9-month estimate, these are not required by 44CFR Part
207.5 (b) and usually are no longer provided at these intervals.

4. Enter the information listed in Table 5-5 for the appropriate lock-in stage.

Table 5-5: Disaster Lock-in Review Data Fields

DATA FIELD INFORMATION TO BE ENTERED

Lock-in Date Date current HMGP Lock-in Amount was established. If Lock-in
Amount greater than 0 is entered, a valid date must be entered
to proceed.

Lock-in Amount HMGP Lock-in Amount currently established for the Recipient

SMC Lock-In Amount | State Management Costs currently established for the
Recipient

SMC Lock-In Date Date current SMC Lock-in Amount was established. If SMC
Lock-in Amount greater than O is entered, a valid date must be
entered to proceed.

Community Notified Was the Funding Estimate Lock-in Letter sent to the Recipient?
Select one of the following:

e Yes
e NoO

If you select "No" and then click the LAUNCH LETTER button,
the system changes the selection to "Yes.”

NOTE: A letter must be sent to each Recipient. The form
letter may be used or another letter that is
generated manually.
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DATA FIELD INFORMATION TO BE ENTERED

Comments Comments regarding the Lock-in Date or Lock-in Amount that
provide clarification or required additional information. The
Inspector General may be inquiring how the funding estimate is
being determined. The supporting Comments may be used to
support calculations. Double-click inside the text area to
access the Comment Editor.

5. Repeat Steps 2 - 5 for each Recipient designated for the disaster.
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Task 6: Enter Comments/Attachments

Comments/Attachments are used to capture the historical flow of financial
information as entered by different system users.

CAUTION: Attachments cannot be deleted once they have been added to NEMIS

HMGP. Please make every effort to limit the file attachment size to less
than 1 GB. Allow up to one hour to retrieve and view newly attached
documents.

Do not attach documents in the Funding Estimate area. Funding Estimate
documentation should only be attached in the Disaster Overview area.

1. Click the Comments/Attachments tab (Figure 5-17).

@ Funding Estimate Disaster #: 7519 State:MS Region: 4 Declaration Date: 02/18/2010
HMIGP Financisl Activity | Financisl Info | Disaster Lock-in Review | Financial Detslz | Budget Planning  Commentsittachments | Project Global Match |
Comment Dt User Comment
05/06/2010 19:30:42 || CJORDAN ntered the values for Other Est Amount .
Attachments
Aftachments | Wiew Add I Delete I
o

Figure 5-17: Mitigation >Funding > Estimate > Comments/Attachments Tab

2. To add comments, complete Steps 2a — 2d.

a.

Click the ADD button. A new row for Comments is displayed, with the date
and time of entry and your User Name.

Double-click inside the text field to access the Comment Editor.

In the Comment Editor text area, enter the comments. Click the OK
button.

The comments you entered are now displayed on the
Comments/Attachments tab.

3. To attach documents, click the ATTACHMENTS button. You are strongly
urged to read and follow the instructions in Appendix A: Attach Documents.
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Task 7: Review Financial Activity Information

1. Click the HMGP Financial Activity tab (Figure 5-18).

aFunding Estimate Disaster #: 7519 State: MS Region: 4 Declaration Date: 02/18/2010
Statewide ﬂ
HMGP Financial Activity lFimncia! Infa | Disaster Lock-in Review | Financial Details | Budget Planning | Comments/Attachments I P.:.LLI
Projected Total Allocated in NEMIS Available Total Obligated in NEMIS Available
A B CA-B) D E(-D)
HMGP Project Funds: [ §2140,527.777] | s0 [ set40527777] | 50 [ $2.140,527.777)
Regular Projects: [ $1,883,664 44| | $0| | 91883664444 | 50 [ $1,883664,444)
Initistive Projects: | $107,026389] | s0f [ #107026389 | s [ $107,026,389)
Planning Projects: [ $149,836944] | s [ #i4opasgdd | 50 [ 9149836544
Subtotal: | $2,140,527,777 | $0| [ s2140527777 | $0] | $2140,527,777|
State Management Cost: | $01 | $O| | $0| [ $Oi | Wl
Total:[  §2,140,527,777] | s0| [ 2140527777 | $0] | $2,140,527,777|
For disasters declared on or after 11/13/2007: HMGP Project Funds = Regular Projects + Initiative Projects + Planning Projects.
State Management Cost is separate from HMGP Project Funds.
Print | Close |

Figure 5-18: Mitigation >Funding >Estimate >HMGP Financial Activity Tab

2. Atthe top left part of the tab, select the Recipient from the drop-down list. The
tab displays five columns for various funding amounts:

Projected (Current Funding Estimate)
Total Allocated in NEMIS HMGP
Available (Projected minus Allocated)
Total Obligated in NEMIS HMGP
Available (Projected minus Obligated)

moowz>

CAUTION: There must never be a negative amount in any column on this tab. In
order to avoid negative amounts or errors when preparing an
Allocation, always review the information in the HMGP Financial
Activity and Budget Planning tabs first to ensure there are sufficient
funds.

3. Review the read-only information listed in Table 5-6.
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Table 5-6: HMGP Financial Activity Data Fields

DATA FIELD INFORMATION TO BE REVIEWED

HMGP Project Funds Amount available for all project types in the current funding
estimate, as established in Task 3: Establish Funding
Estimate

Regular Projects Amount remaining (minus the Initiative and Planning

Amounts, if utilized) of project funds

Initiative Projects Amount calculated from the percentage set aside for State
initiatives, as set in Task 4: Enter Financial Information

State Management Costs Amount entered in Task 2: Enter Financial Details

Planning Projects As authorized by the Disaster Mitigation Act of 2000, this is
calculated at up to 7 percent of the estimated HMGP funds
for each disaster

Estimated Ceiling Total amount of the funding estimate, including the State
Management Costs (SMC)

Recipient Admin Costs Estimated administrative costs for the Recipient, calculated
at approximately 3 percent

Subrecipient Admin Costs Estimated administrative costs for the Subrecipient,
calculated at approximately 5 percent

Admin Cost Sub Total Total of the Recipient and Subrecipient administrative costs
TOTALS Total of administrative, projects, and State Management
costs
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Task 8: Review Budget Planning Information

The Budget Planning tab displays read-only information on the most current

Funding Estimate.

The dollar amounts of projects submitted by the Recipient are added to the
figures on this screen after the Application is assigned. (Unit 7)

1. Click the Budget Planning tab (Figure 5-19).

g’aFunding Estimate Disaster #: 7519 State: MS Region: 4 Declaration Date: 02/18/2010

Fatewiae 1
HMGP Financial &ctivity I Financial Info | Disaster Lock-in Review I Financial Detsil=  Budget Planning | Comments/attachmerts I PI-:,-L:-!
Total Submitted Projects
Projected Under Review Availahle DR: 7519 Recipient: Statewide
& B CoA-E
HMGP Project Funds: | $2,321,1 27,777| | $458,DB3| | $2,320,559,714|
-
Regular Projects: | $2.D42,592,444| | $458,DB3| | §2,042.1 34,381| i
=
Initistive Projects: | $115,055,389| | $D| | $115,055,339| §
o
Planning Projscts: [ $162,478,344] | 50 | §l6247894d) | =2
Subtotal: [ $2321127,777) | e58.057] [ $2,32056,714] 1
1] al r ' '
REG INT SMC PLAN
State Management Caat: [ 50 [ 5] [ 50] e
TOTALS| $2,321,1 2?,7??| | $458,DB3| | $2,320,559,?14| |I oogaes [ proecea [l Remanng |

For dizasters declared on or after 11.13/2007:

HMGP Project Funds = Regular Projects +

Inttistive Projects + Planning Projects.

State Management Cost is separate from

HMGP Project Funds

Change Graph Type | Change Graph Title |

Change Graph Color | Change Giaph Spacing |

Print Graph

Frint

Cloze

Figure 5-19: Mitigation > Funding > Estimate >Budget Planning Tab

2. Atthe top left part of the tab, select the Recipient from the drop-down list. The
tab displays three columns of information for various funding amounts:

A. Projected (Current Funding Estimate)

B. Total Submitted Projects Under Review — Total amount of projects
submitted by the Recipient for which FEMA has completed the Application
Completeness Review (as described in Unit 7: Manage Eligibility
Determination)

C. Available — (Projected minus Total Submitted Projects Under Review)

CAUTION: There must never be a negative amount in any column on this tab. In
order to avoid negative amounts or errors when completing an
Application Completeness Review, always review the Budget Planning
tab first to ensure there are sufficient funds. If the amount of the
project submitted for approval will cause the total available to drop
below 0, you will not be able to approve the application without first
adjusting the amount of the current project or previously approved
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projects down to below the amount available for the project suffix
under review.

NOTE: The PROJECT GLOBAL MATCH tab (Figure 5-20) is used to ensure that the
total of all projects approved for the disaster does not exceed the overall
Federal share percentage of 75 percent. If utilized, Project Global Match
must be completed before the Disaster is closed in NEMIS HMGP.
Information on using this tab is in Unit 11: Manage Project and Program
Oversight Tasks.

wcial Info | Dizaster Lock-in Revies Financial Detailz | Budget Planning Commentsfattachments Project Global Match | LILI
FEMA Project Amendment Proj Fed
Humber Application ID Humber Suffix St Share Pct  Project Title
2 1 1 FE  hD 7500000000 Alegengy Grove Bapist Church Acouisition
1 3 o FE MD 7500000000 Cansl Road Acquisition
| | 2
FEMA Proj Amend Total Project ProjFed  Proj Hon-Fed Total Fed Total Hon-Fed Source

Humber Humber Eligible Amount Share Pet Share Share Agency Total Cost

Total: $600,000 7500000000 2500000000 $4:a0,000 $1:30,000

Add Project to Match Delets Praject frarm b atch

Frirt | Cloze |

K1l |
Figure 5-20: Mitigation > Funding > Estimate > Project Global Match Tab
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References for HMGP Funding Estimate

To track and document the process of Managing Funding Estimates, the
following reports can be generated, as described in Unit 14: Generate Standard
HMGP Reports:

Disaster Overview Report (Percentages and Plan Info)
Funding Estimate Report

Funding Estimate Budget Planning Report

Funding Estimate Financial Activity Report
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Unit 6 — Manage the HMGP Application

OVBIVIBW. ...ttt ettt ettt e e e e et e e e e e e et e e e e e e et e e e e e eeabaneeeeeenen 6-3
Information REQUIFEMENTS.........ciiiiiieiiii e e e e e 6-6
Information Available for REVIEW............oviiiiiiiiii e 6-7
Task 1: Create a New Project Application............covvveiiiiiiiiiniiiiiiieeeiieeeees 6-8
Task 2: Enter Applicant Information ............cccooeviiiiiiinii e, 6-10
Task 2A: Enter Recipient Information..............oooeeiiiiiiiiiiiiiiec e, 6-11
Task 2B: Enter Subrecipient Information............cccoooviiiiiiiiiiiinccei, 6-13
Task 2C: Enter Subrecipient Mitigation Plan Information ....................... 6-17
Task 2D: Enter Subrecipient Application Preparer Information .............. 6-20
Task 3: Attach Problem and Risk Data ...........cccueiiiiiiiiiiiiiiiiiiiiiieeeee 6-21
Task 4: Enter Project Information...........ccccoviiieiiiiii i 6-22
Task 5: Enter Work Schedule ... 6-33
Task 6A: Enter Cost ESUMAte .........viiiiiiiiiiieececei e 6-35
Task 6B: Import Cost Estimate from the Approved Spreadsheet ........... 6-39
Task 7: Enter Match Sources FUNAS ..o 6-42
Task 8: Enter Cost Effectiveness Information ............cc.cooeiiiviiiiiininnnnnn. 6-47
Task 9: Attach Maintenance Assurance Information.............cccccoeevevnnnen. 6-51
Task 10: Enter Public Notice Information.............cccooveiiiiiiiiiiniecii, 6-52
Task 11: Attach DOCUMENTS .......coiieieiiiii et 6-54
Task 12: Enter Eligibility Review Information ............ccc.covoiviiiiniininnnnnn. 6-55
Task 13A: Enter Property Site Inventory Information .............ccccoeeveennnee. 6-67
Task 13B: Export, Update and Import the PSI Information..................... 6-83
Task 14: Enter Latitude and Longitude Information................ccccceeevennnn.. 6-88

NEMIS HMGP User Manual MR 3.19.01 Page 6-1



Unit 6: Manage the HMGP Application September 2016

Task 15: Enter Authorization Information.............c.coveiiiiiiiiiiieecei, 6-91
Task 16: Edit an Existing Project Application ............cccoovvviiiiieiiiinieeinnnnnn. 6-94
Task 17: Verify and Submit a Project Application............ccccoeeveviiieeennnnnn. 6-96
Task 18: Zero Out @ ProjecCt.......ccoeuuiiiiiii e 6-100
Task 19: Copy an Un-submitted Project to a More Recent Disaster.....6-102
References for Manage Project Application ...........ccccooeevvviiieviiinieeennnnnn. 6-105
Table 6-20: Flood Zone COdes .........cooveviiiiiiiiiiiiiiiineeeeei e 6-106
ProjeCt TYPE COUEBS ......iieii et 6-107
Property Site Inventory - Hazard TYPES .....ccccvvivveiiiiiiiiiieeeeee e, 6-109
Property Site Inventory - Property ACtIONS ..........cccovevvviiiivviiiieeeiinnne, 6-110
Available RePOITS......ccuiiie e 6-111

Page 6-2 NEMIS HMGP User Manual MR 3.19.01



September 2016 Unit 6: Manage the HMGP Application

Overview

The Manage the HMGP Application process allows Recipient Mitigation staff to
create a record for each HMGP project application after a disaster declaration.

Each project application record contains information about the project and the
applicant. Table 6-1 provides an overview of the Manage the HMGP Project
Application process.

NOTE: In NEMIS HMGP, the terms "Application,” "Project,” and "Project
Application” are used interchangeably. Generally, however, the term
"Project” is used after the application has been approved.

Table 6-1: Manage the HMGP Application

ToPrIC DESCRIPTION

Purpose To manage information about each application and applicant

When does it start? | After disaster information has been entered by FEMA Regional
Staff

Who does it? Recipient Mitigation Staff

NOTE: If the Recipient does not have access to NEMIS
HMGP, the Recipient must contact the Regional
Mitigation Staff to request access. Although the
Recipients are responsible for entering the project
application information into the system, FEMA Regional
Mitigation staff may also enter the information.
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TorIC DESCRIPTION

How is it done? Execute the following tasks:
Task 1: Create a New Project Application

Task 2: Enter Applicant Information

Task 2A: Enter Recipient Information

Task 2B: Enter Subrecipient Information

Task 2C: Enter Subrecipient Mitigation Plan Information

Task 2D: Enter Subrecipient Application Preparer Information
Task 3: Attach Problem and Risk Data

Task 4: Enter Project Information

Task 5: Enter Work Schedule

Task 6A: Enter Cost Estimate

Task 6B: Import Cost Estimate from the Approved Spreadsheet

Task 7: Enter Match Sources Funds

Task 8: Enter Cost Effectiveness Information

Task 9: Attach Maintenance Assurance Information

Task 10: Enter Public Notice Information
Task 11: Attach Documents

Task 12: Enter Eligibility Review Information

Task 13A: Enter Property Site Inventory Information

Task 13B: Export, Update, and Import the PSI Information

Task 14: Enter Latitude and Longitude Information

Task 15: Enter Authorization Information

Task 16: Edit an Existing Project Application

Task 17: Verify and Submit a Project Application
Task 18: Zero Out a Project

Task 19: Copy an Un-submitted Project to a More Recent
Disaster

There is no limit to the number of project applications you can enter in the
system. In fact, this is a good way to compare projects before setting priorities
among the different projects.

CAUTION: Once a project application record has been created in NEMIS HMGP,
the record is permanently stored in the database. There is no "delete"
feature.
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HINT: Create a new record for each new project - do not attempt to edit an
existing project record to create a new one.

The project application can be edited until it has been approved or denied by
FEMA. After denial or approval, the Recipient can only attach documents to the
project application. To make other changes to an approved or denied project
application, follow the instructions in Unit 8: Manage Amendments.
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Information Requirements

Some project application information will be entered directly into the system's
data fields. Other information is entered into the system by attaching documents
that are linked to the project application record. Before you begin the tasks in this
unit, ensure that the following documents contain all the required information or
are ready to be attached.

e Overall project information, including Federal Information Processing
Standards (FIPS) code (FEMA will assign one if not included);

e Subrecipient and contact name;
e Location and description of project;
e Cost estimate spreadsheets and documents;

e Cost-effectiveness of the project comparing the cost to the anticipated
value of reductions in future damage,;

e Work schedule;

e Alternative projects considered and justification for selection of the final
project;

e Environmental considerations, which may be documented using the
HMGP’s Environmental Considerations Questionnaire;

e Report describing the environmental impact of the proposed action with
supporting documentation, such as maps and technical reports;

e Compliance assurances, including National Flood Insurance Program
(NFIP) participation and last CAV date;

e Decision-making process, including alternatives considered, selection
made, and reasons for the decision;

e Project description (you may also type this directly into the Project
Description field, if less than 8,000 characters);

e Benefit-Cost Analysis (BCA);

NOTE: The following problem and risk analysis documents may be contained in
the local Multihazard Mitigation Plan.

e Problem description, including 25 years of damage history; and
¢ Risk and cost-effectiveness data.

HINT: In addition to the above documents, other supporting documentation
(e.g., maps, blueprints, photographs, plats and reports) can be attached.
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Information Available for Review

FEMA Regional Mitigation staff can access HMGP Project Application
information entered by Recipient Mitigation staff. Table 6-2 lists where application
information can be found in the system.

Table 6-2: Manage the HMGP Application

INFORMATION AVAILABLE FOR REVIEW LocATION IN NEMIS

Project applicant information Mitigation > Projects>Application Development
> Applicant Information tab

Problem and risk data information Mitigation>Projects> Application Development >
Problem and Risk Data tab

Project information Mitigation >Projects>Application Development >
Project Info tab

Work schedule Mitigation >Project> Application Development >
Work Schedule tab

Cost estimate information Mitigation > Projects > Application Development
> Cost Estimate tab

Sources and details of non-Federal funding | Mitigation > Projects > Application Development
>Match Sources tab

Cost effectiveness information Mitigation > Projects > Application Development
>Cost Effectiveness tab

Maintenance assurance Mitigation >Projects > Application Development
>Maintenance Assurance tab

Public notice Mitigation > Projects> Application Development
>Public Notice tab

Supporting project documentation Mitigation>Projects> Application Development
>Attachments tab

Reviewer's name and reviews conducted Mitigation>Projects> Application Development
>Eligibility Review tab

Property owners and details Mitigation >Projects> Application Development
>Property Site Inventory tab

Property latitude and longitude Mitigation>Projects> Application Development
>Lat/Lon tab

Preparer information and authorized Mitigation>Projects> Application Development

Recipient’'s name; Authorized Applicant >Authorization tab

Agent and Authorized Recipient Official

Review application for deficiencies and to Mitigation>Projects>Application Development >

ensure eligibility Verify Button
Submission date and authorization Mitigation>Projects> Application Development
information >Authorization tab
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Task 1: Create a New Project Application

1. On the MITIGATION menu, click Projects > Application Development. When
the Application Development screen appears, then select New (Figure 6-1).

(|
Crplisums cby  Elghiity Dotermination ¢ ‘

¥ Select Project: Application Development Disaster 7519

|_|E l_ Epwal Project
s
ITIK' 4 [Acquisition of 10 homes in Adams County
[R [MS[ 2  [Acauisition of 10 hames in Adams County
ITIE' 4 [Acquisition of 10 homes in Adams County
ITIE' 4 Elructuraf Retrofit of EMA Office

[[R [MS[ & [Structural Retrofit of EMA Ofice

[ ws[a
msa
=e ]

O] O O] =| O ] =| O O] O| Offs
G| @] ~| o] O ;| | ) =] W N

Expand Sort

Figure 6-1: Mitigation > Projects > Application Development

2. The Create Application dialog box is displayed (Figure 6-2).

q‘-.‘- Create Application

Disaster Mumber : I 7514
Application Id : I 33
Project Amendment Mumber : I o

Figure 6-2: Create Application Dialog Box

3. Enter the information listed in Table 6-3.
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Table 6-3: Create Application Dialog Box Data Fields

DATA FIELD ‘ INFORMATION TO BE REVIEWED/ENTERED

Disaster Number Read-only Disaster Number auto-filled by the system

Application ID Auto-filled sequential number assigned by the system. You can
change the number if you use your own numbering system to
track applications.

CAUTION: This data field accepts numerals only. The system
will not accept any number higher than 9999.

Once you click the OK button in the Create Application Dialog
Box, you can no longer edit the number.

Project Read-only Project Amendment Number auto-filled by the system
Amendment
Number

4. Click the OK button. Fourteen tabs for managing HMGP Application
Development Information are displayed at the top of the page (Figure 6-3). By
default, the Applicant Information tab is displayed.

Q%HMGP APPLICATION: DISASTER #: 7519 FEMAPROJ #: - APPLICATION ID: 33 AMENDMENT #: 0

lMaintenance Assurance | Puklic Matice ! Attachments l Eligibility Rewviews l Froperty. Site Inventary. I Latlon I Authorization |

Applicant Information | Problem & Risk Data | ProjectInfo | Work Schedule | Cost Estinate | Match Sources | Cost Effectiveness | |

Figure 6-3: HMGP Application Development Tabs

HINT: Saving Project Application Information

As you enter information in the different tabs, save frequently so you do not lose
the data. You can save your work by doing one of the steps below:

-On the bottom left part of the screen, click the SAVE button.
-Click on another tab.

-On the bottom right part of the page, click the CLOSE button. You will be
prompted to save changes.
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Task 2: Enter Applicant Information

On the Applicant Information tab (Figure 6-4) you can perform the following

sub-tasks:
Task 2A: Enter Recipient Information

Task 2B: Enter Subrecipient Information

Task 2C: Enter Subrecipient Mitigation Plan Information

Task 2D: Enter Subrecipient Application Preparer Information

| Puhlic Matice | Attachments | Eligikility Rewview: | Property Site Inventary | Latilon | Avthorization |
Froblem & Risk Data | Froject Info IWDrk Schedule | Cost Estimate | Match Sources | Cost Effectivensss |

State Code ; I— County Code : | I

Fips Place Code 3| I More Recipiert Info ... I

—Sub-Recipient

State Code | I_ County Code : I I

Fips Place Code I I

Public Entity : l I hdore Sub-Recipient Info |
MFIP Participation : I vl Last CAW Date : I 00000000

—Sub-Recipient Mitigation Plan

[” | Enable Manual Entry, of Plan Data

Aparl Ot | 00000000 Expire: Dt I

When Sub-Recipiert is the Recipient, no Sub-Recipiert Edit Sub-Recipiert Link |
Flan Type I Mitigation Plan is necessary.

—Sub-Recipient Application Preparer

I Mare Preparer Infa... |

Save | erify Submit | Amerd |

Close |

Figure 6-4: Mitigation > Projects > Application
Development > Applicant Information Tab
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Task 2A: Enter Recipient Information

1. Onthe Applicant Information tab, click the MORE RECIPIENT INFO button.
The Assign Recipient screen is displayed (Figure 6-5).

2. Information about the first Recipient is displayed. Scroll down to see the
information on the other Recipients.

\‘anssign Recipient [ %] I
Search Results
Applicant 0 [ 0D0-00000-00 Update (0 | stete : [“mz = uer |
courty: | 0 [Btatewide
Place Code: | O [Etatewicle Add
[elete I
MHarmne : !Statewide
Tauc Id - | Private Mon-Proft: © Yes ™ Mo
CID Mumber : [289959 - Statewide =1 £ Dontast |
Lpplicant Description : IState Emergency Management Agency | Edit Contact i
& Delete Contact I
Cortact Mame Cortact Title
|MANAGER
Save i
& rAMAGER
(]9 i
SLATE BRICE FRIMCIPAL -
= Cancel I

Figure 6-5: Recipient Search Results

HINT: The Recipients that are available for selection are those to which your
User ID is linked. If the desired Recipient is not displayed, complete the
steps in Unit 3, Task 8: Enter User to Recipient Link Information.

3. Make sure that the Recipient you wish to select is displayed on the screen.
Click the OK button to select that Recipient. Select the Save button.

4. The Recipient section of the Applicant Information tab now displays the
Recipient information (Figure 6-6).
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Q’aHMGP APPLICATION: DISASTER #: 7519 FEMA PROJ#: - APPLICATIONID: 33 AMENDMENT #: 0

Mairtenance Assurance | Public: Motice | Attachmerts | Eligyikiility Review: | Propetty Site Invertary. | Latlian | Authorization |

Applicant Information |Pr0b|em &RiskData | Frojctinfo | wiork Schecie | CostEstimats | Matoh Sources | CostEtiectiveness |

'Statewwde State Code IE County Code I a Ftatewide

Fips Place Code I 1] IStatewide

NFIP Participation : I vl Last CAY Date I 00000000

—Sub-Recipient
State Code : I Courty Code | I
Fins Place Code : I I
Public. Ertity I I More Sub-Reciient Info |

—Sub-Recipient Mitigation Plan
" Enable Manual Entry of Plan Data

Aprew] Ot | 00,00,0000 Expire Dt I

when Sub-Recipient is the Recipient, no Sub-Recipisnt
Plan Type I Mitigation Plan iz necessary.

Edit Sub-Recipient Link.. |

(Sub-kecipien‘t Application Preparer

taore Preparer Info... | ‘

Save | erify | Submit I

Amernd | Cloze |

Figure 6-6: Applicant Information Tab with Assigned Recipient

5. On the bottom left part of the Applicant Information tab, click the SAVE

button.
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Task 2B: Enter Subrecipient Information

1. Onthe Applicant Information tab, click the MORE SUBRECIPIENT INFO

button. The Assign Subrecipient screen is displayed (Figure 6-7).

Enter Criteria

Applicant D I—
County : |

Place Codle : l

Public Ertity 1D |

Update |11 | State : I_

Name'!

Tax Idd I Private Mon-Profit: € ves Mo
CID Mumber : ! _'_1
Applicant Description : I

Delete

Add Eontact

[elete Cartact

Contact Mame Contact Title

K I
Cancel I

Figure 6-7: Assign Subrecipient

NOTE: In cases where the disaster declaration is only for a tribe, the state

cannot be the Recipient.

2. Click the SEARCH button. Information about the first Subrecipient is
displayed. Scroll down to see the information on the other Subrecipient’s

(Figure 6-8).

Search Results

Applicant 1D : | 001 -0 520-00 Update ID | State : | MS

County I 1 l.ﬂ\dams
Place Code:| 1520  janna
Putbilic: Entity 10 [ | _
Name : 2nna
Taze I [ 1234 Private Mon-Profit: © es (% bloi
CID Mumber : |280209 - Adams County * _v_j

Applicant Description : I'v‘3 15.04 TESTING _01-2-13

Contact Marme Contact Title

SLATE iS. iL HrA0

Criteria |
Add

Delete |

Add Contact |
Edit Contact |
Dielete Contact |

Save I
oK |
Cancel I

Figure 6-8: Subrecipient Search Results

NEMIS HMGP User Manual MR 3.19.01

Page 6-13



Unit 6: Manage the HMGP Application September 2016

3. If the desired Subrecipient is already listed, make sure that the Subrecipient
you wish to select is displayed on the screen. Click the OK button to select
that Subrecipient. Proceed to Step 5.

4. If the desired Subrecipient is not listed, complete the following steps to add a
new Subrecipient.

a. On the Assign Subrecipient screen, click the ADD button. The
County/Place Code List is displayed (Figure 6-9).

County/Place Code List @
@ County Code Please contact your FEMA regional HMO if you cannot locate the proper SubRecipient by
either FIPS County and Place code or by a Public Entity Id.

7 Public Entity
Courty Code County Mame Place Codde Place Mame o
Appling 90078 Attamaha River (CCD)
1 Appling 29001 Appling (Cournty)
1 Appling G016 Baxley
1 Appling 90240 Baxley (CCD)
1 Appling 7480 Bethel
1 Lppling 21785 Daviz

Subdivision Name [ o | Place

E Cancel
Figure 6-9: County/Place Code List

b. If the new Subrecipient is associated with a place (e.g., a town within a
county), click the County Code radio button. A list of Federal Information
Processing Standards (FIPS) County/Place Codes and Names is
displayed.

HINT: Click the County Name or the Place Name column heading to sort the
contents alphabetically. It may take the system a few minutes to complete
this process.

CAUTION: When searching for a county in the list, be sure to select the record
identified with the county in the Place Name column. Since the table
repeats the county name and the list under Place Name is
alphabetical, this is seldom the first row when you scroll down to the
records for that county.

5. If the new Subrecipient is a public entity (e.g., a building within a town within a
county), click the Public Entity radio button. A list of Public Entity Names, with
their ID, County/Place Code and Name is displayed (Figure 6-10).
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Public Entity/County/Place Code List X

O County Code  Please contact your FEMA regional HMO if you cannat locate the proper SubRecipient by
v either FIPS County and Place code or by a Public Entity 1d.

Pubilic: Ertity Mame | Courty o

Appling Beerdrinkers Appling Appling
APPLING CONVALESCENT CTR 00140 | Appling 1 s ppling (Courty)

FIRST BAPTIST CHURCH 01916 | sppling 1 2ppling (County)

280 PROPANE GAS CO 01921 | mppling 1 2 ppling [ Courty)
ALTAMSHS ELEMENTARY SCHOOL 01922 | lppling 1 Appling (Courty)

4 {14 3

[ Ok l [ Cancel

Figure 6-10: Public Entity List

6. Select the row in the list that applies to the new Subrecipient. Click the OK
button.

7. The Assign Subrecipient screen now displays the following read-only
information about the selected Subrecipient (Figure 6-11):

e County/Place or Public Entity Information
e Subrecipient's Name
e Subrecipient's Tax Id

Search Results

= —
Applicant D I 151-00011-00 pdate 1D I Ttate - | s Criteria |
Courty:| 151  Washington
Place Code [ 93151  [ashington (Courty) Add

Public: Entity [0 [ 00011 [PELTA REGIONAL MEDICAL CTR Delets |

Mame :pELT»'—\ REGIONAL MEDICAL CTR

Taz It - | Private Mon-Profit: © ves % o
e ; Add Contact
CID Mumber - ===
&pplizant Description : Hospital Facilty 1 Edit Contact

Delete Contact |

Save |
Ok |
Cancel |

Cortact Mame Cortact Title

Figure 6-11: Assign New Subrecipient

8. In the Private Non-Profit field, click the Yes or No radio button.

9. In the CID Number field, select the Subrecipient's Community
Identification Number from the drop-down list.
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10.In the Applicant Description field, enter a brief description of the
Subrecipient.

11.To add a contact for the Subrecipient, click the ADD CONTACT button.
The Look Up a Contact window is displayed.

12.Follow the personnel database instructions in Appendix B. You will be
returned to the Assign Subrecipient screen.

13.Click the OK button to finish adding the new Subrecipient.

14.The Subrecipient section of the Applicant Information tab now displays
the Subrecipient information (Figure 6-12). The County/Place Code that
you selected is displayed in the FIPS Place Code field.

\%HMGP APPLICATION: DISASTER #: 7519 FEMA PROJ #: - APPLICATION ID: 33 AMENDMENT #: 0

Meintenance Assurance | Public Natice | Atachments | Biigibility Review | Property Site Invertory | LetLon | Authorizetion |
Applicant Information | Proklem 2 Risk Data | Project Info | Wiork Schedule | Cost Estimate | Match Sources ! Cost Effectiveness |
ﬁatewida State Code : M5 County Code !_D“W
Fips Place Code: [ 0 [Ctetewide Mare Recigient Infa .
~ Sub-Recipi
mGIONAL MEDICAL CTR State Code: [MS Courty Code !T!W’

Fips Place Code ! ag151 |Nashmg1nn (County)
Public Entity - [ 00011~ PELTA REGIOMAL MEDICAL CTR

NFIP Participation - Last CAW Date : | 00/00/0000

ore Sub Recipiert info

~Sub-Recipi itigation Plan
Enable M | Entry of Plan Dat:
L JEuanichia i " 2 Mo approved Sub-Recipient Multihazard Mitigation Plan for Edit SubrRizcipient Link, I
Flan Type ! this subgrartee. There must be an mitigation plan with & i
wvalid approval date BEFORE the disaster declaration dste
Apryl Ot | 00/00/0000 Expire Ot hefore any projects can be approved for regular of inftitive

hhhhhhh

Figure 6-12: Applicant Information Tab with Assigned Subrecipient

15.1n the NFIP Participation field, select Yes or No.

16.1n the Last CAV Date field of the Subrecipient section, enter the date of the
last Community Assistance Visit.

17.0n the bottom left part of the Applicant Information tab, click the SAVE
button.
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Task 2C: Enter Subrecipient Mitigation Plan Information

NOTE: To use the Enable Manual Entry of Plan Data feature, see Unit 4 Task 3.
Manually entered plan information will not be reflected in the plan
report.

1. If there is an approved plan, the Plan Type, Approval Date and Expire Date
information of the plan are displayed in the Subrecipient Mitigation Plan
section of the Applicant Information tab.

2. If there is no approved plan, as in the example below, the Plan Type,
Approval Date and Expire Date fields are empty. A warning message that
there is no approved plan is displayed in red (Figure 6-13).

—Sub-Recipient

p.aw SPRINGS CITY HALL State Code ; IMS Cournty Cote : | i1 }Jasper

Fips Place Code :I 99061 l.Jasper (County)

Public Ertity : I 04C53 FIAY SPRIMNGS CITY HALL

MFIP Participation : I vI Last CAV Date : I 00000000

—Sub-Recipient Mitigation Plan
I~ Enable Manual Entry of Plan Data

Mo spproved Sub-Recipient Mutihazard Mitigation Plan for Edit Sub-Recipisnt Link. |
Plan Type | thiz subgrartee, There must be an mitigstion plan with &

valid approval date BEFORE the disaster declaration dste
Aprd Dt I 0000000 Expire Dt l before any projects can be approved for regular or intistive

nnnnnnn

Figure 6-13: No Approved Subrecipient Mitigation Plan Warning

3. To enter Subrecipient Mitigation Plan information complete the following
steps:

a. Click the EDIT SUBGR LINK button on the right part of the screen. The
MT Subrecipient Mitigation Plan screen displays all approved plans for the
Subrecipient (Figure 6-14).

"aMT Sub-Recipient Mitigation Plan

Aprud Expire Aprul Plan

Current Date Date Tvpe Tvpe Rew. Ho Plan Hame

D 044252013 03M52017 STD LiH 1 City of AMRA Testing Plan

£ oOemseO0z  ORMSEO07 STD LhiH 1] CITY OF ANNA W3IP2 TESTING PLAN

o Plan(z) meeting approval date criteria are highlighted in yellow

Justification:
=
El

pr— | To append to the justification, press the &ppend button. oK I Eaner |

Figure 6-14: MT Subrecipient Mitigation Plan
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b. Highlight the Mitigation Plan that you wish to link to this project application.

c. Click the APPEND button. The Comment Editor is displayed (Figure 6-15).

{® Comment Editor E3
Old Comments:
Add Hew/Additional Comments Below:
This plan is approved | =]
Spell Check
Print |
OK |
Cancel |
Character Limit
| 4000
| Characters Avail
The ‘characters avail' accounts for the user name and date appended to the comment | 3343

Figure 6-15: Subrecipient Mitigation Plan Comment Editor

d. Inthe text area, add comments relative to the selected plan, or add a
justification if you are changing the plan currently linked to the
Subrecipient.

e. Click the OK button. The comments are now displayed on the MT
Subrecipient Mitigation Plan screen. The system appends your User
Name, the date and time to the end of the text. (Figure 6-16).

Apred Expire Aprul Plan
Current Date Date Type Type Rev. Ho Plan Hame

& % 3P2 TESTING PLAM

o Flan(z] meeting approval date criteria are highlighted in yellaw
Justification:

LMH Rew. Mo, 0 Approval STD Dated 060502002 -EGARREN-09/652011 17:35 GMT ;I

i

kK. | Lancel I

Ta append ta the justification, press the Append Button.

Figure 6-16: MT Subrecipient Mitigation Plan Comments
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f. Click the OK button. The Subrecipient Mitigation Plan section of the

Applicant Information tab now displays the mitigation plan information

(Figure 6-17).

g. Close and reopen the application. Notice that in the example below the

red warning message stating that there is no approved plan is not
displayed.

Q%HMGP APPLICATION: DISASTER #: 7519 FEMA PROJ #: - APPLICATION ID: 33 AMENDMENT #: 0

Mairtenance Assurance | Public Motice | Attachments | Eligikility Rewvieww I Propety Ste [nyentarsy | Latilon I Authorization |
Applicant Information |Pr0b|em & Risk Data | Fraject Infa | Wtk Schedule | Cost Estimate | Match Sources | Cost Effectivensss
— Recipient

!Statewide State CDdEZlMS County CDdE:l i IStatewide

i ¢ u] atesicle

bsBltaColk i ISY More Recipient Info ... |
—Sub-Recipient

lﬂ.nna State Code IMS Courty Code:! 1 }Adams

Fips Place Code I 1520 I&nna

Public Entity : I ! Wore Sub-Recipient Info l
NFIP Participation : I vi Last CAY Date : I Q000000

—Sub-Recipient Mitigation Plan

Aprle‘tI OB/05/2002 I 0B/05/2007

[~ Enable Manual Entry of Plan Data
- — Edit Sub-Recipient Link... |
Plan Type l_ocal hultihazard Mitigation Plan Plan Title FITY OF AMMA W3IP2 TESTING PLARMN

Figure 6-17: Applicant Information Tab with Subrecipient Mitigation Plan

4. On the bottom left part of the Applicant Information tab, click the SAVE
button.
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Task 2D: Enter Subrecipient Application Preparer Information

1. Onthe Applicant Information tab, click the MORE PREPARER INFO

button. The Look up a Contact screen is displayed (Figure 6-18).

\%Lnnk up a Contact [ %]
Enter Criteria:
First Middle Last Seach |
Name:l I I Frirat |
Contact ID:r—
Nickname: | Preﬁx:l Ea| Suﬁix:l =] Add I
itles Delete |
Organization: _|
Address 1: itz I
Address 2:|
StreetMum:[  Street Name:l 5
Unit Type [ | Unit Num:l— Cancel |
City: State:[ ¥ ZIP;] 2
Directions: |
Note:
Carrier Code:] USPS Bar Code:|
Locatn Code: ,-— Longitude:l— Latitude: [
EMail: |
This information is subject to the Privacy Act of 1974, ﬂmil
Area| Phone | EXT | PIN | Area| Phone | EXT | PIN Dot Erore |

Figure 6-18: Look up a Contact

HINT: To speed up the search process, enter information in as many fields as
possible before clicking the SEARCH button. Appendix B provides
instructions for selecting a name from the personnel databases.

2. Scroll down the search results, making sure that the preparer name for this

project application is displayed.

3. Click the OK button. The Subrecipient Application Preparer section of the
Applicant Information tab now displays the preparer information (Figure 6-19).

—Sub. pi pplication Preparer
‘ FM\TH L hore Preparer Info |
M anually entered plans information will not be reflected in the Plan Report
Save | erify | Submit | Armend I Close I

Figure 6-19: Subrecipient Application Preparer

4. On the bottom left part of the Applicant Information tab, click the SAVE

button.
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Task 3: Attach Problem and Risk Data

1. Click the Problem & Risk Data tab (Figure 6-20).

\'-’.HMGP APPLICATION: DISASTER #:7519 FEMAPROJ #: - APPLICATION ID: 33 AMENDMENT #: 0

Mairtenance Assurance himerts I Eligikility: Rewviewy I Property Site Inventorsy | Letlion I Authorization I

applicant Information Project Info IWork Schedule l Cost Estimate I Mafch Sources i Cost Effectiveness i

1. Problem Description
Dezcribe the hazards and rigks to life, zafety and improved property that vou are ting to solve. Include at least 25 vears damage histary.

Attach Document Wiew l Document Status Document will be viewable only when
o t status is 'D & hival

process complete’

S : ~ Altemative Hames
2. Decision Making Process

Describe the community's decizion making process, including
the altemative solutions considered. Which proposal is the
community's prefered solution? \why?

Dretails may be viewed in the Eligibility Review/Eny Checklist tab

Document will be viewable only when
t status is ‘D t hival
process complete’

Attach Document iew Document Status

L

. Risk and Cost Effectiveness Data
Frovide detailed data to assist State and FEMA to determine if project is cost-effective [e.g.. damages from dizaster events,
fiequency of the events, average facility occupancy, type of buildings to pratect, ete.]

Document Status Document will he_viewahle only wht_an

Altach Document ey status is ‘D
process complete’

Only one Document or Image can be attached to each item, pleaze enzure that it containg all of the information needed.

Save erify | Subimit | Amend Close I

Figure 6-20: Mitigation > Projects > Application
Development > Problem and Risk Data Tab

2. Click the ATTACH DOCUMENT button for each of the three sections:

e Problem Description
e Decision Making Process
e Risk and Cost Effectiveness Data

CAUTION: Attachments cannot be deleted once they have been added to NEMIS
HMGP. Please make every effort to limit the file attachment size to less
than 1 GB. Allow up to one hour to retrieve and view newly attached
documents.

CAUTION: All three documents must be included with the project application
before it can be approved by FEMA. The documents may be attached
after you submit the project application.

3. You are strongly urged to read and follow the instructions in Appendix A:
Attach Documents.

4. In the Decision Making Process section, the Alternative Names box will not
display any alternative solutions until they have been entered in the Env
Checklist sub-tab under the Eligibility Review Tab (Task12B: Enter
Eligibility Review Information). If alternative solutions have been entered, the
Alternative Names box will display the names of the alternative solutions.
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Task 4: Enter Project Information

1. Click the Project Info tab (Figure 6-21).

‘aHMEP APPLICATION; DISASTER #: 7519 FEMA PROJ#: - APPLICATIONID: 33 AMENDMENT &#: 0

Eligibility Review: I Property Site lnventary I SEtaion | A thorization I

Applicart Infarmation | Problem & Risk Data  { Project Info ! Wiork Schedule I Cost Estimate

Project Title :|

Project Description

Match Sources

A= |
Cost Effectiveness Mairtenance Assurance I Public Matice ! Attachments |

[ State Legislative District
State

District Id

Mew

Delete I

Proiect Type | County Code | Congressional District | Community Mames/Codes * Hazard Type

- Project D

Praject i’ Add> Project -
Code Description —I Cocle Description View
1112 Test Nov30th 2008 Add All > Docurment Status
911 Local Muttihazard hitigetion Plan
< Delete:
91.2  Local Mutihazard Mitigation Plan - MEW ——-—l - -~ --
EEe—eeee e < Delete Al D will be only when d status is
- *Document archival process complete’
4 » 4| | 2l

Attach Doc

Save | “erify | Submit |

Amer Close

Figure 6-21: Mitigation > Projects > Project Application > Project Info Tab

2.

In the Project Title field, enter a descriptive title for the project. If applicable,

include the town name and activity in the title.

Double-click inside the Project Description field. The Comment Editor is

displayed. In the text area, enter the Project Description text. There is an

8,000 character limit.

Project Info tab (Figure 6-22).

Eligibility Rewviews | Propetty Site Inventary | I Authorization I

Applicant Infarmstion | Problem & Risk Data

Froject Title :lAcquisition of B homes in Adams County

—Project Description

[ wiork schedue | cost Estinste

Click the OK button. The project description text is now displayed on the

\%HMGP APPLICATION: DISASTER #: 7519 FEMA PRO1 #: - APPLICATION ID: 33 AMENDMENT &#: 0

Match Sources Cost Effectivensss

IThis project consists of the acquisition and demalition of 5 homes.

Figure 6-22: Project Info Tab with Project Title and Project

Description
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NOTE: It is now possible for users to revise previously entered comments when
creating a new amendment by editing information in the Project
Description section of the Project Info tab. To edit, double click on the
Project Description field, modify the comments, and click the OK button.
The change is only applicable for the current amendment in process.
Once the project application is approved, those comments are locked.

5. Click the ATTACH button. The Attach Document dialog box is displayed
(Figure 6-23). Note that the Document Type defaults to "PROJECT
DESCRIPTION."

\%Attachment

Dizaster Mumber: I 7519 Application Id: 53 Project Amendment Mr: F

Dacumert Type: [PROJECT DESCRIPTION =l

Document MName: PROJDESC

Archlvel Cancel |

Figure 6-23: Attach Document Dialog Box

6. You are strongly urged to read and follow the instructions in Appendix A:
Attach Documents.

CAUTION: The Project Description document must be included with the project
application before it can be approved by FEMA. The document may
also be attached after you submit the project application.

CAUTION: Attachments cannot be deleted once they have been added to NEMIS
HMGP. Please make every effort to limit the file attachment size to less
than 1 GB. Allow up to one hour to retrieve and view newly attached
documents.

7. If State Legislative Districts are identified in the project application, add them
to the Project Information screen by completing the following steps:

a. On the bottom part of the State Legislative District box, click the NEW
button. A new row with the two-letter State abbreviation is displayed
(Figure 6-24).
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—State Legislative District
State District Id |
=T Delete

Figure 6-24: State Legislative District

b. In the District Id column, enter a district name or number. The new State
Legislative District is now displayed (Figure 6-25).

—State Legislative District
State Diistrict Id

istrict 1

= Delete

Figure 6-25: State Legislative District Added

8. On the bottom half of the Project Info tab, five sub-tabs are available for
adding project information.

9. The Project Type sub-tab is displayed by default (Figure 6-26).
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Project Type I County Code Congressional District | Community Mames/Codes * | Hazard Type I
Project 3 Project
Code  Description ﬂi Code Description
1112 Test Mow30th 2009 Add All > |

M Local Multihazard Mitigstion Plan

< Delete |
912 Local Mulihazard Mitigation Plan - NEW
< Delete AIII
-
ﬂ_l

1 | <] |

e Verify | Subimit |

Figure 6-26: Mitigation > Projects > Application Development > Project
Info > Project Type Sub-tab

To add Project Types, complete the following steps.

a. On the left side where the Project Codes and Descriptions are listed,
highlight the row(s) you wish to select.

CAUTION: State Management Cost Codes (700.1-700.4) cannot be selected with
any other project types.

b. Click the ADD or ADD ALL (if you highlighted more than one row) button.
The Project Code(s) and Description(s) you selected are now displayed on
the right side (Figure 6-27).

Project i |Project
Code  Description i A | Code Description
1112 Test Mow30th 2009 Add All > | 2001 Acouisttion of Privete Real Property

[Structures and Land) - Riverine

91 Local Multihazard Mitigation Plan

¢ Delete |
= < Delete .-’-'l.lll
_*IJ

921  State Mulihazard Mitigation Plan

d | < | 2

Figure 6-27: Project Code and Description Added

c. When selecting project code 205.7B Retrofitting Private Structures — Wind
(P804) as shown below (Figure 6-28), additional system requirements will
need to be met:
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Project Type | County Code I Congreszional Digtrict

Project ﬂ

Code Description
1112 Test Mow30th 2009

911 Local Multihazard Mitigation Plan

.2 Local Multihazard Mitigation Plan - MEWY

-
4| | »

| Community Mames/Codes * Hazard Type I

" Add All |

¢ Delete |
< Delete .&Ill

Project
Code Description

2057 Retrofitting Private Structures - Wind

Figure 6-28: Retrofitting Private Structures

I. Itis mandatory to select the Hazard Type - Windstorms.

ii. The property site inventory will require the selection of one of the
four wind retrofit property site actions (Figure 6-29).

Property ID: 1

Owner Info MT Property Site IPropelly Info I Flood Zone Designation I NFIP Info I Hazard Type I FIBM Infol

Acquisition/Relocation

Elevation

Floodproofed

Cther (Specify in Comments)
Safe Roomiind Shelter

Seismic Retrofit

Wildfire Retrofit

wWind Retrofit

wind Retrofit Advanced(A-P804)
WwWind Retrofit Basic (B-PS04)
wind Retrofit Estimated(ES-PS04)
wind Retrofit Intermediate(l-P504)

* Required before Project Closeout.

Property Action -]

~4 | i

Property Action Primar
Add> | Porynes 4
Add All > I

< Delete I
< Delete AIII

< | 1

Save |

Figure 6-29: Wind retrofit property site actions

iii. Under property site inventory, property info, the sections building
evaluation, building evaluation date (if answer to Building
Evaluation is YES), and substantial improvement must be selected

(Figure 6-30).
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Owner Info l MT Propeity Site ~ Property Info |Frood Zone Designation | NFIP Info | Hazard Type | FIRM Info | Property Site Funding | Narrative |
Property ID: 1

Age of Structure (year buit): I 1964 (e.g., 1982) Type of Residence: [ x|
Pre-Evert Fair Market Value: [ § Structure Type: [Single Family |
Parcel Number. [ Foundition Type: |Crawl Space |

Property Tax ld: | Basement ; | "I
Latituce: | 0000000000 Base Flood Elevation: I 0o
Longitude: | 0.000000000 First FloorElevation:l 00 Diagram... |

SHPO Cleared: R Number of feet the lowest floor elevation of the
N T
Beneft-Cost Analysis Performed: | v | Damage Category : |0-49% Damaged x|
Beneft-Cost Ratio: [ 000
Click for sample latitude and longitude =>  Sample ... | Post-Mitigation - Property Use : m
Building Evaluation: I‘r"ES v[ Building Evaluation Date: ESQ?.QM 3
Substantial Inprovement: | NO "I

Figure 6-30: Property Site Inventory > Property Info > Building evaluation,
building evaluation date, substantial improvement

10.When selecting the new project type 904.1 Advanced Assistance (Figure 6-31),
additional requirements will apply:

a. This is a standalone project; no other projects can be selected with it.

b. Currently, this project type has funding limits equal to the lesser of 10 million
dollars or 25% of the locked in ceiling. If these amounts are exceeded, during
federal eligibility cost review (Unit 7) validation messages specific to the
limiting factor and amount exceeded will be displayed. Adjustments will need
to be made to the requested cost of the project for the project to be approved
if the validation screens appear.

Project Type I County Code | Congressional District | Community Names/Codes * | Harzard Type |

Project - Project
Code Descnption = Q Code Descrption
100.1 Pubbc Awareness and Education (Brochure 904 1 Advanced Assislance
Workshops. Videos. etc.) I
101.1  Professional Education (Building Inspectors
Architecis, Enginaers, Conftractors, etc )
1031 Feasibility. Engineening and Design Studie:
o« 12 4 i *

Figure 6-31: New Project Type 904.1 Advanced Assistance

11.Click the County Code sub-tab (Figure 6-32).
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Project Type County Code | Conareszional District | Community M ames/Codes * Hazard Type |

County i’ County

Code Mame _@Eﬁ_l Code Mame
0 Statewvice add sl s |
1 Adams
3 Alcorn
5 e < Delete |
7 Attala & < Delete .t’-'n.lli

4] | H 4] i B

Figure 6-32: Mitigation > Projects > Application Development >
Project Info > County Code Sub-tab

To add County Codes, complete the following steps.

a. On the left side where the County Codes and Names are listed, highlight
the row(s) you wish to select.

b. Click the ADD or ADD ALL (if you highlighted more than one row) button.
The County Code(s) and Name(s) you selected are now displayed on the
right side (Figure 6-33).

Project Type County Code | Congreszional District | Community Mames/Codes * I Hazard Type I

Cgunty ﬂ s CDUH{Y

Code Mame i Add> I Code Mame
1] Statewide Add Al s I 1 Adams
& Aloorn
5 Amite
7 sttala < Delete |
] Beritan = < Delete Alll

4] 3 | |

Figure 6-33: County Code and Name Added

12.Click the Congressional District sub-tab (Figure 6-34).
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Project Type | County Code Congressional District | Community Mames/Codes * | Hazard Type |
State  District ld State District Id
= h Add > |
i . Add &l > |
S 3
(1] 4 < Delete |
s B < Delete Alll
< | = < | =

Figure 6-34: Mitigation > Projects > Application Development >
Project Info > Congressional District Sub-tab

To add Congressional Districts, complete the following steps.

a. On the left side where the States and District IDs are listed, highlight the
row(s) you wish to select.

b. Click the ADD or ADD ALL (if you highlighted more than one row) button.
The State(s) and District ID(s) you selected are now displayed on the right
side (Figure 6-35).

Praject Type | County Code  Congressional District | Comnmurity Names/Codes = Hazard Type

State  District ld ; State District Id
i . Add All> I
Mz 4
MS 5 < Delete l
< Delete Alll
<] i H | i =

Figure 6-35: Congressional District Added

13.Click the Community Names/Codes*sub-tab (Figure 6-36).

Project Typs | County Code l Congressional Distict Community Names/Codes * |Hazud Type |
CID Number Community Name i’l s> | CI0 Mumber  Community Name
289999 Statewide
Add Al >
250309 Abbeville, Town Of _I

280115 Aberdeen, City Of
¢ Defate

f < Delm.ﬁnl
k

280032 Ackerman, Town Of

ull | ull | 2

Figure 6-36: Mitigation > Projects > Application Development >
Project Info > Community Names/Codes Sub-tab
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To add Community Names/Codes, complete the following steps.

a. On the left side where the CID Numbers and Community Names are
listed, highlight the row(s) you wish to select.

NOTE: For Project Types that require Property Site Inventory (PSI), only the
Community Names/Codes you select here will be displayed in the
Application Development @ Property Site Inventory tab.

HINT: When a project is not easily associated with a designated area (i.e., a city,
a county, or statewide), the user should assess what area is best or most

served by the project and make a judgment call accordingly as to what
CID number should be selected from the list.

b. Click the ADD or ADD ALL (if you highlighted more than one row) button.
The CID Number(s) and Community Name(s) you selected are now
displayed on the right side (Figure 6-37).

Froject Type I County Code I Congreszional District Community Names/Codes = | Hazard Type |
I Murmber Community Mame ; -l |CID Murmber  Community Mame
289999  Statewide E 280209  Adams County *
250509 Abbevile, Towwn Of ﬂl
280113 Aherdeen, City Of
280032 Ackerman, Town Of ﬂl

= < Delete Al |
« I _>I_I

Figure 6-37: Community Names/Codes Added

NOTE: The CID Number in the Project Info tab identifies the community where
the proposed project activity will occur; the CID Number in the Assign

Recipient and Assign Subrecipient screens identifies the community of the
Project Applicant.

14.Click the Hazard Type sub-tab (Figure 6-38).
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Project Type | County Code | Congressional District | Community Names/Codes * Hazard Type l
Hazard Desc ﬂ Hazard Desc
Add > |
Biological AddAl
¥ |
Chemical
Civil Unrest
Coastal Storm < Delete |
Crop Losses
- < DefeteAll
4 | 2 4] | >

Figure 6-38: Mitigation > Projects > Application
Development > Project Info > Hazard Type Sub-tab

To add Hazard Types, complete the following steps.

a. On the left side where the Hazard Descriptions are listed, highlight the
row(s) you wish to select.

b. Click the ADD or ADD ALL (if you highlighted more than one row) button.
The Hazard Description(s) you selected is (are) now displayed on the right
side (Figure 6-39).

Project Type | County Code | Congreszsional District | Cammunity Mames/Codes * Hazard Type |
Hazard Desc ﬂ Hazard Desc
Binlogical Flaod
Add &l >
Chetmical —I
Ciwil Unrest
Cosstal Storm < Delete |
Crop Losses o <Delete Al
< | © <] | ]

Figure 6-39: Hazard Type Added

NOTE: For Project Types that require Property Site Inventory (PSI), only the
Hazard Types you select here will be displayed in the Application
Development - Property Site Inventory tab.

15.1f the project type AND the hazard type combination require sea level rise
information, the Sea Level Rise (SLR) sub-tab will appear. If the tab appears,
and the questions are not answered, the project will not be submitted to
Federal Eligibility. Click the Sea Level Rise sub-tab (Figure 6-40).

NOTE: The questions on the Sea Level Rise tab must be answered for select
project types as indicated by the Admin > Project Type Matrix
Information screen AND the identified hazard types of Coastal Storm,
Hurricane, Severe Storm, Tropical Cyclone, Tsunami, Flood and Typhoon.

NEMIS HMGP User Manual MR 3.19.01 Page 6-31



Unit 6: Manage the HMGP Application September 2016

Praject Tope | County Code | Conagressional District Carnrmunity M arnes/Codes Hazard Type Sea Level Rise |
Are the location of this project and the nature of the praject type e

such that the risk to the project is exacerbated by SLR? ifest Mo

YWas SLR considered and included in the mitigation measures

implemented in this project? Cies  ho

Save | Werify I Submit |

Figure 6-40: Mitigation > Projects > Application
Development > Project Info > Sea Level Rise Sub-tab

16.When the project type and hazard selected are applicable to SLR, the SLR
sub-tab will appear. Answer the following questions:

a. Are the location of this project and the nature of the project type
such that the risk to the project is exacerbated by SLR? Select YES
or NO. If YES, user must answer the next question; if not, the next
guestion does not have to be answered.

b. Was SLR considered and included in the mitigation measures
implemented in this project? Select YES or NO.

17. Once the Sea Level Rise questions are answered, Verification or Submitting

the project will require additional data on the Cost Effectiveness tab, as
follows:

a. Was SLR pursuant to 2011-OPPA-0lincluded in the development
of the BCA for this project? Answer YES or NO. If YES, user must
enter a value in green field as follows:

b. Depth in feet of SLR that was added to the flood profiles: enter
value in feet with two decimal places (0.00)

18.0n the bottom left part of the Project Info tab, click the SAVE button.

Page 6-32 NEMIS HMGP User Manual MR 3.19.01



September 2016 Unit 6: Manage the HMGP Application

Task 5: Enter Work Schedule
1. Click the Work Schedule tab.

2. On the bottom left part of the tab, click the NEW button. A new row for
entering work schedule information is displayed (Figure 6-41).

Maintenance Azsurance | Public Motice | Attachments I Eligibility Rewiew | Property Site Inventory I LLatlan | Avthorization |
Applicant Information | Problem & Risk Data | Project Info ~ Work Schedule | Cost Estimate | Match Sources | Cost Effectiveness
Description TirmeFrame
[ 1 |
4| | |
MHew I Delete |
Save | Serify I Subrmit | Amendd | Cloze |

Figure 6-41: Work Schedule - New Row

3. In the Description box, enter a description of the phase in the work schedule.
4. In the Time Frame box, enter the time frame for that phase.

5. Repeat Steps 2 - 4 for each phase of the work schedule (Figure 6-42).

Mairtenance Assurance | Public Motice: | Attachments | Eligrikaility Rewiew: | Property Site Inventory I LCatiliam | Authorization |
Applicant Information | Froblem & Risk Data | Projectinfo  Work Schedule |Cost Estimate | Match Sources | Cost Effectivensss |
Description TimeFrame

1 fComplete step 1 morths
2 [Complete step 2 marth
3 Complete step 3 months|

< | i3

Mew | Delete |
Save | Serify | Submit | Amencd | Close

Figure 6-42: Work Schedule - New Items Added
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HINT: If you need to re-order the items in the work schedule, highlight and
retype the numbers in the first column of the table. Click another tab (e.g.,
Public Notice) and then click back on the Work Schedule tab. The items in
the table will be re-ordered and automatically saved. Clicking the SAVE
button will NOT reorder the table.

6. On the bottom left part of the Work Schedule tab, click the SAVE button.
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Task 6A: Enter Cost Estimate

1. Click the Cost Estimate tab. A warning message about making changes to
Cost Estimate or Match Sources is displayed (Figure 6-43).

Warning!

Mo changes can be made ko the Cost Estimate or Match Sources
screens withaut completely deleting all Match Sources infarmation
and pressing the SAVE button,

If a change needs to be made on the Cost Estimate screen, the
incarrect Cost Estimate line ikems musk be deleted, saved, and
re-entered correctly.

After the Cost Estimate infarmation has been corrected, re-enter
the Match Sources information

If Match Sources information is the only screen that needs ko be
corrected, delete all Match Sources infFarmation completely, press
SAYE, re-enter the correct information, and press SAYE.

The above process must also be Followed when Amendments are

entered to up-date the Cost Estimate and Match Sources
infarmation.

Figure 6-43: Warning About Cost Estimate or Match Sources Changes

CAUTION: Ifyou are revising or amending your cost estimate, it is imperative
that the instructions in the above warning be followed. Failure to do
so may prevent project approval, or allocation/obligation.

CAUTION: Individual line items cannot be modified for quantity, unit of
measure, or unit cost. Each line item that is to be revised must be
deleted in its entirety and reentered using the new desired values.
Once the Cost Review portion of a submitted application has been
completed and cost approval is marked as Y it will be necessary to
rework the approval back to the cost reviewer so that they can
change the Y to an N to enable editing of the Cost Estimate screen.

CAUTION: Once the application is approved it will be necessary to amend the
application to revise the Cost Estimate.

2. Click the OK button. The empty Cost Estimate table is displayed (Figure 6-
44).
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e — S [e—— | | s tmticn | amacreeeets | Exgeaty s | propety Stovnmctrny | | Asgrontecn
Total Projast Cost Estmate .
Hew [ B 1hés pregect part of the Initistive?  Yes © Mo ©
Swe | weiry | seem | - |
Figure 6-44: Mitigation > Projects > Application
Development > Cost Estimate Tab
3. On the bottom left part of the tab, click the NEW button. A new row for
entering cost items is displayed (Figure 6-45).
Agplcact iormacn | Brobiens % Fusk Detn | Pt it | Wert Schecuin | | cont | msreenance ssuemce | mumse peticn | anscrmeres | Gty v | property Ste ey | | Actrenization |
b o == Rern Mame Urit Oty Lnit of Messure Uit Cost Cost Esbimaty
I i}
Tow Project Cost Esamme [ B
Now [reinte Is this project paet of tha Initiative? Yes T Mo
Save Merity I Submt | e

Figure 6-45: Cost Estimate - New Row

Enter the information listed in Table 6-4.

Page 6-36

NEMIS HMGP User Manual MR 3.19

.01



September 2016

Unit 6: Manage the HMGP Application

Table 6-4: Cost Estimate Data Fields

Required Field

Item Name Descriptive name of cost item
Required Field
Unit Qty Number of units

Unit of Measure

Standard measure for each unit

Unit Cost
Required Field

Cost per unit.
CAUTION: Value must never be $0.

Cost Estimate

Cost Estimate = Unit Qty x Unit Cost. Auto-filled by the system
when you press the Enter key after completing the Unit Cost

data field.

Total Project
Cost Estimate

System-generated running total of the Cost Estimate column

5. Repeat Steps 3-4 for each cost item you need to add.

6. Figure 6-46 shows

Cost Estimate rows added to the project.

Applicart Infon

Do not [nclude Adminisirative Cost. These are calcwiated when funds are obligated for approved projecis.

@ HMGP APPLICATION: DISASTER #: 7519 FEMA PROJ #: - APPLICATIONID: 33 AMENDMENT #: 0

Maintenance Assurance | Public Notice | Atachments | Eligiailty Review | Property Site Invertory | LatiLen | Authorization |

meion | Problem & Risk Data ! Project Info I Work Schedule  Cost Estimate: |Matt:h Sources | Cost Effectiveness |

ftern Mame Unit Qity Unit of Measure LUnit Cost Cost Estimate

4

toperty Appraisals 10 [EA | 3500 5,000
| - | D O

Total Project Cost Estimate 35,500
| 2

Import

| Mew | Deme | Is this project part of the Initiative? Yes ¢ No &

=

erify | Submit | Ament Close

Figure 6-46: Cost Estimate Information Added

7. Answer the question, “Is this project part of the Initiative?” by clicking inside
the Yes or No radio button.

8. On the bottom left part of the Cost Estimate tab, click the SAVE button.

9. After saving Cost Estimate information, you may edit the information by
completing Steps 9a - 9d.

NEMIS HMGP User Manual
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CAUTION: Steps 9a - 9d are needed to ensure that the old Cost Estimate

information is deleted from the NEMIS database and that the new
information is saved. The steps assume that no entries in the Match
Sources tab have been saved. If Match Sources information has been
saved, complete Task 7, Step 7 a-e.

It may not be possible to edit the Cost Estimate if the application has been

submitted for FEMA approval. If the application has passed the Cost
Review step in the Eligibility Determination process and the Y option has
been selected for Cost Approval the Cost Estimate can no longer be edited
unless reworked. Once the application has been approved, it will be
necessary to amend the project and update the Cost Estimate tab by
deleting the Match Sources information, saving, and then deleting the
Cost Estimate line items in need of revision and reentering the line item
as part of the amendment process.

Delete all Cost Estimate line items.
On the bottom left part of the Cost Estimate tab, click the SAVE button.
Re-enter the new Cost Estimate information.

On the bottom left part of the tab, click the SAVE button.
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Task 6B: Import Cost Estimate from the Approved Spreadsheet

The cost estimate can be developed in a pre-approved spreadsheet template and then
imported into an HMGP application that is under development or review.

For the import capability to work, the user must download the HMA-approved Cost
Estimate Import Spreadsheet template. The approved spreadsheet has pull-down
menus and validations built in that NEMIS HMGP uses for the import to be successful.

CAUTION: User-designed spreadsheets will not work with NEMIS HMGP. Make
sure you use the HMA-approved spreadsheet. For the most updated
spreadsheet, please contact your NEMIS HMGP regional POC.

The spreadsheet validations include:

e Whole Numbers — The user must enter whole numbers ONLY, between the
values of 1 and 999,999,999. Attempting otherwise will result in the following
Cost Estimate message:

Cost Estimate H

@ Please enter whole number bebween 1 and 999,999,993

Cancel Help

Figure 6-47: Cost Estimate Whole Number Warning Message

¢ Pull-down menu — The approved spreadsheet includes a pull-down menu to
select the unit of measure. The units of measure in the pull-down menu track
directly to NEMIS HMGP. Any attempt to enter a value other than a selection
from the pull-down menu will result in the following message:

Microsoft Excel Ei
@ The walue you entered is nok walid.
& user has restricked values that can be entered into this cell,

iZancel Help

Figure 6-48: Invalid Entry Warning Message

After filling out the spreadsheet completely and accurately, the process to import the
spreadsheet into the Cost Estimate tab is as follows:
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1. Click the Cost Estimate tab. A warning message about making changes to
Cost Estimate or Match Sources is displayed. Read the message and select
OK. The Cost Estimate tab will appear.

2. Select the IMPORT button. The Select File window will appear (Figure 6-49).
Navigate to the folder where the spreadsheet is located, highlight the
completed cost estimate spreadsheet file, and click Open.

seleck File
Loak. in: I[Léi‘ Desktop

DM}-’ Documents

_,l My Compukter

3 MMy Metwork Places

COvIMR1Z

JCDst_Estimate_Template.xls
Shorkbcut ko EGARRER

File narne: |Test Cost_Estimate_Template. &ls Open I
Files of type: IEs-cc:eI Files [*.xL5S) LI Cancel |
=

Figure 6-49: Select File Window

3. If the import is successful, the following Cost Estimate message will be
displayed:

Cost Estimake

\ 11') Impork completed successfully,. Tokal number of reporks imporked 5.
.\.‘-'.

Figure 6-50: Import Completed Successfully Message

4. The NEMIS HMGP Cost Estimate will now show the spreadsheet
information entered into the NEMIS HMGP Cost Estimate table (Figure 6-

51).

G EIGP APPLICATION: DISASTER £:9047 FEMAPRD]2: - APPLICATIONID: 99999 AMENDMENT £:0
Aogiatniomsion | PotkendRikss | Poatiie | o Screse ?mm§|mmm | cosecteness |tz asswce | Paicicice | et | BtReien | Procety Steientoy | 0 | aorzsin |

=l

Do not include Aaminisrative Cost These are cakulaied when funds are obligated v anoroved projects.
[t Mama Unit Gy Unit of Measure Unit Cast CosiEzfimata

I O - I T
| — B n mml
Cement 100 | : 2 §1.200
L umber 200 |FT Z M $24,200
Machinery 1 oy -] $2500 $25000

Figure 6-51: Cost Estimate Tab with Imported Values

5. All rows on the spreadsheet that are partially completed or incomplete will
be imported exactly as they were entered on the spreadsheet. Blank text
for Item Name and Unit of Measure will be blank after the import and
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numerical items such as Unit Qty or Unit Cost will be imported as a 0
(zero). These blank entries will be validated by the system during
verification or submittal as is the process now.

6. Items that contain a zero will be included in the total project cost estimate
and may impact the total amount approved for the project or the Match
Sources tab.

Appiicant nformation | Problem & RiskData | Projectinfo | WWork Schedule | Cost Estimate  Mateh Sources | Cost Effectiveness

Total Project Cost Estnats: i $3,000,156 007 Proposed Federal Share: | 22501017 005
Faderal Share Parcentage: | 75 % Froposed Non-Faderal Share: I 750,059,002
Hon-Federal Funding 1af1
Source Agency : [Lnnﬂl :! Furwds Availability Date r MAZ2ms
Source Marme : Fo:h Fursds Commitment Letter Date: | 0102205
Funding Type : [Cash |
Other Funding

Type Descripion : |
% of

Hem Marme Uit Gy Uit of heasine Linit Cost Totad Cost Mon-Fed
[Brushie Cash 1[Ls ;” SO00ZE002 | FE00 026, 002 [ B7%

i Mon Fadshare amount ks invalid,
"-—() Flasce refer to the Match Sources tab.

Figure 6-52: Verify Message — Non Fedshare amount is invalid.
Please refer to the Match Sources tab

NEMIS HMGP User Manual MR 3.19.01 Page 6-41



Unit 6: Manage the HMGP Application September 2016

Task 7: Enter Match Sources Funds

NOTE: Be sure to enter information in the Cost Estimate tab before entering
information in the Match Sources tab.

1. Click the Match Sources tab. A warning message about making changes to
Cost Estimate or Match Sources is displayed (Figure 6-53).

ooy &

B Mo changes can be made to the Cost Estimate or Match Sources
$ 07 screens without completely deleting all Match Sources information
~ and pressing the SAVE button,

If a change needs to be made on the Cost Estimate screen, the
incorrect Cost Estimate line items must be deleted, saved, and
re-entered correctly,

After the Cost Estimate information has been corrected, re-enter
the Match Sources information

If Match Sources information is the only screen that needs to be
corrected, delete all Match Sources information completely, press
SAVE, re-enter the correct information, and press SAYE.

The above process must also be Followed when Amendments are

entered to up-date the Cost Estimate and Match Sources
information.

Figure 6-53: Warning About Cost Estimate or Match Sources Changes

2. Click the OK Button. The Match Sources tab is displayed (Figure 6-54).

Apghcntmamotcn | Pckien ARV Da | Fromet s | Werd Schadn | Cost Bt | | ssresonnce | Pt temen | atmctmevts | paghaty v | repaey San enectony | | sutrenzssn
Total Project Comi Estimat: w0 Progosed Federsl Share: LanE]

Frckernd Theee Frarestage 7. % Trogaersra Morr-Frkerd Sherr nas

Wom Federal Funding

rond Tobai Cost w[

Flefisence Cout Codss

Fav Deiers PTG Dl |
Save ety i Chon

Figure 6-54: Mitigation > Projects > Application
Development > Match Sources Tab

3. The top part of the Match Sources tab displays information described in
Table 6-5.
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Table 6-5: Data Fields in Top Part of Match Sources Tab

DATA FIELD ‘ DESCRIPTION

Total Project Cost
Estimate

Dollar amount of the total cost estimate of the project. Auto-filled
by the system with the same value found in the Cost Estimate
tab - Total Project Cost Estimate field.

Federal Share
Percentage

Required Field

Percentage of the Total Project Cost Estimate that will be
federally funded. The default percentage displayed is 75 percent.
Edit the percentage if necessary.

Proposed Federal
Share

Proposed Federal Share = Total Project Cost Estimate x Federal
Share Percentage. Auto-calculated by the system.

Proposed Non-
Federal Share

Proposed Non-Federal Share = Total Project Cost Estimate -
Proposed Federal Share. Auto-calculated by the system.

4. The lower part of the Match Sources tab is the Non-Federal Funding section,
which is designed to display Non-Federal Funding sources for this project. To

add a Non-Federal Funding source, complete Steps 4a - 4c.

a. On the bottom left part of the screen, click the NEW button. A set of
data fields for entering information about a Non-Federal funding source
is displayed (Figure 6-55).

Sopkcmibtonn | FrokmERekDaa | Poeclito | Werk Sctade | Cont st Ilmsum|c\meuaumm | Mosdermee fevrwee | Pucietce | Aicimerts | Bioby Revew | Procety Stebetay | | stz
okl Frofecd o Estirad 50 Propused Festeral S, HiK
Facksl Sharm Precetagy T ® Fropassad Non-Faders Share: Hws
Han Fadaral Funding 11
[Ea— m s vndatay Do [EORTANEE
Soures hone Finns Coomiment LoferDate: | 0000000
Fundng Type: |
(thet Funang
TMW-"
ot
Remane Ukt Uik o Mesturs i Coet LT ——
= 1l
Greng ot Cost %[
Flernce Lo Codes
1 BhE KR T Dy |
Mew Diokle 4
e Yerify ek Chase

Figure 6-55: Non-Federal Funding Source Data Fields
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b. On the bottom right part of the Match Sources tab, select the Public
Assistance (PA) or the Human Services (HS) Reference Cost Code
List that you will need as a reference. Click the DISPLAY button to
display the reference list.

c. To complete the data fields for each Non-Federal funding source, enter
the information listed in Table 6-6.

Table 6-6: Non-Federal Funding Source Data Fields

DATA FIELD ‘ INFORMATION TO BE ENTERED

Source Agency Category of the agency that will provide the non-Federal funds.
Select one of the following:

e Local

e Other

e Private Non-Profit

e State
Source Name Name of the agency that will provide the non-Federal funds
Funding Type Type of funding that will be provided by the source. Select one

of the following:

Administration

Cash

Consulting Fees
Engineering Fees
Equipment Operation/Rental
Labor

Other

Program Income

Supplies

Other Funding Type If "Other" is selected for Funding Type, enter the description.
Description

Funds Availability Date the non-Federal funds will be available.

Date NOTE: This date must always be entered for any project to

Required field indicate that the matching non-Federal funds are available
before FEMA approves the project. No project should be
obligated without this entry and the accompanying
documentation in the project file.

Funds Commitment Date the funds will be committed

Letter Date NOTE: This date must always be entered for any project to

Required field indicate that the matching non-Federal funds are
committed before FEMA approves the project. No project
should be obligated without this entry and the
accompanying documentation in the project file.
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DATA FIELD ‘ INFORMATION TO BE ENTERED

Item Name Descriptive name of item to be used for non federal share.
Unit Qty Number of units

Unit of Measure Standard measure for each unit

Unit Cost Cost per unit

CAUTION: Value must never be $0.

Total Cost Total Cost = Unit Qty x Unit Cost. Auto-calculated by the
system when you press the Enter key after completing the Unit
Cost data field.

Percent of Non-Fed Percent of Non-Fed = Total Cost/Proposed Non-Federal Share
Percentage. Auto-calculated by the system.

d. For each additional source of non-Federal funding, repeat steps 4a - 4c.

5. Figure 6-56 shows two Non-Federal funding sources that were added to the
Match Sources tab.

Applicant Information | Problem & Risk Dta | Project Infa | Wiork Schedule | CostEstimte  Match Sources | Cost Effectiveness ‘
Total Project Cost Estimate: §3,500 Proposed Federsl Share: I 4125
Federal Share Percentage: 75. % Proposed Non-Federsl Share: I $1.375
Hon-Federal Funding 10f2
Source Agency : ILDca\ j Funds Avsilahilty Date | 03572011
Source Meme : City of &rna Funds Commitment Letter Date - | 0210172011
Funding Type : [Cash -
Cther Funeing
Type Degcrigtion : I
% of
ftem Mame Lnit Gy Unit of Measure Uit Cost Total Cost Mon-Fed
Fity funds to cover eligibls expenses. I 1|LS j I 1000 I §1,000 ) 73%
Source Lgency ILDca\ j Funds Availability Dete I :_'ISM 2011
Source Mame : l&dams County Funciz Commitment Letter Date: | 0970172011
Funding Type : [Administration -
Cther Funding
Type Descrition : I
% of
ttem Mame Linit Gy Unit of Measure Unit Cost Tatal Cost Mon-Fed
[etait time to compiste sdministrative wark [ 25|HR | | 15 | £375 | 27%

Figure 6-56: Match Sources Tab with Two Non-Federal Funding Sources

NOTE: The total cost dollar amounts under each funding source are added up.
The sum dollar amount is displayed in the read-only Grand Total Cost
data field on the bottom right part of the Match Sources tab. The
percent’s of Non-Fed under each funding source are also added up. The
sum percentage is displayed next to the Grand Total Cost.
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CAUTION: When all the non-Federal funding information has been entered, the
Grand Total Cost dollar amount must match the Proposed Non-
Federal Share dollar amount displayed on the top part of the Match
Sources tab.

6. On the bottom left part of the Match Sources tab, click the SAVE button.

7. After saving Match Sources information, you may edit the information by
completing Steps 7a - 7k.

CAUTION: Steps 7a - 7k are needed to ensure that the old Match Sources
information is deleted from the NEMIS database and that the new
information is saved.

a. Select an item by clicking inside any of the Non-Federal Funding fields.
On the bottom left part of the tab, click the DELETE button.

b. Repeat Step 2 for additional items that you wish to delete.
c. On the bottom left part of the tab, click the SAVE button.
d. Click the Cost Estimate tab and delete all line items.

e. On the bottom left part of the tab, click the SAVE button.

f. Still in the Cost Estimate tab, select the NEW button and re-enter the
new Cost Estimate line items.

g. On the bottom left part of the tab, click the SAVE button.
h. Click the Match Sources tab.

i. Click the NEW button and enter the new Non-Federal Funding item
information.

]. Repeat Step 8i for each new Non-Federal Funding item.

k. On the bottom left part of the tab, click the SAVE button.
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Task 8: Enter Cost Effectiveness Information

1. Click the Cost Effectiveness tab (Figure 6-57).

NOTE: The warning message in red is a reminder that Cost-Effectiveness
information is required even for exempt projects.

Property Ste Inventory | | Authaorization |
Applicant Informetion | Problem & Risk Data | Project Info | Wiork Schedule | CostEstimate | Match Sources  Cost Effectiveness |Ma\rﬁenance Assurance | Public Notice: | Attachments | Eligikility Resiew
All Projects Require Cost Effectiveness Data

Net Present Walue Total Project  Benefit-Cost
of Project Benefits Cost Estimate Reatio Pre-calculsted
(&) (B) (A7B)  Analysis Type Exempt Type Revigwer's Name BCA Performed By Analysis Date Beneft  Comments

Figure 6-57: Mitigation > Projects > Application Development >
Cost Effectiveness Tab

2. On the bottom left part of the Cost Effectiveness tab, click the NEW button. A
new row for adding cost Effectiveness information is displayed (Figure 6-58).

Applicant Information | Prohlem & Risk Data | Praject Info | Work Schedule | Cost Estimate | Match Sources  Cost Effectiveness |Mairrtenance AU

All Projects Require Cost Effectiveness Data

Met Prezert Yalue Total Project  Benefit-Cost
of Project Benefits Cost Estimate Ratio
(&) (B (A 0B)  Analysis Type Exempt Type Revieveer's Name BCA Performed By

Fload | | EG |

$2,000

$2,000 2.000

Figure 6-58: Cost Effectiveness Data Fields - Left Side

3. Scroll the horizontal bar to the right to view the right-hand part of the new row
(Figure 6-59).

stch Sources  Cost Effectiveness |Maintenance Assurance | Public Fotice | AMtachments | Eligihility Review |

Pre-calculated
Reviewer's Mame BCA Performed By Analysis Date Beneft  Commerts

Figure 6-59: Cost Effectiveness - Right Side

4. Enter the information listed in Table 6-7.
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Table 6-7: Cost Effectiveness Data Fields

DATA FIELD INFORMATION TO BE ENTERED

Amend # Auto-filled by the system

Community Community name where project is located. Select from the
places available in the drop-down list.

HINT: If there are no places listed in the drop-down
list, click the Project Info tab. Add Community
Names/Codes by completing Task 4 - Step 12: Add
Community Names/Codes.

Net Present Value of Project Benefits dollar amount as obtained from the
Project Benefits (A) Benefit-Cost Analysis (BCA) documentation

Total Project Cost Project Cost dollar amount as obtained from the Benefit-
Estimate (B) Cost Analysis documentation

Benefit-Cost Ratio (A/B) | Benefit-Cost Ratio = Net Present Value of Project Benefits/
Total Project Cost Estimate. Auto-calculated by the system.

Analysis Type Type of BCA. Select one of the following:

Flood

Wildfire

DFA

Tornado
Hurricane Wind
Upper Bound
Lower Bound
Best Data

Not Applicable
Exempt
Seismic
Hurricane Shelter

Exempt Type Type of exemption if the selected Analysis Type is
"Exempt." Select one of the following:

Initiative Projects (5 percent and 10 percent)
Other

Plans (7 percent)

Substantially Damaged Acquisition

State Management Costs

Reviewer's Name Name of person who reviewed the BCA
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DATA FIELD INFORMATION TO BE ENTERED

BCA Performed By Organization of the reviewer. Select one of the following:
e FEMA
e State

e Contractor

Analysis Date Date the BCA was conducted

Pre-calculated Benefit Identify and verify if pre-calculated benefits were included.
Select one or more of the following:

None

Environmental

100 YR FP Acquisition
100 YR FP Elevation
Pre-determined

Comments Comments or notes about the BCA

5. Figures 6-60 shows the Cost Effectiveness tab with completed information.

Property Site Invertory I | & thorization |
Applicant Information | Problem & Risk Dsta | Project Info | Work Schedule | Cost Estimate | Match Sources Cost Effectiveness |Ma\rrlanance Agsurance | Public Motice | Aftachments | Eligibility Review |
All Projects Require Cost Effectiveness Data
et Present Valug Total Project  Benefit-Cost

of Project Benefits Cost Estimate Ratio Pre-calculated
(A (B) (& /H)  Analysis Type Exempt Type i Beneit  Comments
$1,000] 2.000{| Flood

$2,000 2,000

Select Pre-Calculated Benefit

Mone

Ervironmental

100 ¥R FP Acquisition

100 ¥R FP Elevation

Pre-deterrmined

gl | »

< (|

Add | Delete | Save | Close |
K| [
New Delete Benefit-Cost Web Page
Save | Werify | Submit | Ament] Close

Figure 6-60: Cost Effectiveness Data Fields Completed Showing Pre-
calculated Benefit field

6. The Cost Effectiveness tab must be completed and saved before the pre-
calculated benefit function can be used. An entry under Pre-Calculated
Benefit is required for the application to be submitted.
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7. Either select None and save and close the dropdown box or select the type(s)
of Pre-Calculated benefits used in the BCA and save and close the dropdown

box.

8. On the bottom left part of the Cost Effectiveness tab, click the SAVE button.

NOTE: BCA documentation is attached to the project using the Attachments tab.
Complete the steps in Task 11: Attach Documents.
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Task 9: Attach Maintenance Assurance Information

CAUTION: Attachments cannot be deleted once they have been added to NEMIS
HMGP. Please make every effort to limit the file attachment size to less
than 1 GB. Allow up to one hour to retrieve and view newly attached
documents.

1. Click the Maintenance Assurance tab (Figure 6-61).

mHHGP APPLICATION: DISASTER #: 7519 FEMA PROJ #: - APPLICATIONID: 33 AMENDMENT #: 0

Applicant Information ! Problem & Risk Data l Project Info | Work Schedule | Cost Estimate I tstch Sources I
Lo | Adthorization |

ozt Effectiveness Mai

ce || Public Notice | Aftachments l Elicibity Review | Propetty Site Inventory I

F - Mai of HHMGP Projects is not an eligible grant cost. Applicants should identify a
responsible party to ensure the project will be maintained in an effecti it ding to the grant.

Mai A D, P
Document Status
Attach Document Wiew

D will be vi only when d status is ‘D archival process complete’

Has the i identified any
effectiveness of the project?

required to preserve the long-term mitigation

Please attach mai hedule, esti d costs, and identified enlity ible for
completing maintenance.

Save | Werify | Submit | Amend I Close I

Figure 6-61: Mitigation > Projects > Application Development >
Maintenance Assurance Tab

2. Click the ATTACH DOCUMENT button. The Attach Document dialog box is
displayed (Figure 6-62). Notice that the Document Type defaults to
"MAINTENANCE ASSURANCE."

i Attachment I

Disaster Mumker: | 7519 Application Id: ES Praject Amendment Mr: F

Document Type: lMAINTENANCE ASSURAMCE ;i

Cocument Mame: ’\AAINTASSURE

Archwe| Cancel |

Figure 6-62: Attach Documents Dialog Box

3. You are strongly urged to read and follow the instructions in Appendix A:
Attach Documents.

4. On the bottom left part of the Maintenance Assurance tab, click the SAVE
button.
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Task 10: Enter Public Notice Information

1.

2.

Click the Public Notice tab. The default answer to the question about the
Project Applicant being required to provide Public Notice of the project is "No"
(Figure 6-63).

Property Site Invertory | |Aumunza\mn |
Applicant Information |Prob\em&R\sk Deta |ijec1 Info |Work Schedule | CostEstimate | Match Sources | Cost Effectiveness i Assurance | Public Hotice | Eligilty Review |

Are you required to provice Public Notice of this Project 7 ves (' Na (@

It ¥es piease provide the following information

New Delete
se | veiy | st | e Close

Figure 6-63: Mitigation > Projects > Application
Development > Public Notice Tab

If the project requires a Public Notice, click inside the Yes radio button. The
NEW button on the bottom left part of the tab becomes available.

3. Click the NEW button. The Public Notice data fields are displayed (Figure 6-

64).

Property Site Inwentory | | Authorization |
Applicant Information | Problem & Risk Data | Project Info IWDrk Schedule | Cost Estimate Match Sources | Cost Effectiveness Maintenancs Assurance Public Hotice | attachments | Eligibilty Review |

Are you required to provids Public Netice of this Project 7 ves ' mo

It Yespizase provide the following information :
Appearance Date: | o000AI000
Document af Record

Pairt of Cortact

Telephone Mumber [ () - Extr

Figure 6-64: Public Notice Data Fields

4. Enter the information listed in Table 6-8.
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Table 6-8: Public Notice Data Fields

DATA FIELD INFORMATION TO BE ENTERED ‘

Appearance Date Date the Public Notice was posted
Document of Record Name of publication that printed the notice
Point of Contact Name of the contact person in the publication
Telephone Number Telephone number of the contact person

5. For each Public Notice you wish to add, repeat Steps 3 and 4.

6. On the bottom left part of the Public Notice tab, click the SAVE button.
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Task 11: Attach Documents

CAUTION: Attachments cannot be deleted once they have been added to NEMIS
HMGP. Please make every effort to limit the file attachment size to less
than 1 GB. Allow up to one hour to retrieve and view newly attached
documents.

1. Click the Attachments tab (Figure 6-65).

Applicant Informstion I Problem & Risk Data l Project Info I Work Schedule I Cost Estinate I Match Sources l Cost Effectiveness |
Malrteriance Assurance | Publc Notice. | | ity Revisw | Fropsty Shsinvertory | Lati o | Authorization |
Available Documents
Document Type  Document Title Document Status
i | I
Attach I g I
Save | “etity | Submit | AmEnc Close I

Figure 6-65: Mitigation > Projects >
Application Development > Attachments Tab

2. On the right side of the Attachments tab, click the ATTACH button. The
Attachment dialog box is displayed.

3. On the Document Type data field, click the drop-down arrow to display the
different document types (Figure 6-66). Select the correct type.

.
¥f attachment

Dizaster Mumber: ! 7519 Application Id: !53 Project Amendment Mr; F

Document Type:

-

ppneal
BenefittCostAnalysis
Calculation

Document Mame:

Caontract
Drawing J
Irvaice

Figure 6-66: Attach Documents Dialog Box

4. You are strongly urged to read and follow the instructions in Appendix A:
Attach Documents.

5. On the bottom left part of the Attachments tab, click the SAVE button.
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Task 12: Enter Eligibility Review Information

1. Click the Eligibility Review tab. Seven sub-tabs are displayed, of which only
five are available for entering Eligibility Review information. The Overview
sub-tab is displayed by default. (Figure 6-67).

Property Sle bwertery | | utrortzaton |
Appcartiomation | Probken FiskData | Proectinfo | WerkSchede | CoEdinate | MatchSources | CotEffectiveness | Manteownce Assursnce | Publotitice | ttachrmerts [ Eplbliny Review |

Overview | Gura Commerts | Cos Commerts | Erormsrtal otz | B Checkiet | FEMALswe/EDs | FEMANERR, |

Cligibiiy Determination Criteria -
Apcacant jv Pace Code Face Nane ﬂ

st type: [ ] AT Mestissep Chocln ben Recervatio
Proisct Crtwia: [ =]
Cther Riviews 99005 Ardn (Courly)
[ =] Cot Eftextivermes Revierwy G Ama (Crurey)
[ =] oo Comglance Review 99708 Bankn (Ooumty)

I =] Miligstion Pian Corformarce

Project Rrdewer (inst, first mike) Revarw Dote ©

Sve Wity Fubmi Ciyge

Figure 6-67: Mitigation > Projects > Application Development >
Eligibility Review > Overview Sub-tab

2. In the Eligibility Determination Criteria section, enter the information listed in
Table 6-9.

Table 6-9: Eligibility Determination Criteria Section Data Fields

DATA FIELD INFORMATION TO BE ENTERED

Applicant Does the Project Applicant meet the Applicant Criteria in 44 CFR
Required field 206.434(a)? Select one of the following:

e Y (Yes)

e P (Pending)

e N (No)

Refer to the Recipient checklist, if applicable.

Project Type Does the project meet the Project Type criteria in 44 CFR
? ing:
Required field 206.434(c)? Select one of the following:
e Y (Yes)
e N (No)

Refer to the Recipient checklist, if applicable.

Project Criteria Does the project meet the Project criteria in 44 CFR 206.434(b)?

Required field Select one of the following:

e Y (Yes)
e P (Pending)
e N (No)
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3. In the Other Reviews section, enter the information listed in Table 6-10.

Table 6-10: Other Reviews Section Data Fields

DATA FIELD INFORMATION TO BE ENTERED

Cost Is the Cost Effectiveness Review complete? Select one of the
Effectiveness following:
Review e Y (Yes)
Required field e N (No)
Code Compliance | Has the Project Applicant filed Code Compliance and Permit
Review Granted documents? Select one of the following:
Required field e Y(Yes)

e N (No)
Mitigation Plan Has the Project Applicant documented the part of the Multihazard
Conformance Mitigation Plan with which the project conforms? Select one of the
Required field following:

e Y (Yes)

e N (No)

Project Reviewer | Name of Recipient Mitigation Staff member who reviewed the
application for eligibility considerations. It may be the same as the

Required field name of the preparer.

Recommended Do you recommend this project for approval? Select one of the
for Approval? following:
Required field e Y(Yes)
e N (No)
Review Date Auto-filled with the current date once the Project Reviewer field is
completed.

4. Click the General Comments sub-tab (Figure 6-68). To enter General
Comments, complete Steps 3a - 3c.
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: 2 1519 FIMA PROD#: - APPLICATION 10
PropartySau iy | | unesen, |
Appacantniormetion | Probiem ARk Datn | Proctinde | Verk Schectde | ComEstmate | Mateh Souces | ContEtfectheness | Mantenance Azsrance | Pusicetice | Attnchments | EBGiDiRy Rewiew |
Gververy | Ganeanl Commnnts | Cot Commerts | Envionmentsl Conmenes | Env Checkist | FEMALana0s | FEMARERA |
Commant Amendement
Data £ Tena Usr Number  Comments
Ham Dty

Figure 6-68: Mitigation > Projects > Application Development
> Eligibility Review > General Comments Sub-tab

a. On the bottom left part of the General Comments sub-tab, click the
NEW button. A new row is displayed with the Comment Date/Time,
User and Amendment Number fields already filled in by the system
(Figure 6-69).

Property Ste vertory | | authanzaen |

Applicent Informetion | Problem &Risk Deta | Projectinfo | Work Schecule | cost Estimate | Match Sources | Cost Effectiveness | Meintenance Assurance | Publichiotice | attachmerts  Egibility Review |

Overview  General Comments |East Corments | Envirormental Comments | Env Checklst | FEMA Laws/EQs | FEMANERA |
Comment Amendrment

Dat User Number  Comments
5:01:4EGARREN [

Mew Delet
sove | werity | it |

Figure 6-69: General Comments Sub-tab with New Row

b. Double click inside the Comments field. The Comment Editor is
displayed.

c. Enter your comments and click the OK button. The comments you

entered are displayed on the General Comments sub-tab (Figure 6-
70).
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G HMGP APPLICATION: DISASTER #: 7519 FEMAPROD] #: - APPLICATIONID: 5 AMENDMENT #: 0

Property Site Invertory |
Applizant Infarmation
vervie

| Aushorizetion

| Problem & Risk Data | Project Info |Wurk Schedule | Cost Estimate | Match Sources | Cost Effectiveness | Mair
w  General Comments |Enst Commerts | Envitonmental Comments

nce Assurance Public Notice | Attachmerts  Efigibility Review
| EnvCheckist | FEMA Laws/EDs | FEMANERS |
Comment Amendment
Date / Time User Number  Comments
@1 19:01:42] EGARREN 0

(Genersl commenis rewarding Eligbity R

New Delete

save | ety |

st |

Amendd Close
Figure 6-70: General Comments Sub-tab with Comments Added

Click the Cost Comments sub-tab (Figure 6-71). To enter Cost Comments,
complete Steps 4a 4c.

@ HMGP APPLICATION: DISASTER #: 7519 FEMA PRO1#: - APPLICATIONID: 5 AMENDMENT #: 0

Property Ste Invertary | | Authorization
Applcart Information | Problem & Risk Data | Project info | Wrk Schedue | Cost Estimata | Metch Sourcss | Cost Effectivensss | Meirtenance assuance | PublicNotica | Atachmerts  Eligibility Review
Oveniew | General Commerts  Cost Comments |Enwnnmenlal Comments | EnvCheekist | FEMA Laws/EDs | FEMANEFA |

Cornment Amendment

Date / Time User Number  Comments

MNew Delete

gae | wenty | gwme |

Amens Close.

Figure 6-71: Mitigation > Projects > Application Development >
Eligibility Review > Cost Comments Sub-tab

a. On the bottom left part of the Cost Comments sub-tab, click the NEW
button. A new row is displayed with the Comment Date/Time, User and
Amendment Number fields already filled in by the system (Figure 6-66).
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| | Authorization |

Applicant Information | Probiem & Risk Data | Project Info |Wnrk Schedule | Cost Estimate | Match Sources | Cost Effectivensss | Misintenance Assurance | Fublic Notice: | Attachments  Eligibility Review |
Overview | General Commerts  Cost Comments | Enyianmertal Camments

Amendment
Number

| Eme Checklist | FEMaLansEDs | FEMANERS |

Comment

Comments

New Delete

save | ety | gwmt |

Amend Cloze

Figure 6-72: Cost Comments Sub-tab with New Row

b. Double-click inside the Comments field. The Comment Editor is displayed.

c. Enter your comments and click the OK button. The comments you entered
are displayed on the Cost Comments sub-tab (Figure 6-73).

e
mHMGP APPLICATION: DISASTER #: 7519 FEMAPROJ #: - APPLICATIONID: 5 AMENDMENT #: 0
Property Site Inventory |

[
| Lutharization |

Applicant Informetion | Problem & Risk Data | Praject Info |an Scheduls | Cost Etimate | Match Sources | Cost Effectiveness | Maintenance Assurance | Public Natice | Attachments
Overview | General Comments Cost Comments IEnvimnmenta\ Comments

Amendment
MNurmber

Eligibility Review
| EnvCheckiist | FEMA Laws/EDs | FEMANERA |
Carmment

Comments

New Delete |

Fe | ety | sk |

Amend | Close
Figure 6-73: Cost Comments Sub-tab with Comments Added

6. Click the Environmental Comments sub-tab (Figure 6-74). To enter
Environmental Comments, complete Steps 5a - 5c¢.
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_——
ﬁHMEP APPLICATION: DISASTER #: 7519 FEMA PROJ #: - APPLICATION ID: 5 AMENDMENT #: 0 !E
Property Site Invertory | | Autharization
Applicart nformation | Problem & RiskData | Projectinfe | Work Schedhie | CostEstinsts | Match Sources | CostEffect | Maintenance | Public hotics | atiachments  Etigibility Review

Overview | General Comments | Cost Comments  Envitonmental Comments |Env Checklst | FEMA Laws/EDs | FEMA NEPA |

Comment Arnendment
Date / Time User Number  Comments

New Delete
= | erify | Submit | Bmend Close

Figure 6-74: Mitigation > Projects > Application Development >
Eligibility Review > Environmental Comments Sub-tab

a. On the bottom left part of the Environmental Comments sub-tab, click
the NEW button. A new row is displayed with the Comment Date/Time,
User and Amendment Number fields already filled in by the system
(Figure 6-75).

Applicant Information |Pmmem&m3wma |Prwe:1|nlu |WDrkSchedu\e |CD§1ESUVHE\E |Ma\chSuurcEs |ch1Ef1mweness |Malmenan:eAssurancE |Punncmmm |A||a:hment3 E"Dihlmyﬂﬂ\'iﬂw|Prupeny8ne\

Dverview | Geneal Comments | Cost Comments El’lVilU"lllE"lﬂ”:""\"lEl’l“|EnthacinsA | FEMA Las/EDs | FEMANERS |
Cormment Amendment

User Number  Comments

Figure 6-75: Environmental Comments Sub-tab with New Row

b. Double click in the Comments field. The Comment Editor is displayed.

c. Enter your comments and click the OK button. The comments you entered

are now displayed on the Environmental Comments sub-tab (Figure 6-
76).
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Property Ste Invertory | |Aulhunzahun |

Applicant Information | Problem & Risk Data | Froject Info |ka Schedule | Cost Estinate | hstch Sources | Cost Effactivensss | Maintenance Assurance

Public Notice | ttachments Eligit
Dverview | General Comments | Cost Comments

Envirunmenlall:ummenls|Envchaukhst | FEMA Laws/EDs | FEMANERA |

Comment Amendment
User Mumber  Comments

Hew Delete

Save | Verify | Subrit |

Amend Close

Figure 6-76: Environmental Comments Sub-tab with Comments Added

Click the Env Checklist sub-tab (Figure 6-77). To add Environmental
Checklist information, complete Steps 6a - 6e.

“HMEP APPLICATION: DISASTER #: 7519 FEMA PROJ #: - APPLICATIONID: 5 AMENDMENT #: 0

Froperty Ste nvertory | |Authnnzat\nn |

£ pplicant Informetion | Problem & Risk Deta | Project Info |Wurk Sthedule | Cost Estimate | Watch Saurces | Cost Effectiveness | Maintenarice Assurance

Public Notice Attachments Eligibility Review
Env Checklist | FEMA Laws/EDs | FEMENERA |

Overview | Gereral Comments | Cost Comments | Envirormental Comments
Atternatives) :
Select only one alemative

by clicking on the
sppiopriste check box

Mew

Delete

Stele Agency Fed Agency  Documertation
L Corsuitest Consuited Attached

Other lssues

Use Env Comiments' tab to reviews or record additional environmertal informeation

Mew Issue Delete lssue

Save | Verify | Submt |

Amencd Close

Figure 6-77: Mitigation > Projects > Application Development > Eligibility
Review > Env Checklist Sub-tab

a. Click the NEW button. The New Alternative Name dialog box is displayed
(Figure 6-78).

Hew Alernative Hame

8] Cancel

Figure 6-78: New Alternative Name Dialog Box
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b. Enter a name for the alternative solution. Click the OK button. The
Standard Issues section is displayed (Figure 6-79). This section is a
table that lists the standard environmental and historical issues in

Table 6-11.
State Agency Fed &gency Documentation =
Standard lssues Conztted Conzutted Attached
Iﬁquaticﬂerrestial Eintic Resources |F'resenc:e i area undetermined j F 'v' '7
IDe&ignated Floodplain/Floodway IPresence it area undetermined j F '7 F
IH azardous Materials IF'resenc:e in area undetermined j F '7 '7

=l

Figure 6-79: Standard Environmental and Historical Issues

Table 6-11: Standard Environmental and Historical Issues

ISSUE EXPLANATION

Aquatic and Terrestrial
Biotic Resources

If the project occurs in an area that has resources designated
as aquatic or terrestrial, the impact must be documented

Designated Floodplain/
Floodway

If the project occurs in an area designated by the NFIP as a
floodplain or floodway, the impact must be documented

Hazardous Materials

If hazardous materials (as designated by EPA’s hazardous
materials regulations) are present at the project site, the
impact of managing the materials must be documented

Historic Structures

If historic structures (as designated by the National Historic
Preservation Act) are present, the impact on those structures
must be documented

Hydrology/ Hydraulics

If the hydrology or hydraulics of the area might be impacted,
the impact must be documented

Land Use/Development
Patterns

If land use or development patterns might be impacted, the
impact must be documented. A document to demonstrate
consultation with the local government should be attached,
following the instructions in Task 11: Attach Documents.

Local Economy/
Community/ Services

If a local economy, community, or services might be affected,
the impact must be documented. A document to demonstrate
consultation with the local government should be attached,
following the instructions in Task 11: Attach Documents.

Low-Income or Minority
Populations

If low-income or minority populations are present, the impact
must be documented

Prime Farmland

If a prime farmland is present, the impact must be
documented

Slopes and Soils

If slopes or special soils are present, the impact must be
documented
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ISSUE EXPLANATION

Special Status Natural | If a natural area is present, the impact must be documented
Areas

Threatened/ If a species designated as threatened or endangered is
Endangered Species present, the impact on the species must be documented

Water Quality Water impacts should be documented to meet the Clean
Water Act requirements

Wetlands If any wetlands are present, the impact must be documented

c. For each Standard Issue in the list, complete the following steps. You
will need to scroll down to display the rest of the Standard issues.

I.  Select the Status of the issue from the drop-down list. Select one
of the following:

e Not in project area
e In project area with no effect
e Presence in area undetermined
e In project area - effect unknown
e Adverse effect
ii. Inthe State Agency Consulted checkbox, click inside if the
appropriate State Agency was consulted.

iii.  Inthe Fed Agency Consulted checkbox, click inside if the
appropriate Federal Agency was consulted.

iv. In the Documentation Attached checkbox, click inside if
documentation about the issues is attached.

d. If additional environmental or historical issues were addressed by this
alternative, click the NEW ISSUE button. A new row under the Other
Issues section is displayed (Figure 6-80).
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“HHGP APPLICATION: DISASTER #: 7519 FEMAPROJ#: - APPLICATIONID: 5 AMENDMENT #:0

Property St Inventory | |Authmzamn |
2pplicant Information |PmmemaRuskData |Pm|em|nfn |WnrkS|:hedule |Cus\Es1\matE |MalchSDumas |CD§IENEC{|\/EnEss |Ma|ntenam:EAssurancE Public Motice | Attachments  Eligibility Review

Dverview | General Comments | Cost Comments | Envionmental Comments E"VEhECHi!l|FEMALawsIEDs | FemanErs |

Alternativets) : ([ ig action
Se‘agiz'a‘gk?::::f{”f”"e i [Acquisition of 10 Homes Adams Ca New
appiopriate check box ([ Detention Basin Delete
State Agency Fed Agency Documentation

Stancard lssues Consutied Consuited Aftached

Presence in area undetemined

Aquatic/Temestial Biotic Resources

Designated Floodplain/Floodway Presence in area undetemined |7
Hazardous Materials Presence in area undetemined j F |7 |7 J
COther Issues

Use 'Env Comments' teb to review of record addtional environmental informeation New lssue Delete lssue

Save Werify | Submit | Amen Close

Figure 6-80: Other Issues Section - New Row

e. For each new issue, complete the following steps.
i.  Enter a short description of the new issue.
ii.  Select the Status of the issue from the drop-down list.

iii.  Inthe State Agency Consulted checkbox, click inside if the
appropriate State Agency was consulted.

iv.  Inthe Fed Agency Consulted checkbox, click inside if the appropriate
Federal Agency was consulted.

V. In the Documentation Attached checkbox, click inside if
documentation about the issues is attached.

8. To add another alternative solution, repeat steps 6a - 6e.

9. After entering three alternative solutions and completing the checklists for
each one, the Alternative Names are displayed in the top part of the Env
Checklist sub-tab (Figure 6-81).
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Q%HHGP APPLICATION: DISASTER #: 7519 FEMAPROJ#: - APPLICATIONID: 5 AMENDMENT #:0

Propetty Ste Inventary | |Authuriza1\on |

Overvisw | General Comments. | Cost Comments | Environmental Comments E"VEhECHi!l|FEMALawsIEDs | FemanErs |

Alternative(s) : u hn Action

53&&1}‘;?:;;%”;"‘* [ [Acquisition of 10 Homes Adams Co pen
appiopriate check box [~ [Detention Basin Delzte

State Agency Fed Agency  Documentation o
Consuted Consuited Aftached

in aiea undetermined

Designated Floodplain/Floodway Fresence in area undetemined

Hazardous Materials Presence in area undetermined

L«

F F

Other |ssues

Use 'Env Comments' teb to review of record addtional environmental informmeation New lssue Delete lssue

Agpicant Informetion |Prub\em8RiskData |ijedllnfu |Wurk8chedule |Cc.stEs1mate |Mellch3uur:es |Cus1EflectivEnEss |MaintenanceAssurancE

Public Notice

Attachmerts  Eligibility Review

Save | Verify | Submit |

A Close

Figure 6-81: Env Checklist Sub-tab - Alternatives Section

10. Select the proposed action from the Alternative Names by clicking inside the

checkbox to the left of the Alternative Name.

11.0n the bottom left part of the tab, click the SAVE button.

12.Click the FEMA Laws/EOs sub-tab. Read-only Status and Comments

information are displayed (Figure 6-82).

Applicart Information | Problem & Risk Data | Praoject Info | Wiork Schecule | Cost Estimate | Match Sources | Cost Effectivensss | Mairtenance Assurance

Overvigw | General Comments | Cost Comments | Envionmental Comments | EnvChecklst ~ FEMA Laws/EQs |FEMA NEFA |

T L ===
“HMGP APPLICATION: DISASTER #:7519 FEMAPROJ#: - APPLICATIONID: 5 AMENDMENT #: 0 [ [O]x]
Property Site Inventory | | Authorization |

Public Metice:

Attachments  Eligibility Review

Laws/FOs Status Comments (4000}
nilangersd Species Act (ESA) =l View
ish and Wildlife Coordination Act (FACA) ;I Wiew
oastal Zone Management Act (CIMA) LI Wiew
oastal Barriers Resources Act (CERA) ;I View
lean Vater Act (CA) a| View
lational Historic Preservation Act (NHPA) LI View
ean Air Act (CA4) a| View
0. 12858 Enviranmental Justice for Low Income and Minarity Populations LI View
0. 11990, Wetlands = View

Conditions Required (4000} Monitoring Monitoring Completed
Law {Double Click to edit the Condition) Entered By Required Date

G0 to Project Mansgemert screen to complete the Conditions after the Environmentsl Review is approved.

é‘avg | Werify | Submit |

Amend Close:

Figure 6-82: Mitigation > Projects > Application Development >

Eligibility Review > FEMA Laws/EOs Sub-tab

13.Click the FEMA NEPA sub-tab. NEPA review information is displayed (Figure

6-83).
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\GRHMGP APPLICATION: DISASTER #: 7519 FEMA PRO. APPLICATION AMENDMENT o=

Froperty Stte Inventory | | Autharization |
Applicant Information | Prablem & Risk Data | Project Info |Wurk Schedule | Cost Estimate: | Match Sources | Cost Effectivencss | Maintenance Assurance | Public Hatice | Atachmerts  Eligibility Review |
Overview | General Comments | Cost Comments | Envionmental Comments | Env Checklst | FEMA Laws/E0s  FEMA NEPA |

Indicate Level of Review

FEMA Status

| =l Mo NEPA determination: User must select a level of review and stanu.

Conditions Required (4000} Monitoring Monitoring Completed
(Double Click to edit the Condition) Entered By Required Date
0 to Project Mansgement sereen to complete the Condiions after the Emviranmental Review is spproved
Comment:
View

e veiy | swnt | _I’Ame”d _IC'”Se

Figure 6-83: Mitigation >Projects >Application Development >Eligibility
Review >FEMA NEPA Sub-tab
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Task 13A: Enter Property Site Inventory Information

NOTE: If the Property Site Inventory tab is grayed out, it means that the project
type selected on the Project Information tab does not require a Property
Site Inventory (PSI).

1. Click the Property Site Inventory tab (Figure 6-84).

Applicant Information I Proklem & Risk Data | Project Info | Wiork Schedule | Cost Estimate | atch Sources | Cost Effectiveness Maintenance Sssurance

Eligibilty Reviews  Property Site Inventory | | suthorization | checkist |
Number of Properties in Pruject:li?j Add
Hame Damaged Address City State  ZIP | PropertyID Delete
RATSLAFF, JERRY 123 NOMAME ST AR 7280 Sart
- Export
Irmport
Frirt

Figure 6-84: Mitigation > Projects > Application Development > Property Site
Inventory Tab

2. Enter the number of properties included in the project in the Number of
Properties in Project field.

NOTE: Unless the matrix indicates the project type is eligible for HMOS
Validation, at closeout the number of properties in the project field entry must
match the number of properties entered in the PSI for which the question “Is
this property included as part of the final project?” is answered YES! (See Unit
12 for additional information.

3. Click the ADD button. The Look up a Property window is displayed
(Figure 6-85).

\'g Look up a Property

Enter Criteria: Search |
First Middle L ast
Name: | | | A
Address 1: =
Address 2: ﬁl
City: State:l ;I ZIP:I ;l |

Directions: LI

This information is subject to the Privacy Act of 1974 —IganCEI

Figure 6-85: Look up a Property

4. Enter information in the fields that you have data for.

HINT: Providing more information speeds up the search for the property.
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Click the Search button. Information for the first property found is displayed.

Scroll down through the search results until you find the property you wish to
select (Figure 6-86).

“Luuk up a Property
Search Results: 1 of 3 records Gueny |
First Middle Last -

Hame: [SZI=iml | [FAVRE et |
Address 1: [4 THROWEACHK LAMNE =
Address 2: | Jave |

City: [ANNA, State: M= ~| ZIP:[38617 ||
Directions: | & ak. |
This information is subject to the Privacy Act of 1974. ﬂl

Figure 6-86: Displayed Information of a Found Property

7. Click the OK button. The selected property information is now displayed on
the Property Site Inventory tab (Figure 6-87).

HMGP APPLICATION: DISASTER #: 7519 FEMA PROJ #: - APPLICATIONID: 12 AMENDMENT #: 0

Applicant Informstion I Problem & Risk Data I Proiect Info | Work Schedule I Zost Estimate | Match Sources Zost Effectiveness Maintenance Assurance I
Public Natice | Attachments | Eligikility Reviews  Property Site Inventory | | Authorization |
NHumber of Properties in Prnject:l 1 j
Hame Damaged Address Cityr State ZIP  PrptyID Add
| [F2vRE, BRETT LANE WS
Delete I
Print |
Owner Info | MT Fioperty Site | Property Infa | Flood Zone Designation | NFIRInfo | Hazard Type | FIRM Info | Propery Site Funding | Nanative |
Property 100 1
I this property included as part of the final project 7 | -
Mame: BRETT FavrE Mare Owener Info I
Damaged | THROWBACH LAMNE
Address:
Janira, s Eas1T
Co-owner: |
Courty : [&dams =1
Title: Holder - Post Mitigation: [BRETT F&WRE
MT Property Site - Funds Paid? | -

Save | Werify | Submit | Amend | Close |

Figure 6-87: Selected Property Displayed on Property Site Inventory Tab

8. Below the property information, nine sub-tabs are provided for adding
Property Site Inventory information. The Owner Info sub-tab is displayed by
default.

NOTE: Fields in Purple text are required before a project closeout. Fields in Navy
or blue text, are property attributes, which means that they will be
carried over from project to project for a particular property site. If you
update a blue field in one project, the field will be updated in all projects
where this property appears. Fields in Red are both. Fields with a green
background are required at application submission.

9. To add Owner Information, enter the information listed in Table 6-12.
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Table 6-12: Owner Information Data Fields

DATA FIELD ‘ INFORMATION TO BE ENTERED

Is this property Is the property included in the final project? Select one of the
included as part of the | following:
final project? e Yes
e No - If Nois selected, no further property
information is required.
Note: The response to this field cannot be changed after
closeout.
Co-owner Name of the person or organization who jointly owns the
property.
County County location of the property. Select from the drop-down
list.
Title Holder — Post Name of the organization, community, or person who will own
Mitigation the title to this property following the mitigation measures.
Required field
MT Property Site — Were funds paid to the owner for the mitigation of the
Funds Paid? property? Select one of the following:
Required Field e Yes
e NoO

10.Click the MT Property Site sub-tab (Figure 6-88). To add MT Property Site
information, complete Steps 10a - 10c.

mHMEP APPLICATION: DISASTER #: 7519 FEMAPROJ#: - APPLICATIONID: 5 AMENDMENT #:0

Applicant information | Problem & Risk Data | Project Info | ‘Work Schedule | Cost Estimate | Match Sources | Cost Effectiveness Mairtenance Assursnce Public Notice | Attachments | Eligibilty Review |

Property Site Inventory | | Authorization |
Hame Damaged Address Add ﬂ
Delete
Fint
Ownerlnfo  MT Property Site | Property Info | Flood Zone Designation | NFIP Info | Hazard Type | FIRM Info | Propetty Site: Funding | Marative |
Property ID; 1
Property Action Property Action Primary
Add >
Acquistion of Vacant Lanc AddAl
>
Acguisition/Demolition
Acyuistion/Relocation
Elevation < Delete
Floodproofed < Delete Al
Cther (Specity in Comments)
Sate Roomiind Sheter
Seismic Retroffl
Wilifire Retrofit
Wind Retroft
Save | Werify | Submit | Amend Close

Figure 6-88: Mitigation > Projects > Application Development >
Property Site Inventory > MT Property Site Sub-tab
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a. On the left side where the Property Actions are listed, highlight the row(s)
you wish to select.

b. Click the ADD or ADD ALL (if you highlighted more than one row) button.
The Property Action(s) you selected is (are) now displayed on the right
side (Figure 6-89).

W HMGE AFPLICATION: DI

Appicant Information | Problom & Risk Dole | Propect infe | Work Schoduln | Cost Estindle | Molch Sousoes Camt Publs otice | Attachunerds
Eaghnity Raviere  Progerty ] |
Number of Properties in Project: I j
Hame Damaged Addross City State  ZIP__ Proty 10 Add
4 THROVBIACH LANE AR - o

Owes Irds MT Propeity Sile | Piopedy indo | Flood Zone Desigriation HFIPInfa | Haosd Typn | FIRM Indo | Propmty Sim Fursdng Mt atim
Ficpaity ID: 1

[ere———— Gl "oy Acen iy

Acouizton of Vacart Land Acaurtionemonion

i s | 21 =

ACUEBAREIC AR

Elevadion

Floodprooted < Delste

ot (Specity in Commarts) % Dielekar AL

Sate Roomasind Sheter

Seismic Retront o

= e | oo e

Figure 6-89: Property Action(s) Added

c. Click inside the checkbox to indicate the one primary action. This is a
required field for a Property Site Inventory.

11.Click the Property Info sub-tab (Figure 6-90). To add Property Information,
enter the information listed in Table 6-13.

YR HMGP APPLICATION: DISASTER #: 7519 FEMA PROJ #: - APPLICATION ID: 12 AMENDMENT #: 0

Apglicant Information | Problem & Risk Deta | Praject Info | Wiork Schedule | Cost Estimate | Metch Sources | Cost Effectiveness | Mairtenance Assurance | Public Motice | Attachments |
Eiigibilty Review  Property Site Inventory | | Authorization |
Humber of Properties in Project: 1 j
2dd
Delete
Print
Ownerlnio | MT Properly St Propenty Info | Flood Zone Designation | NFIP Info. | Hazard Type | FIRM Info | Propery Site Funding Marrative
Property ID; 1
fige of Structure (year bult), | 1998 (e.g, 1962) Type of Residence: [Owner Gooupied - Principal Residence 7|
Pre-Event Fair Market Value 3 Structure Type: [Single Famiy -
Parcel Number: 7 Founciation Type: [Basemert -
Property TexId: [525905 Basemert: [Ves
Latitude: 31050000000 Base Flood Elevatior: 00
Langitude. 126300000000 First Flaor Elevation : 00 Disgram
SHPO Cleat e - Number of feet the lowest floor elevation of the
Structure is being raised above Base Flood Elevation
SHROCleared Date. [T (only applicable when Property Action is Elevation): o0
Benefit-Cost Analysis Damage Category 2
Benefit o
Glick for sample Iafitude and longitude == _Sample .. | PostMiligation - Froperty Use ~ £
sove | veiy | seemt | Amend Close

Figure 6-90: Mitigation > Projects > Application Development >
Property Site Inventory > Property Info Sub-tab

NOTE: Fields in Purple are required before a project closeout. Fields in Navy or
blue, are property attributes, which means that they will be carried over
from project to project for a particular property site. If you update a blue
field in one project, the field will be updated in all projects where this
property appears. Fields in Red are both. Fields with a green background
are required at application submission.
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Table 6-13: Property Information Data Fields

DATA FIELD INFORMATION TO BE ENTERED

Age of Structure
Required field

Year the structure was built

Pre-Event Fair Market
Value

Dollar amount of the fair market value before the event

Parcel Number
Required field

Parcel identification number

Property Tax Id
Required field

Property tax identification number

Latitude and Longitude
Required field

Latitude and Longitude readings in decimal degrees

HINT: Click the SAMPLE button to see latitude and
longitude entries (Figure 6-82).

SHPO Cleared

Has the State Historic Preservation Officer (SHPO)
approved the property action? Select one of the following:

Yes

No

Not Applicable
Unknown

SHPO Cleared Date

Date that the SHPO approved the action.

Benefit-Cost Analysis
Performed

Has a Benefit-Cost Analysis (BCA) been performed?
Select one of the following:

Yes,

No

Not Applicable
Unknown

Benefit-Cost Ratio

Ratio resulting from the BCA if a BCA was performed

Type of Residence
Required field

Type of residence. Select one of the following:

Not Applicable

Owner Occupied - Principal Residence
Owner Occupied - Secondary Residence
Rental

Other (specify in comments)
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DATA FIELD INFORMATION TO BE ENTERED

Structure Type Type of structure. Select one of the following:

Required field Single Family

2-4 Family

Multi-Family Dwelling (5 or more units)
Manufactured Home

Non-residential — private
Non-residential — public

Vacant Land

Other (specify in comments)

Foundation Type Type of foundation. Select one of the following:

Required field Basement

Crawl Space

Elevated on Piers, Piles, Posts, Columns
Slab on grade

Vacant Land

Other (specify in comments)

Basement Is the structure a basement? Select one of the following:

Required field e Yes
e No

Base Flood Elevation Computed elevation to which floodwater is anticipated to
rise during the base flood

First Floor Elevation Elevation, in feet, of the property.

HINT: Click the DIAGRAM button to see what is meant
by the first floor (Figure 6-83).

Number of Feet Number of feet the lowest floor elevation of the structure is
being raised above Base Flood Elevation (only applicable
when Property Action is Elevation)

Damage Category Percent of Property Damage. Select one of the following:
e (0-49 percent
e 50-99 percent
e 100 percent
e N/A
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DATA FIELD INFORMATION TO BE ENTERED

Post-Mitigation Property | Proposed property use. Select one of the following:
Use

e Agricultural
While not required e Park
here, it is required e Recreation
before project closeout e Vacant Land
e Wetlands
e Other (specify in comments)

NOTE: Once you enter data in one field on a PSI sub-tab, all fields in green
(required) on that sub-tab must be entered before you can SAVE that data
and move to another sub-tab. Otherwise, you will have to cancel your
changes, and your data will be lost.

a. To see a sample of Latitude and Longitude entries in decimal degrees
(Figure 6-91), click the SAMPLE button.

mLatitude and Longitude

Latitude ="+" for Narth and "' for South | Longitude = """ for west and "'+"' for E ast

Data entry requires a """ entered for each negative entry. A"+ sign iz not required before
pozitive entriez. A zample latitude and longitude i as follows;

542 Frarklin Street - Latitude = 37. 77215
San Francisco, California — Longitude = -122.43014

The latitude and lonaitude reflects the lacation of the main structure on the property.

The latitude and longitude fields within the project application in Application Development section
of HMGP, HMGP-Historical and FMA are decimal degrees.
11 These fislds will not accept lstitude and longitude values inthe form of degrees, minutes | seconds nor will it
automatically convert them to decimal degrees.
21 Any values that you want to enter in the degrees, minutes, seconds format must be converted to decimal
degrees before entering them.
3) This walue may ke at the County level (4 digits), athough mare accurste values are preferred.
For comments regarding latitude and longitude, pleaze include the following:
11 For projection, indicate Morth American Datum (MADY 83 or Wiorld Geodetic System (WiGS) 54
21 For accuracy, indicate Low, Very Lowy, Moderate or value in Feet or Meters
31'WWhen using street address | exclude PO, boxes and 911 addresses

Print | Cloze |

Figure 6-91: Latitude and Longitude Sample

b. To see an illustration of First Floor Elevation (Figure 6-92), click the
DIAGRAM button.
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h;ﬂ Diagram

Firgt floar elewvation iz defined as the elevation in feet above zea
level of the top of the lowest finizhed floor abowe grade.

FIRST FLOOR

MNEXT HIGHER ELEMATION

GRADE FLOOR L

EOTTOM FLOOR
[EASEMENT]

Frint | Cloze |

Figure 6-92: First Floor Elevation Diagram

12.Click the Flood Zone Designation sub-tab (Figure 6-93). To add Flood Zone
Designation information, complete Steps 11a - 11b.

G HMGP APPLICATION: DISASTER #: 7519 FEMAPRO] #: - APPLICATIONID: 12 AMENDMENT #: 0
Appicart informetion | Proplem & RiskDeta | Projectinfo | work Schedule | CostEstimete | Match Sowrces | CostEffectiveness | Meintenance assurance | Public notice | attachments |
Fiokilty Review | Praperty Site Inventory | | Authorization |

Number of Properties in Project: 1

Damaged Address
LANE

City State ZIP  Prpty ID Add

Delete
Print

FIRM Info | Pioperty Site Funding | Narative |

Hame

OwrnerInfo | MT Property Site Praperty Info Flood Zone Designation | MFIF Info | Hazard Type

Property D: 1

Flood Zone Desc -

=l Add >
A9
Area of special flood hazard where enough Add Al >

progress has besn mate on & protective
system, such as dikes, dams, and levess, to

conzider it complete for insurance rating < Delet
purposes =ee
" < Delete Al

Flood Zone Desc

A
Areaof special floodd hazard without water

surface elevations determined

4] I_bllI 4] IF|
=l
Amend Close

Save | Verify | Submit |

Figure 6-93: Mitigation > Projects > Application Development >
Property Site Inventory > Flood Zone Designation Sub-tab

a. On the left side where the Flood Zone Descriptions are listed, highlight the
row(s) you wish to select. If you choose Other, you must specify a

comment.

Page 6-74 NEMIS HMGP User Manual MR 3.19.01



September 2016

Unit 6: Manage the HMGP Application

b. Click the ADD or ADD ALL (if you

highlighted more than one row) button.

The Flood Zone Description(s) you selected is (are) now displayed on the

right side (Figure 6-94).

B HMGP APPLICATION: DISASTER #: 7519 FEMA PROJ #: - APPLICATIONID: 12 AMENDMENT #: 0

Apglicant Information | Proklem & Risk Data | Project Info | \wiark Schedule | Cost Estimate:

Eligibifty Review  Property Site Inventory | | T |

Number of Properties in Project: 1

Damaged Address

Owner Info | MT Property Site Froperty Info

Fload Zone Designation | NFIP nfo | Hazard Tyme

Property ID: 1

Match Sources

Cost Effectiveniess | Mairtenance Assurance | Public Notice | Attachmerts |

Add

Delete

Print

FIRM Infa | Property Site Funding Narrative

Flood Zone Desc Flood Zone Desc

CE:EN

Cx £1-30, AE
Area of minimal flood hazards

Add Al >

< Delete
< Delate Al

elevations determined

B,X
Area of moderate flood hazarcs

N
Avres of moderate mudside (i.2., mudfow)
hazards

1o

4

Area of special flood hazard with weter surface

=

swe | weity | suent |

Amend Cloze

Figure 6-94: Property Site Inventory - Flood Zone Description Added

13.Click the NFIP Info sub-tab (Figure 6-95).

R 1 IGP APPLICATION: DISASTER #: 7519 FEMA PROD 7 -

APPLICATION 10z 17

Applart nformation | Prolect info. | Work Schackie | Coste

| rokiam & Rk Gotn

Engtasy Revew  Property Site inentony | | Authcrization |

Humber of Properties in Project: 1

Owneeinfe | MT Propedy Sie

| Prepeity lnde | Flood Zore Desgrration

HEIE Into | Hazsd Type | FIRM inio

o
g
a
=3

| Propedy Sie Furdey | Hanstivs

Property I0: 1
-------- o [Riverine Floodng =] Structure Located in: [ IR R~ |
dofined o e
withins Uy ymar (ot odl.
I»B - " 2.3 insured losses cumulatively <= bullding Tair market vakse

23 = Eding foir

4 or more insured losses since 1570

" hot Apphcaile
B e e

1oad Insurance Fate Map
\ =
s the preperty nop? O Yeu,
T hg, b Copry oF map will e provesed
-

save | werty | Suome i Close |

Figure 6-95: Mitigation > Projects > Application Development >
Property Site Inventory > NFIP Info Sub-tab

To add National Flood Insurance Program (NFIP) Information, enter the

information listed in Table 6-14.

NEMIS HMGP User Manual MR 3.19.01

Page 6-75



Unit 6: Manage the HMGP Application

September 2016

Table 6-14: NFIP Information Data Fields

DATA FIELD INFORMATION TO BE ENTERED

Flood Source
Required field

Source of the flood hazard. Select one of the following:

Coastal Basin

Closed Basin

Riverine Flooding

Storm water Runoff
Other (comment required)

Structure Located
In

Geographical location of structure. Select one of the following:

Floodway

Floodplain

Other High Hazard Area
Not Applicable

Repetitive Loss
Structure

Required field

Does this structure experience repetitive loss? Select one of the
following:

e Yes
e NoO
e Unknown

Repetitive Loss

Also known as property locator number this is a unique 7 digit

Number number assigned by the NFIP to repetitive loss properties
NFIP Policy Flood insurance policy number
Number

Insurance Policy
Provider

Name of flood insurance company

FIRM Available?

Is there a Flood Insurance Rate Map (FIRM) available? Select
one of the following:

e Yes
e NoO
e Unknown

Is the property site marked on the map? Click inside one of the
following radio buttons:

e Yes, map is attached
¢ No, hard copy of map will be provided in hard copy
e Not applicable

14.Click the Hazard Type sub-tab (Figure 6-96). To add Hazard Type
information, complete the following steps.
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@ HMGP APPLICATION: DISASTER #:7519 FEMA PROJ #: - APPLICATIONID: 12 AMENDMENT #: O

applicant Informetion | Problem & RiskDeta | Projectinfa | work Schedule | CostEstimete | Match Sources | Cost Etfectiveness | Maintenance Assurance | Public Notice | attachments |
Eligibility Revieww  Property Site Inventory | | Authorization |
Number of Properties in Project: 1 j
Hame Damaged Address City State ZIP  PrptyID Add
4 THROWBACK LANE MS 38617 1
Delete
Piint
Ownerlnfn | WMT Fropeny Sie | PropenyInfa | Flood Zome Designation NFIFInfo  Hazard Type |F\F\M Info | Property Site Funding Warrative
Property ID: 1
| Hezard Desc YR Hezard Dese

Add All >

< Delete

i ik

< Delete All

=]

swe | | werty | | suemt | Emend close

Figure 6-96: Mitigation > Projects > Application Development >
Property Site Inventory > Hazard Type Sub-tab

NOTE: The left side will display only hazards that were added in the Project Info
tab @ Hazard Types sub-tab.

a. On the left side where the Hazard Descriptions are listed, highlight the
row(s) you wish to select.

b. Click the ADD or ADD ALL (if you highlighted more than one row) button.

The Hazard Description(s) you selected is (are) now displayed on the right
side (Figure 6-97).

@ HMGP APPLICATION: DISASTER #: 7519 FEMAPROJ #: - APPLICATION ID: 12 AMENDMENT #: 0

Applicant Information Problem & Risk Data | Project Info | ‘Work Schedule | Cost Estimate | Match Sources Cost Effectiveness | Maintenance Assurance | Public Notice | Attachments |

Eligiibility Review Property Site Inventory | | Authorization |

Number of Properties in Project: 1 :I

Hame Damaged Address City State  ZIP  PrptyID Add
4 THROWBACK LANE

Delete
Frint

Owrner Info | MT Property Site Frapery Infn | FlaadZone Designation | NFIF Infa Hazard Type | FIRM Info | Froperty Site Funding Marrative

Praperty 1D: 1

Hazard Desc o Hazard Desc

Flood

< Delsts
< Delete Al

[~
g
£

Submit | Amend Close

Figure 6-97: Hazard Description Added

15.Click the FIRM Info sub-tab (Figure 6-98). To enter Flood Insurance Rate
Map (FIRM) information, complete Steps 14a - 14k.
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NOTE: FIRM information is required for Closeout.

» - T 20 #: - : :
Applicort Information | Froblem & RiskData | Profectinfe | Work Schecule | Cost Estimete | Match Sources | Cost Etfectivencss | Mainterance Assurarce | Fublic botice | attechmerts |
s |
Delate
St
Ewnpoit
Import
Print.
Owrme Irds | MT Fropety Sin | FPropeily ieto | Flood Zone Desgrstion | MEIR info | Hazad Typm  FIRM Info II—‘h.'.-Iy St Furehng | Manalive
Froperty I0: 1
Community Information
Community |
Map Specilic Foi 5 L
Panel Numbr | ome | Add I
Delete
Edt Panels I
| yerity | submit | et Closn

Figure 6-98: Mitigation > Projects > Application Development >
Property Site Inventory > FIRM Info Sub-tab

a. In the Community Information section, click the ADD button. A new row for
adding community information is displayed.

b. Click the drop-down button to display the communities available for
selection (Figure 6-99).

\GRHMGP APPLICATION: DISASTER #: 7519 FEMA PROD #: - APPLICATION ID: 12 AMENDMENT #: 0
Apphcant Information | Problem & Risk Date | Project info | Work Schedule | Cost Estimale | Malch Sowces | Cost i ‘ Publc Notice | Attactments |
Eigitdty Review  Property Site Inventory I ¢ | Autharization ]
Number of Properties in Project:| 1 Add :I
== . Delete
St
Enport
Imposl
Piirt
Owrerlnlo | M1 Fropsly Sae | Fropety Info | Flood Zone Desgnaton | NFIP Info | Hazend Typs  FIRM Info | Propedy She Funding | Naative |
Property I0: 1
Community Information
Coimmunty | aad |
e County * Detete |
ity
[ ez |
Delote |
Ecit Panels |
i |
e | werity | Sutmit | Portraied I Clase

Figure 6-99: FIRM Info Sub-tab > Community Information Section

NOTE: The communities in the selection list are those that you added in the
Project Information tab @ Community Names/Codes sub-tab. If Statewide
was used as the Community Name, no FIRM information will be displayed.
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FIRM information is required for project closeout so communities are

required to be selected for flood type projects.

c. Select the community you wish to add. The community name is now
displayed and a blank row is displayed under the section Map Specific

Information For Selected Community.

d. Under the Panel Number column, click the drop-down button. The
Community Panel Numbers and their corresponding date are displayed.

(Figure 6-100).

Eligibility Rewiew Property Site Inventorny | | Authorization

Number of Properties in Project:| A

Hame Damaged Address Citar State ZIP

Property ID: 1

f¥ala]

Delete I

- Map Specific Information For Selected Community
Fanel Murmber 1 Date 1 Add |

= Delete I
10234 020025200
10556 041 05200 Edit Fanels I

20147 041 04200
s55 04441 05200

Ownerlnfo | MT Fropens Site | Property Info | Flood Zone Designation | MFIF IRt | Hazard Tupe FIRM Info | Property Site F

@ HMGP APPLICATION: DISASTER #: 7519 FEMA PROJ #: - APPLICATION ID: 12 AMENDMENT #: 0

Applicant Information | Problem & Risk Data | Project Info | wiork Schedule | Cost Estimate | Match Sources | Cost Effectivensss |

save | werity | submit |

Figure 6-100: Map Specific Information for Selected Community

e. Select the Panel Number you wish to add.

f. If the Panel Number you wish to add is not in the selection list, click the
ADD button in the Map Specific Information section. Click Edit Panels. A

Panels dialog box is displayed.

g. Click the NEW button. A blank row is displayed (Figure 6-101).

Panel Nr | Panel Date | New
10234 0210212005
e D e S S S S S S S S S i S S S S b S aa] Delele
| |00/00/0000
0K
Cancel

Figure 6-101: Panel Dialog Box
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h. Enter a FIRM Panel Number and the date from the actual FIRM map
(Figure 6-102).

mpanels for E3
Panel Nr I Panel Date |
—__I0410:2007

[02/02/2005

MNew

Delete

OK

Cancel

Figure 6-102: New FIRM Panel Number and Date Added

16.Click the OK button. The newly-added FIRM Panel Number is now
available for selection.

17.Complete your Panel Number selections.
18.0n the bottom left part of the tab, click the SAVE button.

19.Click the Property Site Funding sub-tab (Figure 6-103). Enter the
information listed in Table 6-15.

NRHMGP APPLICATION: DISASTER #: 7519 FEMAPROJ #: - APPLICATIONID: 12 AMENDMENT #: 0
applcart Information | Frobiem & Risk Data | Profect info | wiork Schecule | costEstimate | match Sources | CostEftectiveness | Martenance assuwance | Puslic Notice | attachmerts |
Eligihiity Reviews  Property Site Inventory | | Authorization |
Number of Properties in Project: 1 j
Hame Damaged Address City State  7IP  PrptylD add
CH LANE WS 3817 1
Delete
Print
Ownerlnfo | MT Properp St | PropertyInfe | Floed Zane Designation MFIPInfo | HazadTupe | FIRMInfc  Property Site Funding | Namative
Property ID: 1
MT Property Ste - Funds Paid? [Yes ~
MT Praperty Site - Funds Proposed © 5245 500 Date Funds Progosed; | 04172012
Owner Accepted Praposed Funds? [ves ~]  Dste Owner Respanciedta Praposal | 041472012
Owner Appesled Propasal? ~ Date Cwner Appesled: | 00/0D000
Actual Amaunt Paid : TRa5,500 Date Actual Ameurt Paid ;[ 050172012
Purple = Required before Proiect Closeout. =
swve | weity | suemt | Emend Close

Figure 6-103: Mitigation > Projects > Application Development >
Property Site Inventory > Property Site Funding Sub-tab
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Table 6-15: Property Site Funding Data Fields

DATA FIELD INFORMATION TO BE ENTERED

MT Property Site -
Funds Paid?

WERE Federal funds expended for the property’s
mitigation? Select one of the following:

e Yes
e No

MT Property Site -
Funds Proposed

Dollar amount offered to Owner.

Date Funds Proposed

Date the dollar amount was offered to Owner.

Owner Accepted
Proposed Funds?

Did the Owner accept proposed funds? Select one of the
following:

Yes
Pending
No
Unknown

Date Owner Responded
to Proposal

Date the Owner responded.

Owner Appealed
Proposal?

If the Owner did not accept proposed funds, did Owner
appeal the proposal? Select one of the following:

e Yes
e NoO
e Unknown

Date Owner Appealed

Date the Owner appealed.

Actual Amount Paid

Amount paid to Owner.

Date Actual Amount
Paid

Date amount was paid to Owner.

NOTE: Some of the fields in Table 6-15 will not be entered until closeout.

20.Click the Narrative sub-tab (Figure 6-104). To add Property Site Inventory
Narrative information, complete the following steps.

NEMIS HMGP User Manual MR 3.19.01 Page 6-81



Unit 6: Manage the HMGP Application

September 2016

mHMGP APPLICATION: DISASTER #: 7519 FEMA PROJ #: - APPLICATIONID: 12 AMENDMENT #:0

Applicant Information Problem & Risk Data I Project Into I ‘Wark Schedule | Cost Estimate Match Sources Cost Effectiveness Maintenance Assurance Public Motice Aftachments |
Eligibility Review Property Site Inventory | I Autharization |
-
Number of Properties in Prnjecl:l 1
Hame lamaged Address City State  ZIP  PrptyID Add
FANRE, BRETT g
Delete
Print |
Owner Info I MT Propeity Site I Property Info | Flood Zone Designation MFIP Info Hazard Type FIRM Infa Pioperty Site Funding Narrative |
Property [D: 1
Select to Display
’7(' Legal Description % Commert
ommerts about the property May 1, 201 2-EGARREN-04/11/2012 21.00 GMT :I

=
Save erity | Submit | Amend Cloge
Figure 6-104: Mitigation > Projects > Application Development >
Property Site Inventory > Narrative Sub-tab
a. Click the radio button to select either Legal Description or Comment.

Double-click inside the text area. The Comment Editor is displayed.
Enter your text in the Comment Editor.

Click the OK button. The text you entered is displayed on the Narrative
tab. The system appends your User Name, the date and time to the end of
the text.

On the bottom left part of the tab, click the SAVE button.
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Task 13B: Export, Update and Import the PSI Information

This feature allows a user to export the PSI information from NEMIS HMGP to a
spreadsheet. The user can then update the information on the spreadsheet, or add new
properties or both and then import the spreadsheet back into the project application.

1. Click the Property Site Inventory tab (Figure 6-105).

“HMGP APPLICATION: DISASTER #: 9047 FEMAPROJ #:7-R APPLICATIONID: 7 AMENDMENT #: 4

Annlicant Information | Proklem & Risk Data | Project Infa |W0rk Schedule | Cost Estimate | Match Sources | Cost Effectiveness | Maintenance Assurance |

Public Natics | Mtachments | Figihity Review  Property Site Inventory | | Muthorizetion | Chacklst |
rFy
Number of Properties in Pruject:l Add iml
Hame Damaged Address Delete
WINDHAM, RANDY 5500 MANGROY) ot
Export
Impart
Fiirt
Owner Info |MT Property Site | Property Info | Flood Zone Designation | NFIF Info | Hazard Type | FIRM Info | Property Site Funding | Nanative |
Property ID: 1

Figure 6-105: Mitigation > Projects > Application Development >
Property Site Inventory Tab

2. Click the Export button. The Select File window will appear (Figure 6-106)

CAUTION: There must be at least one property entered in the PSI of the project
(Task 13A). You cannot export a blank spreadsheet; if there are no
properties in the PSI, the following Error message will appear: There
are no properties in the project status to export.

Seleck File

Look jn: I [E Desktop

DM';.-' Documenks

j My Cormpukber

‘3 Iy Metwork Places

LMY SPREADSHEETS

@IVV Test Properky Sike Inw, 5LS
IEJI‘-.-"-.-'TEST EXPORT PROP SITE IMY.XLS

File name: IB'I 20 PS1 E xporl] Open I
Files of twpe: | Excel Files [*3<LS) = Cancel |
=

Figure 6-106: Mitigation > Projects > Application Development > PSI Tab >
Export > Select File Window

3. ldentify the location where you want to save the spreadsheet. In the File Name
field, type a file name for the new exported PSI spreadsheet. If successful, the
following PSI Export message will appear (Figure 6-107):
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PSI Export

i I) Export completed successiully,
T

File is located in folder "C:\Documents and Settingsiegarren|Deskioplal20 PSI Export. xLS",
Tatal number af properties exported: 11,

Figure 6-107: PSI Export Message — Export completed successfully

4. Select OK. Navigate to where the spreadsheet was exported and open the
spreadsheet.

NOTE: The spreadsheet will list the properties that were exported in numerical

order by Property ID in the first column. The spreadsheet column
headers are color-coded in line with the system. Green = required to
submit project, Purple = required before project closeout, Navy =
Property Attribute, Red = both required before project closeout and a
property attribute. The spreadsheet itself has several validations
included. Filling out the spreadsheet as completely and accurately as
possible is the key to a successful import of the data and to maintaining
the integrity of the property site inventory. Everything possible should be
done to avoid exporting and importing the spreadsheet multiple times.
Comments and Legal Descriptions exported will be imported again
creating duplicate records. To avoid duplicate entries delete all
previously entered comments and Legal Descriptions exported.

5. Update the spreadsheet as needed. Certain fields in the spreadsheet must be
entered as formatted by the spreadsheet; for example, if you enter four digits for
the telephone area code instead of three, the spreadsheet will generate its own
warning messages. You must correct the data entry before proceeding.

6. The following fields are required for a successful import; NEMIS HMGP error
messages reference the row number of the missing data.

a)

b)
c)
d)

First and last name — Both are required fields. An Error message will be
displayed if one or both of these fields is blank.

Damaged Address Line 1 — An entry in this field is required.
City, State and Zip — These are required fields for new and edited entries.

County — If the county is missing, no error screen will be generated. However
if a county is entered, as required before closeout, the system will compare
the entry to the county records for the state and if not on the list or spelled
incorrectly, an Invalid County error message will be displayed.

Phone Type — If the phone number is entered without a Phone Type, an error
message will be displayed.
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f)

9)

Hazard -- The hazard the property is exposed to is required for import. If
missing or incorrect, you will receive an error message.

Comments and Legal Description — While comments are not required,
existing comments are exported, and if they remain in the spreadsheet, they
will be imported along with the rest of the data. If a spreadsheet is exported
and imported enough times, the comments will be entered exponentially and
exceed the maximum allowed characters. To ensure this does not happen
and to ensure comments are not repeated, it is best to delete the legal
description and especially the comments from the spreadsheet after export
and only enter any new comments you wish to have imported with edited or
newly added property records.

7. The export/import feature is designed to function the same way as the
system. The status of the amendment being edited determines if you can
import new properties or only edits to existing properties. For example:

a)

A project for which the amendment has already been approved (Figure 6-
108) will allow for an export and an import, but because the Add button is
not lit you will only be able to edit and import the exported records. You
will not be able to import any new records. Attempting to do so will result
in the following error message: Project Eligibility has been completed; new
Property is not allowed to be added to this project.

BART, ROBERT

Applicant Information | Problem & Rizk Data | Project Info | ‘Wiork Schedule I Cost Estimate | Match Sources | Cost Effectiveness haintenance Assuranc

Property Site Inventory | | Authorization |
Humber of Properties in Pruject:l 2 Add
Lz Damaged Address City State  ZIP |PropertyID Delcte

“HMGP APPLICATION: DISASTER #: 9045 FEMA PRDJ #: 19-R APPLICATIONID: 19 AMENDMENT #: 0

2206 EMERALD ISLE
(345 LILLIE LAKE BILOH S 35582 1

Impart

Pririt

Fig

ure 6-108: Project with Amendment Approved, Add Button Grayed

out and Export and Import Buttons Active

b) A project amendment that has been approved (or otherwise disposed) and
now has a higher amendment (Figure 6-109) can be exported but not
imported. Use the highest amendment when exporting and importing.
However, if the highest amendment is not in pending status, you will only be
able to import edited existing records. Any attempt to import new properties
when the Add button is not lit will result in an error.
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Applicant Information | Problem & Risk Data | Project Info I Wyiork Schedule I Cost Estimate Match Sources Cost Effectiveness I Maintenance Assuran)

Property Site Inventory | | Authorization |
Number of Properties in Prnjec‘t:l 2 Add
Hame Damaged Address City State ZIP |Property D _ Delte |

JAMES, ANMA 105 MORTH STREET JACHSON S 0 Sort

ORES, BOBBEY 43 LILLIE LAME = = 35582 1

Expart
Iripart

Prirt

Figure 6-109: Project File with a Higher Amendment, Export Only

c) When importing a spreadsheet, any new properties will be compared to those
already existing in the project. If an exact match is found, the import will be
halted and a message similar to this will appear (Figure 6-110): Property
already exists in the project. Please note that only exact matches are
identified, so if any differences exist such as a slightly different zip code or a
damaged address line 2 in one record or not in the other, the record will not
be identified as a duplicate and will be allowed to import. While the message
states to export and update the spreadsheet as required, it may only be
necessary to update the existing spreadsheet by editing or removing the
duplicate entry and then attempting the import again.

1() Property already exists in the project - row 3, please use 'Export’ and update the spreadshest as required,
e

Figure 6-110: Error Message — Duplicate Property

d) If after an export properties are deleted from the PSI in the system,
attempting to import a spreadsheet that has a property ID that no longer
exists in the system will result in an error message: Property does not exist
in the project. It will not be possible to import the spreadsheet and it will be
necessary to export the current PSI data and edit the existing records or add
new records in the system if applicable. The Property ID deleted from the PSI
will not be regenerated, leaving a void in the Property ID records.

8. Import the updated spreadsheet into NEMIS HMGP

a) Verify that the spreadsheet is complete and accurate, and that new property
locations are correctly added to the spreadsheet. This is very important to do
before importing the updated spreadsheet into NEMIS HMGP.

b) Import the spreadsheet into the existing PSI. The process is similar to the
export process except that you will select the Import button, and when the
Select File screen appears, navigate to the updated spreadsheet you wish to
import and either double click on the file or highlight the file and select Open.
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9. If the import is successful, you will receive a PSI Import message indicating the
Import/Update completed successfully (Figure 6-111). Select OK.

PS5I Impork E

L. ImportfiJpdate completed successFull.
‘__11) Tokal number of properties imported: 1.
Toktal nurmber of properties updated: 16.

Figure 6-111: PSI Successful Import Message

CAUTION: Please note that if the number of properties imported is less that the

number entered in the spreadsheet, one or more of the records was
missing required information for the property and that record and any
entered below the incorrect record will not be imported. Since edited
records were imported and some new records were possibly imported, it
will be necessary to export the newly updated PSI again for additional
edits and new records to be succesfully imported. If you save the new
export with a new name, it will be possible to copy new property records
from the old spreadsheet to the new one and then edit the copied data to
meet the import requirements.

HINT:

Users are encouraged to test this PSI export/import process in TDL prior
to attempting in production to get familiarized with the process.

HINT: Required fields are identified with an asterisk (*) in the spreadsheet.

Make sure all required fields are filled out.
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Task 14: Enter Latitude and Longitude Information

1. Click the Lat/Lon tab (Figure 6-112).

| ﬁHMGP APPLICATION: DISASTER #: 7519 FEMA PROJ #: - APPLICATION ID: 16 AMENDMENT #: 0
Applicart Information | Proklem & Risk Data | Project Infa | Work Schedul
Public Motice | Atachments | Eligibility Review |

Click for =ample latitude and longitude == Sample ... I

Latitude I Longitude | Lat/Lon Verification I Comment

Estimate | atch Sources | Cost Effectiveness Maintenance Assurance |

| Autherization |

Purple = Required before Project Closeout.

New Delete |
Save | Wetity | Subimit | Amend | Close |

Figure 6-112: Mitigation > Projects > Application Development > Lat/Lon Tab

2. Click the SAMPLE button in the upper part of the tab. A diagram explaining
Latitude and Longitude entries and a sample entry is displayed (Figure 6-
113).

Latd_on Verification Comment
¥f Latitude and Longitude E

Latitude = "'+" for Morth and " for South

Longitude = """ for West and '+ far East

D ata entry requires a """ entered for each negative entry. 4"+ sign is not required before
positive entries. A sample latitude and longitude is as fallows:

542 Franklin Street 2y Latitude = 37 77215
San Francisco, Calfornia =7 Longitude = -122.43014

The latitude and langitude reflects the location of the main structure on the property,

The latitude and longitude fields within the project ication in icatis section
of HMGP, HMGP-Historical and FMA are decimal degrees.
11 These figlds will not accept Istitude snd longitude values in the form of degrees, minutes, seconds nor will it
sutomatically convert them to decimal degrees
2) &ny values that you want o enter in the degrees, minutes, secands format must be converted to decimal
degrees before entering them.
3) This value may be at the Courity level (4 digits), athough more accurate values are preferred
For comments regarding latitude and longitude, please include the following:

1) For projection, indicate Morth American Datum (MAD) 83 or World Geodetic System (WGS) 84
2) For accuracy, indicate Low, Wery Low, Moderate or value in Fest or Meters
3)When using street address, exclude P.O. boxes and 911 addresses

Frint I Claze |

Purple = Required before Project Closeout.

Hew I Delete E
Save Armend Close lﬂ

Figure 6-113: Sample Latitude/Longitude Information

3. On the bottom left part of the Lat/Lon tab, click the NEW button. A new row
for adding Lat/Lon information is displayed.
4. Enter the Latitude and Longitude information in decimal degrees.
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CAUTION: The latitude and longitude fields in HMGP - Application Development
are decimal degrees. These fields will NOT accept latitude and
longitude values in the form of degrees, minutes, and seconds, nor will
it automatically convert them to decimal degrees. The user must
convert the degrees, minutes and seconds to decimal degrees for entry
into these fields (see Table 6-16). The latitude and longitude fields
also will not accept State Plan Coordinates. See your GIS specialist for

assistance.

Table 6-16: How to Convert from Degrees-Minutes-Seconds to
Decimal Degrees

Degrees |Minutes/60 | Seconds/3600 Add Total Decimal
Degrees

39 36/60=0.600 |30/3600=0.00833 |39+0.600+0.00833 39.608330

-105 15/60=0.250 |45/3600=0.0125 |105+0.250+0.0125 -105.262500

*Divide Each Value By The Number of Minutes Or Seconds In A Degree
Example: 39° 36’ 30," -105° 15’ 45”

NOTE: The minus sign is not a mathematic operational symbol but rather
signifies the quadrant on the globe. Therefore, the minus sign was not
added to the number until after the totaling of the minutes and seconds
to the degrees.

HINT: The graphic below (Figure 6-114) provides the general rule for using the
(+) and (-) signs to signify the quadrant location on the globe.

Negative Longitude
Positive Latitude

00

Positive Longitude
Positive Latitude

o EQUATOR

Negative Longitude
Negative Latitude

NYIQI43IwW | IwWidd

0°

Positive Longitude
Negative Latitude

00

Figure 6-114: General Rule for Using the + and - Signs

Reference: ESRI On-Line Course — The Basics of Map Projections, Lesson One

5. The Lat/Lon Verification field is a drop-down list of likely sources of the data.
Select the source of the Lat/Lon data.
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6. Double-click inside the Comment field. The Comment Editor is displayed.

NOTE: Some examples of comments are:

Coordinate system used (NAD 83, WGS 84, etc.)
Accuracy level (very low, low, moderate, accurate, very accurate
Accuracy value in feet or meters)

Source (especially if the Lat/Lon Verification selected is “Other”)

7. On the bottom left part of the Lat/Lon tab, click the SAVE button.
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Task 15: Enter Authorization Information

1. Click the Authorization tab. The Plan Information sub-tab is displayed by
default (Figure 6-115).

Application Status:
Final Project Approval Date: 00000000

Plan Information | Preparation [nformation

Dizaster Declaration Date: 02AE2mn

Application Submission Date: | 00000000
Application Received Date: | 00/00/0000

|\ Fiergig Recipiert Revien || FEMA Review |
- Recipient HMGP Administrative Plan

Approval | 0000000 Plan Due 00000000 Mo Recipient HMGP &dministrative Plan information in database. Please erter current
Date Date

information. There must be an admin plan wih & valid spproval date AFTER the disaster
declaration date before any projects can be approved for regular o infiative projcts

i Recipient Mitigation Plan

Plan Type EhiH Revision Nr [ 1

Plan Tle [Etate of Mississippi MURIR Flan_3P2 Testing

Aprvl Type [ STANDARD Aprvi Dt [ 0400172005 Expire 0t [

i Sub-Recipient Mitigation Plan
Flar Type [ocal Mulihazard Mitigation Plan

Plan Title F\TY OF ANNA W3P2 TESTING PLAN

Aprv\DlI 06/05/2002 I 060552007

Save | erity | Submit |

Amend. Clase

Figure 6-115: Mitigation > Projects > Application Development >
Authorization Tab

NOTE: All of the fields are auto-filled under the Plan Information sub-tab. If one
of the required plans has not been entered into NEMIS HMGP under Unit

4: (Manage the Mitigation Plans), you will get a warning message on the
screen (see Figure 6-115).

2. Click the Preparation Information sub-tab (Figure 6-116). Preparer and Title
are auto-filled from information on the Applicant Information screen. To enter
additional Preparation Information, complete Steps 2a - 2e.
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\EHMEF APPLICATION: DISASTER #: 7519 FEMA PROJ#: - APPLICATION ID: 33 AMENDMENT #: 0

Applicant Information I Problem & Risk Data | Project Info | Work Schecule | Cost Estimate I Match Sources I Cox

Maintenance Assurance I Public Motice I Aftachments ! Eligikility Resview

Application Status: I
Final Project &pproval Date: I 00000000

Plan Information Preparation Information | anaging Fecipient Heview

I Latllon AU‘

| Property Ste Inventory

Application Subtnission Date: | 00000000
Application Received Date: | 00000000

| FEMA Review I

Preparer: ISMWH‘ AL

Authorized Applicant Agent
Last First

Title NANAGER

Micldle

Mame : I

Title:: |

Authorized Recipient Official

Last First

j Applicant Signature on File

hiciclle

Hame : I

Thle: : |

Date: : 00000000

j Recipiert Official Signature on File
wwith FERLA,

Save I Nerify | Submit |

Amend Close

Figure 6-116: Mitigation > Projects > Application Development >
Authorization > Preparation Information Sub-tab

a. Enter the Authorized Applicant Agent’s Last Name, First Name, and Title
in the designated boxes. These are required fields.

b. Use the drop-down list to choose Yes or No for Applicant Signature on
File.

c. Enter the Authorized Recipient Official’s Last Name and First Name in the
designated boxes. These are required fields.

d. Use the drop-down list to choose Yes or No for Recipient Official
Signature on File.

e. NEMIS HMGP enters the current date, but you can edit the date if

necessary.

CAUTION: If NO is selected in the Signature on File question, you will not be
allowed to submit the application.

Click the Managing Recipient Review sub-tab if it is not grayed out (Figure
6-117). To add Managing Recipient Review information, complete Steps 3a -
3c.

Plan Information ] Preparation Information Managing RecipientReview IFEMA Review I

Sign electronically, as Preparer andfor Reviewer, for each Review Type by clicking the icon to the right of the

Preparer and Reviewer fields, or enter each field manually, including Review Date REVIEW
REVIEW TYPE PREPARER REVIEWER | ___DATE
ICATEX 1 REVIEW [SMITH, MATTHEW ZI SMITH, MATTHEW r—‘Lf'I 08/30/2002
ICOST EFFECTIVENESS REVIEW Jvindham @j pvindham E‘j 08/27/2002
ROJECT TYPE COMPLETENESS REVIEWW apleton E [SMITH, MATTHEW E 083072002
ROJECT CRITERIA COMPLETEMNESS REVIEVY indham = =mith, matthew o 121972002
ODE COMPLIANCE REVIEWY TAPLETON, CATHERINE @-’1 apleton m l 0872772002

Figure 6-117: Mitigation > Projects > Application Development >
Authorization > Managing Recipient Review Sub-tab
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a. For each Review Type, enter the Preparer and Reviewer names.

b. Click on the icon to the right of the Preparer and Reviewer box to have the

system automatically enter your User Name.

c. Enter the Review Date.

4. Click the FEMA Review sub-tab (Figure 6-118).

b:aHMEP APPLICATION: DISASTER #: 7519 FEMA PROJ #:4- APPLICATION ID: 24 AMENDMENT #: 0

Applicant Information I Proklem & Risk Data ! Project Info I Work Schedule i Cost Estimste l Match Sources l Cost Effectiveness I

Mairterance Assurance I Fublic Notice I Aftachments i Bligibility Review I Property Site Invertory | Lation

Application Status: Pending Application Submission Dete: | 08/03/2012
Final Project Approval Date: 00400,/0000 Application Received Date: | 00/00/0000

Plan Infomation | Preparation Information | bansning Fecipier Hevies FEMA Review I
Date Approval
Review Type RevieweriApprover Reviewed/Approved User Role Remdtn
Mitication Analyst appointed by HMO | l 00/00/0000  FEMA HMO
Cost Review | | 00MOM000 Cost Reviewer ]
MEPA& Documentaion Review | ! 00/00000  FEMA Environmentsl Reviewer
Laws/EOs Review [ | 00MOM000  FEMA Environmental Reviewer
Environmental Officer Review | ] 00000000 FEMA Environmental Officer |:|
Eligibility Review [ | comamnoo ma
FEMA Project Appraval Decision [ | comamooo - me 28]
Approval Decision Concurrence | | 00/000000  HMO D
Final Approval [ | 0OMOM000 HMO for Reional Director
Regional Directar | | 00000000 Final Project Approval D
Appeal 1 HQ
Appeal 2 HMO
Project Appeal Decision HMC

State HMGP Administrative Plan Spproved 7 O s @ Mo SF_424 received 7 O s @ Mo
Letter of Intert received 7 (1 Ves @ o FIC botified 7 (O Yes @hio

Public Mews Relsase Date - l 0000000

Save I Werity Amend I Close

Figure 6-118: Mitigation > Projects > Application Development >

Authorization > FEMA Review Sub-tab

Unit 7: Manage Eligibility Determination.

NOTE: The fields will auto-fill as information is entered by FEMA personnel in
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Task 16: Edit an Existing Project Application

NOTE: A project application can be edited up until FEMA has completed the
Eligibility Determination (Unit 7: Manage Eligibility Determination
Information).

NOTE: Once the project application has been approved or denied, the only task
permitted is to attach documents, as described in Task 11: Attach
Documents. To make other changes to an approved, denied, or withdrawn
project application, follow the instructions in Unit 8: Manage
Amendments.

1. On the MITIGATION menu bar, click Projects > Application Development.
A list of all projects (regardless of status) associated with the disaster number
is displayed (Figure 6-119).

I i Select Project: Application Development Disaster 7519

|Fema Proj Hr| Amendment ir| applic 0 | surix| ST | Region| Project Title | =

Ol ol O = O M = 0] O O Of =]

Relocation of 45 Homes in Adams County

Acquisition of 43 homes

|Sper:ia| Project

lAcquisitinn of 10 homes in Adams County

lAcquisitinn of 10 homes in Adams County

lAcquisitinn of 10 homes in Adams County
|Structura| Retrofit of ErA Office
IStructuraI Retrofit of EMA Office

I =l

Expand Sort I W= I Ok I Cancel |

I xprvlL)‘[' [AE Fgpeipming | | L=t |

Figure 6-119: Mitigation > Projects > Application Development >
Project List

el e B L

W@ = ;| ;M ] e W MRS
fru) peu] fpen] e n) fe)
=
1)
Ll b b B B A A A B B RS

2. Table 6-17 describes the information displayed on the Select Project screen.

Table 6-17: Select Project Data Fields

DATA FIELD INFORMATION DISPLAYED

Disaster Nr Official number assigned to the disaster by FEMA

FEMA Proj Nr Project application ID number assigned sequentially when
the application is submitted to FEMA.

Amendment Nr Sequential number assigned by the system. 0O is the
number assigned to the initial application, 1 is assigned to
the first amendment, etc.
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DATA FIELD INFORMATION DISPLAYED

Applic ID Number assigned by NEMIS HMGP or by the Recipient
when a new record is created

Suffix Type of funding requested. Codes include:
e R (Regular Project Funding)
¢ M (Recipient State Management Costs)
¢ F (Initiative Projects)
[ )

P (Planning Projects)

Auto-filled by the system after FEMA Mitigation staff
complete Task 3 in Unit 7: Manage Eligibility Determination.

ST Two-letter State code
Region FEMA Region Number
Project Title Description of the project application

3. Highlight the project that you wish to edit. Click the OK button.

4. The twelve tabs of Application Development are displayed. The Applicant
Information tab is displayed by default.

5. Click the tab of the application information that you wish to edit.

NOTE: To edit Cost Estimate and Match Sources information, follow the
instructions in Task 7, Step 7.

CAUTION: If you are editing a project application that has been submitted, you
need to alert FEMA to these changes because the project may be in the
review process.

HINT: To identify the Mitigation Analyst assigned to this project application, go
to Mitigation & Projects @ Eligibility Determination & In Process. Scroll to
the right to view the FEMA Reviewer for the applicable project

application. Contact that person via phone or email about the changes
you entered in the system.
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Task 17: Verify and Submit a Project Application

1. Click the Authorization tab. On the bottom left part of the tab, click the
VERIFY button.

2. If any required fields are empty, error messages will be displayed indicating
the missing field and the Application Development tab where you can enter
the missing information (Figure 6-120).

Yerify

. The Pre-calculated benefit must be entered For Cost Effectiveness
F  analysis data.

Figure 6-120: Pre-Calculated Benefit Missing Warning Message

3. Make the necessary corrections and click the VERIFY button again.

4. Table 6-18 provides a list of required fields and their location in Mitigation
>Projects> Application Development.

Table 6-18: Required Fields and System Location

REQUIRED INFORMATION APPLICATION DEVELOPMENT TAB

Recipient/Subrecipient Applicant Information
Project Type Project Info
Project Title Project Info
Counties Project Info
Congressional Districts Project Info
Community Name Project Info
Hazard Type Project Info

At least one Work Schedule Item Work Schedule

At least one Cost Estimate Item Cost Estimate

At least one non-Federal share Line Iltem Match Sources
Cost Effectiveness Information for each Cost Effectiveness
Community
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REQUIRED INFORMATION APPLICATION DEVELOPMENT TAB

At least one Property Inventory: Property Site Inventory

Owner, Structure Type, Property Damage
Category, Foundation Type

NFIP Info: Property Site Inventory > NFIP Info Sub-

Flood Source, Repetitive Loss Flag, Flood tab

Zone Code, Repetitive Loss Category

Environmental Checklist for at least one Eligibility Review >Env Checklist Sub-tab
Alternative

Authorized Applicant Agent and Authorized | Authorization
Recipient Official Names, Titles and
signatures on file

Project Reviewer Eligibility Review > OverviewSub-tab

Eligibility Determination Criteria - Applicant, | Eligibility Review> OverviewSub-tab
Project type, Project Criteria

Other Reviews - C/E Review, Code Eligibility Review > OverviewSub-tab
Compliance, Mt Plan Conformance

Approval Recommendation Eligibility Review >OverviewSub-tab

5. Table 6-19 lists attachments that are required for the project application.
Project applications may be submitted in NEMIS HMGP without these items
but these documents must be attached before FEMA's final approval in the
eligibility determination process (Unit 7: Manage Eligibility Determination).

Table 6-19: Required Project Application Attachments

DOCUMENTS ‘ TASK
History, Alternatives, Proposed | Task 3: Attach Problem & Risk Data
Actions
Project Description Task 4: Enter Project Information
Maintenance Assurance Task 9: Attach Maintenance Assurance Information

a. For any missing attachment, you will get the following warning
message (Figure 6-121) when you click the VERIFY button:
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Submit to FEMA |

The project dezcription must be attached prior to submizzion of thiz project. Please refer o
the Project [nfarmation tab. |F pow are unable to attach this you may sl submit the project

to FEMA and forward thiz attachment to the FE RS regional office via mail.

Figure 6-121: Missing Required Attachment Message

6. Click the OK button. A message that all checks were completed successfully
is displayed (Figure 6-122).

ity _____________________&|

All checks completed succeszfully, except ane or more reguired attachments [project
dezcription, maintenance, etc.] were not found. |F pou are unable o attach theze pou may

ztill zubmit the project to FERA and fonward these attachments bo the FERA regional office
wia mail.

Figure 6-122: Verification Complete Message
7. Click the OK button.

8. On the bottom left part of the tab, click the SUBMIT button. The Final
Submission dialog box is displayed (Figure 6-123).

NOTE: When you click the SUBMIT button, NEMIS HMGP will automatically verify
the application before displaying the Final Submission dialog box.

Submit To FEMA =]

& “'ou are about to submit the application to FERMA.

Are you gure that pou would like to continue?

Tes |

Figure 6-123: Final Submission Dialog Box

9. Click the YES button. The project application is submitted to FEMA. A
message is displayed that the work packet for the Receipt and Delegate task
in the Eligibility Determination process was created (Figure 6-124).
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submit to FEMA Eq

@ Warkpacket For Receipt and Delegate was succesfully created,

Figure 6-124: Work Packet Created Message

10.0n the bottom right part of the tab, click the CLOSE button.

NEMIS HMGP User Manual MR 3.19.01 Page 6-99



Unit 6: Manage the HMGP Application

September 2016

Task 18: Zero Out a Project

1. Click the Match Sources tab (Figure 6-125). Read the warning and click OK.

Total Project Cost Estimate: I $5,500

Applicant Information | Prablem & Risk Data | Praject Info |Wurk Schedule | CostEstimate  Match Sources |ch1 Effectivensss | Maintenance Assurance | Public Natice | Atta

Proposed Federal Share: 4025

Federal Share Percentage: | & % Proposed Mon-Federal Share: $1.375
Hon-Federal Funding 1of2
Source Agency Iana\ j Funds Availability Date | OFM 52001
Source Hame |Cr|y of &nna Funds Commitment Letter Date I 09/01 /2011
Funding Type : [Cash -I
Other Funding
Type Deacription |
% ot
tem hame Uit Gty Uit o1 Measure Unit Cst Total Cost ponFed
|cny funds to cover eligible expenses. | 1Ls 1000 | 1,000 | T3%
Source Agency |an | j Funds Availability Date | 06152011
Source Mame : [etams Courty Funds Commitment Letter Date : | 090172011
Funding Type : [ Administration -I
Other Funding
Type Descrition - |
% of
ttem Name Unit Gty Unit of Measure Unit Cost Tatal Cost Hon-Fed
[Etatiime to complete administrative vrork 25 [HR 15 875 [ 7%

Grand Total Cost 1,373 I 100%

Reference Cost Codes
’VPA(? HE Display |

Figure 6-125: Mitigation > Projects > Application
Development > Match Sources Tab

Mew Delets
Savs | “erify | Submit |

. Select an item by clicking inside any of the Non-Federal funding fields. On the
bottom left part of the tab, click the DELETE button.

Repeat Step 2 for additional items that you wish to delete.
Click the Cost Estimate tab and delete all line items.
. On the bottom left part of the Cost Estimate tab, click the SAVE button.

. Still in the Cost Estimate tab, click the NEW button. A new row for Cost
Estimate information is displayed.

Enter a line item with a Unit Quantity of "1" and a Unit Cost of "0."
. On the bottom left part of the tab, click the SAVE button.

. The message "Data has been saved" is displayed. Click the OK button on the
message box.

10.Click the Match Sources tab.
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11.0n the bottom left part of the tab, click the NEW button. A set of data fields for
Non-Federal Funding information is displayed.

12.Enter the information in the required data fields (boxes are shaded green). In
the Unit Cost column, you must enter "0."

13.0n the bottom left part of the tab, click the SAVE button. The message "Data
has been saved" is displayed.

14.Click the OK button on the message box.
15.0n the bottom right part of the tab, click the CLOSE button.
16. Verify that the task has been done correctly by completing the following steps.

a. On the MITIGATION menu bar, click on Projects>Eligibility Determination >
View All. The project list is displayed.

b. Select the project that has just been zeroed out. Click the OK button.

c. Click the Cost Review tab. The project dollar amounts should now be "$0."
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Task 19: Copy an Un-submitted Project to a More Recent Disaster

FEMA personnel with the HMO position now have the option of copying an un-
submitted application from one disaster to a more recent disaster. This will reduce or
eliminate the need to re-enter an application that was not funded in one disaster but can
be submitted to a more recent disaster for federal eligibility.

Users who are not FEMA personnel with the HMO position can either re-enter the
application in its entirety under the more recent disaster, or contact the FEMA regional
office for assistance.

If the user chooses to copy a project from one disaster to a more recent disaster, the
following prerequisites must be met:

e The status of the more recent disaster where the application shall be copied from
is OPEN. If the disaster is CLOSED, the system will generate the following
Project Copy message: You must select an open disaster to copy the
project.

e The status of the project that is to be copied must be OPEN. If the project
selected is CLOSED, the system will generate the following Project Copy
message: You must select an open project for the copy.

e The project that is to be copied must NOT be obligated. If the project selected for
copy is obligated for $1 or more, the system will generate the following Project
Copy message: There is already an accepted obligation for this project. This
project cannot be copied.

e The Recipient State or Tribe being used when copying for both the original
disaster and the more recent disaster must be the same. If they are not the
same, the system will generate the following ERROR message: You must use a
disaster declared in the same state when copying an application.

e The project must be copied to a disaster with a more recent declaration date than
the declaration date of the original disaster. If this is not the case, the system will
generate the following Project Copy message: You must select different
disaster with later declaration date to copy the project.

If every prerequisite above is met, the process to copy an application from one disaster
to another is as follows.

1. On the MITIGATION menu, select Projects > Application Development. Make
sure you are on the disaster where the original application is. When the
Application Development screen appears, select or highlight the project to be
copied, and then click on the COPY button (Figure 6-126).
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W Select Project: Application Development Disaster 9045
Ferna Proj Hr| Amendrment | Applic 10 | Sulfix| ST | Region| Project Title | B
| 2 | o [ 12 [P [Ms[ 4 Pran#i2
[ [0 [ 13 [P [Ms[ & [Plnad
[ 1% [ 0 [ 14 [P [MS[ 4 Panma
[ 155 [ o0 [ 15 [P [Ms[ 4 pLAN#15
[ [ 0 [ 1 [P [MS[ 4 Pln#ie
w7 [ o [ w [P [Ms[ 4 Pan#7
T [w [P [Ms[ 4 Pans7?
| ® [ 0 [ [P Ms[ 4 Pranwe
] [ [P [MS[ 4 [ranms
w9 [ © [18 [R [Ms[ & [Test Project for GPR 3.18
[ 19 [ 1 [ 18 [ R [MS[ & [Test Project for GPR 3.18
Project 10 be lransferred 1o S047 o]
Pt | Expand Son | —_— o | wew | ok | cowen |

Figure 6-126: Mitigation > Projects > Application Development > Copy

2. The Select Disaster screen will appear. Enter or select the new disaster number
to which the project is to be copied and select OK (Figure 6-127).

¥l select Disaster

E

—Select a disaster

Disaster: |9I34?| v|

Summary:

\

State: |MS 'I Declaration Type: [[_)R

Ok I Refrash

Figure 6-127: Mitigation > Projects > Application Development >

Copy > Select Disaster Screen

3. The following Project Copy message will be displayed: Subrecipient Mitigation
Plan Type, Subrecipient Mitigation Plan Title, Subrecipient Mitigation Plan
Approval Date, Subrecipient Mitigation Plan Expiration Date and Eligibility
Review — Overview tab information, will not be copied to the new

application.

4. Select OK. If successful, a message will be displayed confirming that the project
copied over to the new disaster with a new application ID (Figure 6-128).
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Project Copy

-
\_l 2 9045 Disaster and Application 99999 Copied ko Disaster 9047 new Application 10is 100000

Figure 6-128: Confirmation of Project Copied to a New Disaster

5. The project will now appear in the Select Project: Application Development
(Figure 6-129). Change the name of the project, add the Subrecipient plan
information, complete the eligibility review and make any additional edits before
submitting the project to federal eligibility.

“Select Project: Application Development Disaster 9047

Fema Proj NrI Amendment NrI Applic ID I Suﬁixlil Regionl Project Title I ;I
| 4 | i | 4 [P M| 4 JAdam County Multi-Hazard Mitigation Plan Update
| 5 | i | 5 [P |M3| 4 [The City of Bay Springs Multi-Hazard Mitigation Plan
| & | i | 6 [ F |M3| 4 |State of MZ Cade Program
| & | 1 | 6 [ F |M3| 4 |State of MZ Cade Program
[ 7« | o | 7 | R IMS| 4 [Testfor3.17.03
[ 7 | 1 | 7 | R IMS| 4 [Testfor3.17.03
| 7 | 2 | 7 [ R |MS[ 4 [Testfor3.17.03
| 7 | 3 | 7 | R IMS| 4 [Testfor3.17.03
| | 0 | 8 ] IMS | 4 REST# FOR3.17.03
| | 0 | [ IME | 4 [Transfer this Project to DR 9045 Test
0 | 100000 4 ed from DR 9045 to DR 9047
0 4 |Project to be transferred to 5047
Pririt | Expand Sort | Copy | e | ,TI Cancel |

Figure 6-129: Select Project: Application Development Screen
Showing Project Copied to the New Disaster
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References for Manage Project Application

Flood Zone Codes

Project Type Codes

Property Site Inventory - Hazard Types
Property Site Inventory - Property Actions
Available Reports
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Table 6-20: Flood Zone Codes

CATEGORY CODE DESCRIPTION

C, X Area of minimal flood hazards

B, X Area of moderate flood hazards

N Area of moderate mudslide (i.e., mudflow) hazards

AR Area of special flood hazard that results from the decertification of a
previously accredited flood protection system that is determined to be in
the process of being restored to provide a 100-year or greater level of
flood protection

A99 Area of special flood hazard where enough progress has been made on
a protective system, such as dikes, dams, and levees, to consider it
complete for insurance rating purposes

Al1-30, AE Area of special flood hazard with water surface elevations determined

A Area of special flood hazard without water surface elevations
determined

A0 Area of special flood hazards having shallow water depths and/or
unpredictable flow paths between one and three feet

VO Area of special flood hazards having shallow water depths and/or
unpredictable flow paths between one and three feet and with velocity

AH Area of special flood hazard having shallow water depths and/or
unpredictable flow paths between one and three feet, and with water
surface elevations determined

V1-30, VE Area of special flood hazards with water surface elevations determined,
and with velocity, that is inundated by tidal floods (coast high hazard
area)

\Y Area of special flood hazards without water surface elevations
determined, and with velocity, that is inundated by tidal floods (coast
high hazard area)

E Area of special flood-related erosion hazards

M Area of special mudslide (i.e., mudflow) hazards

D Area of undetermined but possible flood hazards

P Area of undetermined, but possible mudslide hazards

Other Specify in comments
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Project Type Codes
To see the list of Project Types available complete the following steps:

1. On the Mitigation menu bar, click Admin > Project Type Matrix Information
(Figure 6-130).

File Disaster Projects Funding Plans Repository|ndmin Window  Help

: Project Type Matrix Information Al+T
& 8 & I DL el
ot et Plans MEMIS B Project Matrix Administration Alk+1
Managing Recipient Agreement Roles Alt+a
Assigning Recipient Roles by Project Alk+5

Quarterly Report Al+3
Financial Reconciliation Report Alt+F
Benefit Cost Repart Alt+E
Cross Disaster Environmental Conditions Report  Alb+C

Letter/Memo Templates Alt+E

Figure 6-130: Mitigation > Admin > Project Type Matrix Information

2. A list of project types is displayed (Figure 6-131). You may use any that are
checked under the HMGP column. Check this table often because the
information is subject to change.

The table displays other pertinent information such as:

e Code descriptions

e Whether the code is a legacy code (i.e., a code use in pre—3.0 NEMIS
HMGP version releases)

e Whether the code requires a PSI

e Whether the code is applicable to HMGP, FMA, or the HMGP
Historical Database

e Predecessor code (for example, Code 90.1, Mitigation Plan —Local
Multi-hazard Mitigation Plan, is the predecessor of Code 91.1, Local
Multi-hazard Mitigation Plan)
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NEMIS ©~ eGrants eGrants Grant Type: I I

Proije T Matrix Information
NEMIS
Code Description Legacy [NEMIZ|ESENT| p1an | smc | umoe | Fma |NMEE] p1 | sLR | sctive Date | Exp
201.1 |Relocation of Private Structures - Riverine [m] N X |00 X|¥H X|XE&| O] ooiasm
201.2 |Relocation of Private Structures - Coastal (] O 0O X | X XK | X | K| otoiasol
201.3 |Relocation of Public Structures - Riverine = = = | HIXK EIEAE [1 | o1mo1/901
201 4 |Relocation of Public Structures - Coastal [m] < X | OO X4 X | K| = | o1misasor
201 .5 |Relocation of Private Structures - Erosion [ (=] | 1| ormoise01
201 6 |Relocation of Private Structures - Landslide [ = X | O O X|IO XK|XE&| )] o1oimso
201.7 |Relocation of Private Structures - Snow Avalanche [ = = | 1 O XK= ] | orm1s90
2018 |Relocation of Public Structures - Erosion [ X X | O 0 X|XK| XK|XE| ] oioasor
201.9 |Relocation of Public Structures - Landslide ] [=4] =4 (] ] (=] (1 | | 1] ormorms0
201 .10 |Relocation of Public Structures - Snow Avalanche [ ] = = L] [] & [] = = 1 | o1m011901
201 14A|RETRO - Relocation of Private Structures - Riverine ] =4 ] OO X |O| 0O O] O] otornso
201.24 |RETRO - Relocation of Private Structures - Coastal (] =a = OO X |O|0O O] 1] otoinaso
201 34 |RETRO - Relocation of Public Structures - Riverine (] =4 [} [(m ] < 1] 1] 3| &) o1moimso
201 .44 |RETRO - Relocation of Public Structures - Coastal = = = Olgl x|(Og|ldal ) oioinso
2021 |Elevation of Private Structures - Riverine O XX | O 0O X|XHK|XE| XK|_[]oto14901
202 .2 |Elevation of Private Structures - Coastal [ = = OO0 X | IX K| XE| B| ororasom
2023 |Elevation of Public Structures - Riverine [m] X O O X| X K| K| ] o1moasor
202.4 |Elevation of Public Structures - Coastal [ OO0 X | X XK| X 010141901
202.5 |Elevated Foundation Systemn - Pilot (P205-050-01 = = [ | g =a | | B4 | o1mo12010
202.1.4|RETRO - Elevation of Private Structures - Riverine [ ] OO0 X |0 0O 0O O] ooiagoen
202.24 |RETRO - Elevation of Private Structures - Coastal ] = ] ] ] =4 | - ] | o1o1/1901
202,34 |RETRO - Elevation of Public Structures - Riverine [] = ] ] ] <] (1] ] ] 1 | 01017901
202.44 |RETRO - Elevation of Public Structures - Coastal ] ] ] ] <] 1| O - ]| 0115901
2031 |Wet Floodproofing Private Structures - Riverine ] X |[O 0O X |XH| XK | XK | O] otoinsol
203.2 |wet Floodproofing Private Structures - Coastal [ = X IO 0D XIKX K| K| | oronason
203 3 |wst Floodproofing Public Structures - Riverine (] (] 1 [=4] [=4] 1 | 01014801
203.4 |wWet Floodproofing Public Structures - Coastal [mm] = N | O O NI X|XE| K| otoaso
203.14 |RETRO - Wet Floodproofing Private Structures - Riverine = = [ | g XK |IO Ol [1 | o101/1901
203 24 |RETRO - Wet Floodproofing Private Structures - Coastal [ [} (mE ] g O ] | o1m1:901
203.34|RETRO - Wet Floodproofing Public Structures - Riverine [mm] X | OO0 X |0O 0O 0| O] ooason
203.44 |RETRO - Wet Floodproofing Public Structures - Coastal (] [=4] [} OOl X |O OO0 &) otormsor
204.1 |Dry Floodproofing Private Structures - Riverine (Commercial) [ (R = 1 | o1mis901
204 2 |Dry Floodproofing Private Structures - Coastal (Commercial) = = =a | O HIXK XK EE B | o1mo1/901
2043 |Dry Floodproofing Public Structures - Riverine ] = = ]| [ < M XK | E&| ] orwonson
204 4 |Dry Floodproofing Public Structures - Coastal [ ] ] ] <] <] <] = = | o1mo14901
204 .5 |Dry Floodproofing Private Structures - Riverine (Residential-Historic) ] = = ] ] ] 1| 3 - 1 | 01012007
204 .6 |Dry Floodproofing Private Structures - Coastal (Residential-Historic) ] ] ] ] ] ] ] B4 | 01012007
204 .14 |RETRO - Dry Floodproofing Private Structures - Riverine (Commercial) ] ] 1| ] 1| ]| o1mo11901
204 .24 |RETRO - Dry Floodproofing Private Structures - Coastal (Commercial) L | = L | L | B L | [ ] 1 | o1m011901
204 34 |RETRO - Dry Floodproofing Public Structures - Riverine ] =4 ] OO X |O| 0O O8] &) ototnso
204.44 |RETRO - Dry Floodproofing Public Structures - Coastal = [ | g XK |IO| Ol [1 | o101/901
204 55 |RETRO - Dry Floodproofing Private Structures - Riverine (Residential-Historic) [} =< (] | O X |O|lOl O 1 | o1:01/2007
204 64 |RETRO - Dry Floodproofing Private Structures - Coastal (Residential-Historic) [ Oo|gala J OJ | O 7| o1mizo07
2051 |Retrofitting Private Structures - Wildfire [ = OO X |O|XK| )| 1] ototaso
2052 |Retrofitting Public Structures - Wildfire (] = = OO0 X |O X XE| 1] oronesom

Figure 6-131: Project Type Matrix
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Property Site Inventory - Hazard Types

Biological
Chemical

Civil Unrest
Coastal Storm
Crop Losses
Dam/Levee Break
Drought
Earthquake

Fire

Fishing Losses
Flood

Freezing

Human Cause
Hurricane

Land Subsidence
Mud/Landslide

Nuclear

Severe Ice Storm
Severe Storm(s)
Snow

Special events
Terrorist

Tornado

Toxic Substances
Tropical Cyclones
Tsunami
Typhoon
Volcano

Wind Storms
Other (Specify in

comments)
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September 2016

Property Site Inventory - Property Actions

Acquisition of Vacant Land
Acquisition/Démolition
Acquisition/Relocation
Elevation

Flood-proofed

Other (Specify in comments)
Safe Room/Wind Shelter
Seismic Retrofit

Wildfire Retrofit

Wind Retrofit
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Available Reports

To track and document the process of Managing Project Applications, the
following reports can be generated, as described in Unit 14 - Generate Standard
HMGP Reports:

e Project Cost Line Item Report
e Non-Federal Share Fund Report
e Property Site Inventory Report

e Application Development Report
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Overview

The NEMIS HMGP Manage Eligibility Determination process allows FEMA staff
to track the review and approval process for each HMGP project application
submitted for FEMA approval.

Table 7-1 provides an overview of the Manage Eligibility Determination process.

Table 7-1: Manage Eligibility Determination Process

ITEM DESCRIPTION

Purpose Review and determine project eligibility for HMGP funding

When does it After the Recipient has submitted the project applications
start?

Who does it? e FEMA Regional Hazard Mitigation Officers (HMO)
e FEMA Mitigation Analysts (MA)
e FEMA Headquarters Staff

¢ FEMA Regional Environmental Officer

How is it Execute 13 tasks:

5
done Task 1:  Access an Eligibility Determination Work Packet

Task 2: Execute Receipt and Delegate

Task 3A: Execute Application Completeness Review
Task 3B: Execute Withdraw or Void
Task 4: Execute Laws/Executive Orders Review

Task 5: Execute NEPA Documentation Review

Task 6: Execute Environmental Officer Review

Task 7: Execute Cost Review

Task 8: Execute Eligibility Review

Task 9: Execute Project Approval Decision

Task 10: Execute Approval Decision Concurrence

Task 11: Complete the Application Detail Tab

Task 12: Execute Final Project Approval Decision
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Work Packets

To manage the Eligibility Determination process workflow, NEMIS HMGP
provides system work packets. For each task in the Eligibility Determination
process, there is a system work packet. While the task is ongoing, the work
packet status starts out as "REVIEW." When the task gets completed, the work
packet status changes to "COMPLETE." The system automatically creates the
work packet for the next task. If concurrent tasks follow the completed task, a
work packet is created concurrently for each of the tasks.

Work packets follow the workflow sequence of the HMGP Eligibility
Determination process. The flow of the work packets can be bidirectional. If, at
several key points, a reviewer determines that a task needs to be reworked, the
direction of the workflow is reversed. The work packet is sent back to the
assigned user for rework and the status changes to "REWORK.”

Disaster Ho: 7519

2 Application ID: 11
LawsEDs Review Amendment Ho: 5
[EMYRY) Current Group: HMO
Bl }@_ i
Ervironmental
Officer Review
[EMWOF)
-J i @ __@ - P :}@ ;b@ :}%
Receipt Application MEPA, Project Approval Decision Final Project
Delegate Completeness Documentation Approval COncurrence Approval
[HKCY Revienn (hA]) Feviesw: (EMYRNT Decizion (kA [HRCY [HhCr)
:b%_ 1
Cost Review
[CSTRY)
|:| Current Role can process
|:| Current Role cannot process ;@— =
. Completed Work Flowe Step
@ Pending Yark Flovwe Step Eligikility: Revie ‘Change QrDUpE’ Cloze

[t

Figure 7-1: Eligibility Determination Work Packet Sequence

Figure 7-1 illustrates the Eligibility Determination process workflow in the system.
The diagram shows that after the Application Completeness Review task is
completed, the following four tasks are executed concurrently. Thus, the system
will generate the four work packets simultaneously.

e Laws/EOs Review
¢ NEPA Documentation Review
e Cost Review

e Eligibility Review
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The Project Approval Decision work packet provides an example of a possible
reverse flow. While completing that task, the reviewer may identify a need for
rework. Depending on which review needs reworked, the work packet can be
sent back to the Environmental Officer Review, the Cost Review, or the Eligibility
Review.

After projects are submitted for Federal eligibility, any changes made to the
project are verified to pass validation. If the steps taken do not pass validation,
an appropriate message is displayed.

While attempting to “complete work step” during the Federal eligibility a
notification of missing data may be received. It will be necessary to update the
project to include missing data to proceed with the Federal eligibility process. Any
attempts to improperly revise the application by removing required data will be
prohibited.

Table 7-2 lists the NEMIS HMGP Group ID and the workflow tasks that each
group is responsible for.

Table 7-2: Group ID - Work Packets Assignment Table

GROUP ID
ASSIGNED WORKFLOW TASKS

MT HMO

Receipt and Delegate

Approval Decision Concurrence
Final Project Approval

MT Analyst (MA)

Application Completeness Review
Eligibility Review

Project Approval Decision

MT Cost Reviewer (CSTRV)
Cost Review

MT Environmental Reviewer (ENVRV)
Laws/EOs Review
NEPA Documentation Review

MT Environmental Officer (ENVOF)
Environmental Officer Review
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Task 1: Access an Eligibility Determination Work Packet

1. On the MITIGATION menu bar, click on Projects > Eligibility Determination > In

2.

3.

Process (Figure 7-2).

File Disaster | Projecks Funding Plans Repository  Admin Window  Help

! application Development l |
entemenyo  Eligibility Determination » In Process
Wigty Al

Appeals
Field Surveys

Managemenkt
Checklist
Closeaut

Figure 7-2: Mitigation > Projects > Eligibility Determination > In Process

If you see this message, the project applications for the disaster have not yet
been submitted (Figure 7-3).

NO RECORDS FOUND | X|

.1 ) Nowork packets found For disaster number: 7519

|

Figure 7-3: No Work Packets Found Message

If project applications have been submitted, the Mitigation Work Packet List is
displayed (Figures 7-4 and 7-5). Table 7-3 describes the information
displayed on the screen.

NOTE: The Group ID of the current user is displayed on the top left part of the
screen.
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Work Packets for: HMO
Amend FEMA
Region Applicld Humber ProjHo State Workflow Description Status Project Title FEMA Reviewer
El 1
9 " 1 9 A Eligibility Review REVIEW 7512-02 La Paz County Multi-Jurisdictio
9 " 1 9 A Environmentsl Officer Review REVIEW 7512-02 La Paz County Multi-Jurisdictio
9 11 1 5 A7 Cost Review REVIEM 7512-02 La Paz County Multi-Jurisdictio
9 67 o 48 A7 Application Completeness Review  REVIEA Pima County Generator Phase Il
9 B 1 45 AZ Final Project Approval Decigion REVIEM Ridgeland School Creek st Fortuna Roa egarren
9 B4 2 44 AZ Final Project Approval Decigion REVIEM Ridgeland School Creek st Fortuna Ros ejordan
a 10 1 4 AL Application Completeness Review  REVIEW Pima County Generstar Phase Il
a a7 a 35 AL Cost Review REVIEW Hsncock County Community Shefters-h
9 a7 o 38 A Environmentsl Officer Review COMPLETE  Hancock County Community Shefers-
9 a7 o 38 A Eligibility Review REVIEW Hancock County Community Shefters-h
9 a5 1 33 AF Environmental Officer Review REVIEW Pima County Generatar Project
9 55 1 33 A7 Cost Review REVIEM Pima County Generator Project
9 a5 1 33 AZ Eligibility Review REVIEM Pima County Generator Project
9 18 2 27 AZ Receipt and Delegate REVIEM City of Bishee Fire Station Wind Retrofit
Figure 7-4: Mitigation Work Packet List - Left Side
=l
Previous Lol Application  Application
Reviewer Assigned Prompt PIO SF424 Submission Receipt Workflow
Userid Analyst Answer Hotification Hotification Date Date Queue Application Hame

EQarren 1 1) 1 09M 62013 09M 62013 MTELIGRWY  WT Eligibility Reviesy App
Egarren 1 o 1 09142013 091 B/20M 3 MTENYOFFCR  MT Env Officer App
EQarren 1 a 1 09M 6203 09N 6203 MTCOSTRYYY  MT Cost Review App
mbanfordd o a o 024042010 0M1MB2013 MTAPPLRAWWGE MT Application Review Spp
SACUNE 1 a 1 0zn1z2mo 0zn1z2mo MTFINAPRY G MT Final Project Apry App
maceved2 1 1) 1 021142010 az2r1/2mao MTFIMAPRY G MT Final Project Apre App
Egarren 1] 1] 1] 094352013 0913203 MTAPPLRMWWIG MT Application Reviews App
Bgarren 1 a 1 024 0/2010 07HE2010 MTCOSTRVAY  MT Cost Review Spp
BOETTEn 1 0 1 0211052010 07N62010  MTENYOFFCR  MT Env Officer App
Egarren 1 1) 1 02M 02010 O7MER20M0 MTELIGRMY  MT Eligikility Reviesw App
maceved2 1 0 1 0211102010 0211/2010  MTENYOFFCR  MT Env Officer App
maceved2 1 1) 1 02112010 oz2r4/2mao MTCOSTRMWYY  MT Cost Review App
maceved2 1 0 1 0211102010 021172010 MTELIGRMYY  MT Eligibiity Review &pp

o] 1) o] 06M 82013 MTRECDELG  MT Receipt Delegste App

Figure 7-5: Mitigation Work Packet List - Right Side

4. The box on the far left column of each row in the Mitigation Work Packet list
indicates the following:

e A green solid box means you can execute that work packet now.

e A green patterned box means you can execute that work packet once
other required workflow tasks are completed.

e A yellow solid box means that the work packet must be executed by a
user logged in with a different Group ID. You can view the information
however.
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Table 7-3: Mitigation Work Packet List Data Fields

DATA FIELD INFORMATION DISPLAYED

Region FEMA Region where disaster occurred
Dstr No FEMA disaster number
Applic ID Recipient project application number

Amend Number

Project application Amendment Number

FEMA Proj No

System-generated FEMA project application number when
project is submitted to FEMA

State

State where disaster occurred

Workflow Description

Current task in the Eligibility Determination process

Status

Work Packet status

Project Title

Project Title

FEMA Reviewer

For amendments, the person who executed the Project Approval
Decision of the project application for which this is an
amendment

Previous Reviewer User
Id

For amendments, the NEMIS HMGP user identification of the MA
who processed the original or previous project application

Assigned Analyst

The name of the MA designated to oversee the project
application’s eligibility review

Declaration Request
Letter Prompt Answer

Was the Declaration Request Letter received?
0 - No or Unanswered
1-Yes

Public Information
Officer Notification

Was the Public Information Officer notified?
0 - No or Unanswered
1-Yes

SF-424 Notification

Was the SF-424 received?
0 - No or Unanswered
1-Yes

Application Submission
Date

Date of project application submission in NEMIS HMGP

Application Receipt
Date

If the project application was submitted in NEMIS HMGP, same
as the Application Submission Date

If the project application was submitted in hard copy, date
received at the FEMA Regional Office

Workflow Queue Name

Internal system name for the workflow queue

Application Name

Work Packet name

NEMIS HMGP User Manual MR 3.19.01
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5. On the bottom part of the Mitigation Work Packet List screen, the following
buttons are available (Figure 7-6).

Whinrk Flow hag | Curtent Rolg iz Hido Chiange Grnupl Refresh | 0K Claze

Figure 7-6: Mitigation Work Packet List Buttons

6. On the bottom left part of the screen, click the WORK FLOW MAP button. A
graphic of the project application's work packets, their place in the eligibility
determination workflow, and your current Group ID is displayed (Figure 7-7). 6a-
6d describes the steps you can do on the Workflow Map Diagram screen.

\‘*Test project m I

Disaster No: 7512
Application ID: 1
Amendment Ho: 1
Current Group: MA

H—H-
Receipt

Application Approval Decision  Final Project
Delegate Completeness Concurrence Approval
(HMO) Review (MA) Decision (MA) (HMO) (HMO)
D Current Role can process
[] current Role cannot process |
I completed Work FlowStep &=~
[ Pending Work Flow Step {Change Group’ Close

Figure 7-7: Workflow Map Diagram

The squares in the diagram follow the legend below:

e Blue solid squares represent workflow tasks that have been
completed.

e Green solid squares represent workflow tasks that are ready for you to
execute.

e Yellow squares (solid or crisscrossed) represent workflow tasks that
you cannot execute with your current Group ID. You can however view
the work packet information.

e Squares with crisscrossed lines represent workflow tasks that cannot
be completed until other reviews are completed first.
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a. On the bottom of the Workflow Map Diagram screen, click the CHANGE
GROUP button. This allows you to change your Group ID without going
back to the MT Login process.

b. After you select your new Group ID, the diagram is refreshed
automatically.

c. From this diagram screen, you can choose to execute a work packet by
clicking on a green solid square. Remember, green solid squares
represent tasks that are ready for you to work on.

d. If you do not choose to execute or view any of the work packets in the
diagram, click the CLOSE button. The Mitigation Work Packet List is
displayed once again.

7. On the bottom right part of the Mitigation Work Packet List screen, the CHANGE
GROUP button is available. Clicking that button and selecting another group will
refresh the Work Packet List automatically.

8. Clicking the REFRESH button will update the Work Packet List.

9. You can choose to execute a work packet on the list by completing the following
steps. Make sure there is a green solid box on the far left column.

a. Highlight the work packet row that you wish to access.

b. On the bottom right part of the screen, click the OK button. The selected
work packet review screen is displayed.

10.You can choose to view a work packet on the list by repeating Steps 9a - 9b. You
have read-only access to work packet information if there is a yellow solid box on
the far left column. The Work Packet review screen will be displayed but you will
not be able to enter any information.

11.When the work packet review screen is displayed, the Mitigation Work Packet
List automatically gets minimized to the bottom left part of the screen. You can
display the list again by clicking the Restore button (Figure 7-8).

Figure 7-8: Minimized List Screen
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Task 2: Execute Receipt and Delegate

1. On the MITIGATION menu bar, click on Projects > Eligibility Determination >
In Process. The Mitigation Work Packet List is displayed (Figure 7-9).

T
Work Packets for: HMO Previous Lol
Amend  FEMA Reviewer  Assigned  Prompt P SF424.

Region Applicld Humber ProjHo State Workflow Description Status: Project Title FEMA Reviewer Userid Analyst  Answer Hotification Hotification

9 K 1 % AT CostReview REVIEW  Maricopa County Elevation oh Property- maceved2 1 i} 1

a K 1 2 A7 Hlighity Review REVIEW  Maricopa County Elevation oh Property- maceved? 1 i} 1

a K 1 2 A7 Environmental Officer Review REVIEW  Maricopa County Elevation oh Property- maceved? 1 i} 1

9 55 1 3 AL Cost Review REYEA  Fina Courty Generator Praject maceved2 1 0 1

9 55 1 3 AL Eligiblty Review REYEA  Fina Courty Generator Praject maceved2 1 0 1

9 55 1 3 AL Environmental Otficer Review REYEA  Fina Courty Generator Praject maceved2 1 0 1

9 5 1 45 AZ Project Approval Decision REWORK  Ridgeland School Creek # Fortuna Roa rwinning ACUNE 1 0 1

9 & 0 Kii} AZ Cost Review REVEWN  Hancack County Community Shefersh EYAITEN 1 0 1

9 & 0 Kii} AZ Eligiblty Review REVEWN  Hancack County Community Shefersh EYAITEN 1 0 1

9 & 0 Kii} AZ Environmental Officer Review COMPLETE  Hancack County Community Shefers-h EYAITEN 1 0 1

9 64 2 44 AZ Final Project Approval Decision ~ REVIEN  Rigeland School Creek &t Fortuna Roa gjordan maceved? 1 0 1

9 & 0 48 AZ Application Completeness Review  REVIEN  Fina Courty Generstor Phase I mhanford 0 0 0

P— | o ) ) -

Figure 7-9: Mitigation Work Packet List

2. On the top left corner of the screen, check that you are logged in with the
HMO Group ID.

3. Highlight the row of the project that says "Receipt and Delegate" under
Workflow Description. Check that there is a solid green box on the far left
column of the row.

4. Click the OK button. The Eligibility Determination screen is displayed with ten
tabs. The Overall Review tab is displayed by default (Figure 7-10).

Costlssues Comments| spplication Detail |

Regulatory Criteria

m Project conforms with State Mitigation Plan.
m Project benefits the designated area.

m Praoject conforms with environmental regulstions.

IN vl Project solves the problem independeritly ar
is & functional portion of the solution.

IN VI Project funds requested will not sukbstitute
for anather federal funding authority.

IN vl Project funds are not matched ar intended
to be matched with another federal authority .

Withdraw |

Woid |

Info
Application Status: Pending
Approval 00000000
ubmizsion: 09/25/2013
Received: 09/25/2015
Releaze: 00000000

Additional Criteria

m Codes Standards Ry
M =] P Review (DSR)
m Engineering Rewigw
M ] NFIRa Review
m HS Rewiew

IN VI Project is cost effective. * The benefit cost ratio is:I:I Iﬁ
] x| Cther

IN - I Cls
IN - I MFIP

] x| State Admin Plan
Eligibility Determination
I 'I Applicant

I vl Praoject Type

I vl Eligiibiility Criteriz

Amendment ChECk"Stl *This field is populated from the Cost Effectiveness tab

CID Mumber

Comtnunity Marme

179933 Statewide

Disaster Declared Areas
Place Code Place Mame

88031 Cook (County])
99177 Stephenzon (Courty)
99141 Ogle (County)
99015 Carroll (County]
99043 DuPage (Courty’)
99085 Jo Daviess (County)
S E——

Application Dew | Catmplete Yotk Step |

Eligiblity Review: HWO

Figure 7-10: Mitigation > Projects > Eligibility Determination > Overall

Review Tab
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5. On the bottom left part of the Overall Review tab, click the COMPLETE
WORK STEP button. The Workflow Receipt and Delegate dialog box is
displayed (Figure 7-11).

m\lmrkﬂuw: Receipt and Delegate [ X |
Receipt Date: | 06/17/2010
Mitigation Analyst: || ~|

Generate Letter
of Response: Yes ¢ No &

0K Cancel

Figure 7-11: Receipt and Delegate Dialog Box
6. Enter the information listed in Table 7-4.

Table 7-4: Receipt and Delegate Dialog Box Data Fields

DATA FIELD INFORMATION TO BE ENTERED

Receipt Date Date the project application was submitted to FEMA. The
system auto-fills the current date. Edit the date if necessary.

If the project application was submitted in NEMIS HMGP,
enter the same date as the Application Submission Date in
the Mitigation Work Packet List.

If the project application was submitted in hard copy, date
received at the FEMA Regional Office.

Mitigation Analyst Name of the FEMA Mitigation Analyst (MA) who will oversee
the eligibility review of the project.

NOTE: Other MAs will not be excluded from viewing this

project application.
Generate Letter of Should the system launch MS Word to generate a letter of
Response response to the Recipient? Click Yes or No.

7. Click the OK button. The Forward Work Packet Dialog Box is displayed
(Figure 7-12).
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@ Whark, packet will now be forwarded. . continue ?

................................

] Cancel

Figure 7-12: Forward Work Packet Dialog Box

8. Click the OK button. This will update the Receipt and Delegate work packet
status to "COMPLETE.” The next work packet in the workflow, Application
Completeness Review, will be created by the system. A Workflow Success
system message is displayed (Figure 7-13).

Workflow Success E3

‘_l .) Successfully created or updated the workpacket.

OK

Figure 7-13: Workflow Success Message

9. If you selected "Yes" in the Generate a Letter of Response data field, MS
Word is automatically launched with a form letter. The References section of
this unit provides a Sample Letter of Response.

a.

d.

e.

Type the project-specific data on the form letter. If your Region uses
another form letter, open the file for that other form letter.

Address the letter to the State Director or State HMO, depending on
Regional policy.

Save the document using the Save As feature, making sure to give the
letter a different file name.

Print the document.

Exit out of MS Word.

10.Back on the bottom right of the Overall Review tab, click the CLOSE button.
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11.0n the bottom left part of the screen, the Mitigation Work Packet List screen
remains minimized. Restore the screen by clicking the MAXIMIZE button (the
square icon). The screen is now maximized.

12.0n the bottom right part of the screen, click the REFRESH button. Notice that
the project application that just went through the Receipt and Delegate
process now says "Application Completeness Review" under Workflow
Description (Figure 7-14).

1 Work Packets for: WA Previous Lol
Amend  FEMA Reviewer  Assigned  Prompt ] SFa4
Region Dstrbio Applictd Mumber  ProjMo  Stale  Workflow Deseription Status Projeet Tithe FEMA Reviewer Userid Analyst Answer Holification Notification
9 w5 1 % AL CostRewiew REVEW  Mancopa Caunly Bievation oh Property- miacevedl 1 0 1
8 w2 B 1 % AL Eiphity Review REVEW  Maricopa County Elevation oh Froperty- maceved? i 1] 1
8 B 5 1 % AL EmrormerislOffcerReview REVEW  Maricopa County Blevation oh Property: Mmaceved? 1 0 i
3 1612 25 1 i AL Cost Feview REVEW  Fima County Generalor Profect macevedl 1 0 1
L S i ) 55 1 1 AL Elghity Review REVEW  Pma Courty Generstor Project maceved? 1 0 1
9. 55 1 n AL Envvirorenariil Cificer Raview REVEW  Pima County Generator Project maceved] 1 0 1
9 1 1 2 AL Project Apgicval Dectsion FEVEW  Test project bz 1 a 1
9 152 58 1 45 AL Cot Review' REVEW  Fidfpsland School Creek st Foruna Roa BACUNG 1 0 1
§ M2 % 1 45 AL Eighily Review REVEW  Fidgeland School Creek al Forluna Roa U { 0 1
§ w2 1 1 AL Finol Project Approvel Declsion  REVEW . W3MR11 Alocation fest peoject gmTen EgaTen i 0 1
| &7 il 4 AL Faceipt and Deiagite FEVEW  Pima County Generstor Phase i (] i L]
g 174 i 36 Appbcation Comphtenass Review 1} 1 (1}
a W2 W 1 53 AL Receid wnd Delagate REVEW.  Tempe Courthousss Wind Retroft 0 0 0
g M % 1 L AL Ervirocementel Officer Review FEVEW  Ridgeland School Creek at Fortina Roa BACUNG 1 0 H
8 M2 M 2 L AL Propect Approval Decision REVEW  Rioipeland School Creek af Fortuna Roa macaved? i i 1
il | M
Wk Flow Map Gwmgus] gkt [[ ok | oo |

Figure 7-14: Refreshed Mitigation Work Packet List
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Task 3A: Execute Application Completeness Review

1. On the MITIGATION menu bar, click on Projects > Eligibility Determination > In

Process. The Mitigation Work Packet List is displayed (Figure 7-15).

" Work Packets for: 4

Pravious Lol
Amend  FEMA Reviewer  Assigned  Prompt  PiO SF4
Region DstrMo Applicid Humber  Projlo State Worklow Deseription Stalus Prajeet Tile FEMA Reviewer Userid  Amlyst  Answer Nolifieation Natiicatio
§ M B 1 & AL CostRevew REVEW  Markcopa County Elevation oh Properly- micevedl 1 1 1
8 M B i 6 AL Eigbliy Revew REVEW  Maricopa County Bievation oh Froperty- maceved? 1 i 1
g M2 5 1 % AL Envrormentsl Officet Review  REVEW  Markiopa Counly Bxvation oh Property. M2 1 0 1
§ M2 5 1 i AL CodReview REVEW  Pima County Ganerator Projéct maceved? 1 0 i
3 TR 5% 1 k] AL EigtltyRevew REVEW  Prma County Genéeator Project aceved2 1 0 1
§ M2 % 1 kz) AL Enveormentel Officer Review  REVEW  PmaCounty Generator Project maceved? 1 0 1
8 w2 1 1 2 A7 Project Approval Decision REVEW  Testprojact s 1 9 1
1 oW % 1 ' AL CodRevisw REVEW  idpsland Schoal Creak a Fortuna Roa ey 1 1 1
§ MR &5 1 4 Al Eighlty Review REVEW  Ridgaland School Creek o Forfuna Roa BACLTIA 1 0 1
8 M2 2 i 1 AL FioolProject Aproval Decision - REVEW VMR Aocalion lest peoject L] TN 1 0 1
§ 182 6 i 4 AL Recept and Detagale REVEW  Pima Counly Ganerstor Phaze ] i 0
9 57 3B AL Apphcation Complelsnass Review Haneock Courly Commingy Shellars.b BATTEn 0 0 L}
§ W2 T 1 52 AL Receqpt and Desgale REVEW  Tempe Courthouss Wind Retroft 0 ] 0

Figure 7-15: Mitigation Work Packet List

2. On the top left corner of the screen, check that you are logged in with the MA
Group ID.

3. Highlight the row of the project that says "Application Completeness Review"
under Workflow Description. Check that there is a solid green box on the far
left column of the row.

4. Click the OK button. The Eligibility Determination screen is displayed with ten

tabs. The Overall Review tab is displayed by default (Figure 7-16).

Cost Issues Comments | Application Detail |

Laws/EDs | NEPA Pracess | CostReview | CostEfectiveness | Atrachments | Autharizations | General Comments |

Additional Criteria CID Number  Community Mame
IN vl Project conforms with State Mitigation Plan. M | Codes/Standards Ry 179999 Statewide
IN 'I Project benefts the designated area. M - | PW Review (DSR)
IN 'I Project conforms with environmertal regulations. M ~ | Engineering Review
[0 =] Project solves the problem indspendertly or N =] MFIR& Review
iz & functional portion of the solution. m HE Review
IN 'I Project is cost effective. * The benefit cost ratio |s:ﬁ m Other
IN 'I Project funds requested will not substitute = Disaster Declared &
for another federal funding authority W =] :“ ;ru e";m N reas
) m FMA lace Coce Place hlame
IN vl Project funds are not matched or intended 99031 Cook (County)
to be matched with another federal authority. M - | MFIP i N ——
fmend SIE:MO pending (il x| State Admin Plan 99141 Ogle (County)
i ication Status:
Withdraw P Reroat 00000000 Eligibility Determination 99015 Carroll (Courty)
Woid Submission: 0052013 - | Applicant 93043  DuPage (Courty)
Received: 03252013 | Project Type 93085  JoDaviess (Courty)
Release: 004000000 | Eligikility Criteria

Amendment Checklist | = This field is populated from the Cost Effectiveness tab

Application Dev I Complete Work Step |

Eligiblty Review Ma

Figure 7-16: Mitigation > Projects > Eligibility Determination > Overall Review Tab

5. On the bottom left part of the tab, click the APPLICATION DEV button. The
system displays the Mitigation > Projects > Application Development tabs for
that project (Figure 7-17).
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6.

|Puhlic Hotice: | Attachments |E|igmimy Review |Pmperty Site Invertory I Letilon | ASuthorization i Checkist |
|thlem & Risk Data | Project Info |Wurk Schedule i Cost Estimate | Match Sources | Cost Effectiveness |

ﬁalew\de State Code : [MS County Code o ﬁalewlde

Figs Place Codes:[ 0 Fatewide
—Sub-Recipient
e State Code: E Courty Code |1—Faams

FlpsP\aceCndel 1520 |Anna

Public Ertity i |

NFP Participation: [¥ «|  Last CAY Date: | 054152009

~Sub-Recipient Mitigation Plan
I Enable Manual Entry of Plan Data

Thers is no approved Sub-Recipient Mulltazard MESSION £ 4t 5 b Fecinient Link
Plan Type }DGE\ Muttihazard Mitigation Plan Plan meeting the: date criteris for this There

miust ke & mit fan !
sprol Dt [ 04nz2em3 [ o3ns017 e theas

proval date BEFORE

-~ Sub-Recipient Application Preparer

FONES‘ Lisa ‘
Manualy entered plans information will not be reflected in the Plan Feport
Save werify Armend Close

Figure 7-17: Mitigation > Project > Application Development

In the Application Development tabs, complete the following steps:

a.

Review the information in all the tabs for consistency, completeness, and
accuracy.

Click the Project Info tab.

i.  On the bottom half of the tab, click the Project Type sub-tab.

ii.  Note the Project Description(s) listed on the right-hand box. You will
need this information in Step 12.

Click the Cost Estimate tab. On the bottom right part of the tab, note the
answer to the question "Is the project part of the initiative?" You will need
this information in Step 12.

On the bottom right part of the Cost Estimate tab, click the CLOSE
button. The Overall Review tab of Eligibility Determination is displayed.

7. On the bottom left part of the Overall Review tab, click the COMPLETE
WORK STEP button. The Application Completeness Review dialog box is
displayed (Figure 7-18).
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h’i\a\'ﬂurkﬂuw: Application Completeness Review

Has the State HMGF Administrative Flan been Approved 7 Tes (¢ Ko

Has a Letter of Intent been Receivaed 7 = Yes = Mo

Has a SF_424 been Received 7 = ez {* Mo

Suffix Type Code:

Regular Laree
IMITIATIVE

Management
Project Planning

Figure 7-18: Application Completeness Review Dialog Box

8. To obtain the information for each of the questions in the dialog box, complete
steps 9 - 12.

9. Question: Has the State HMGP Administrative Plan been Approved?

a. On the MITIGATION menu bar, click Disaster > Overview > Recipient
Information tab.

b. In the middle section of the tab, the Recipient HMGP Administrative Plan
details are displayed.

c. If there is an Approval Date, the answer to the question is "Yes.”

10.Question: Has a Letter of Intent been Received?

HINT: You may also refer to the Governor's Letter of Request to check if
HMGP assistance was requested. If yes, this is equivalent to receiving
the State's Letter of Intent. If there is no Letter of Intent, AND, HUGP

assistance was not requested, contact your Regional MT Help Desk for
guidance.

11.Question: Has a SF-424 been received?

a. On the MITIGATION menu bar, click on Disaster > Overview. The eight
tabs of Disaster Overview are displayed.

b. Click the SF424 tab.

c. Locate the row of the correct Recipient/Subrecipient.
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d. If there is a number in the SF424 Number column, the answer to the
guestion is "Yes.”

HINT: If the SF424 Number column is blank, indicating that the SF424 has
not been received, contact your Regional MT Help Desk for guidance.

12.Question: Suffix Type Code

SELECT THE CORRECT SUFFIX TYPE CODE!

CAUTION: If the Suffix Type Code is entered incorrectly, it cannot be changed
in the Eligibility Determination tabs. The project application must
first be voided by the HMO (Task 2: Execute Receipt and Delegate
Review). Second, the Recipient must create a new project
application and submit it.

a. The drop-down selection list of Suffix Type Codes includes:

e Project Planning (P)
e Management (M)

e Initiative (1)

e Regular (R)

b. In Step 6b you obtained the Project Descriptions(s) for this project
application.

I. If the project description refers to a plan, the Suffix Type Code is
Project Planning.

ii. If the project description refers to management, the Suffix Type
Code is Management.

c. In Step 6¢ you obtained the answer to the question "Is the project part of
the initiative?" If the answer was "Yes,” the Suffix Type Code is Initiative.

d. If none of the conditions listed in Steps 12b and 12c apply to the project,
then the Suffix Type Code is Regular.

13. After you answer all the questions in the Application Completeness Review
dialog box, click the OK button.

a. If you selected "No" to any of the first three questions, the system confirms
if it should continue completing the work step (Figure 7-19).
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Application Completeness Review E3

g/ One or more of the following is set to NO, State Admin Plan Approval [ Letter of Interest [ SF424 flag ...continue ?

| oK I Cancel l

Figure 7-19: Continue Completing Work Step Confirmation Message

i. Click the CANCEL button to return to the Eligibility Determination -
Overall Review tab OR

ii. Click the OK button if you wish to continue. The Forward Work
Packet dialog box is displayed (Figure 7-20).

b. If you selected "Yes" for all the three questions in the Application
Completeness Review dialog box, the Forward Work Packet dialog box is
displayed (Figure 7-22).

Application Completeness Review E3

g/ Work packet will now be forwarded...continue ?

OK Cancel |

Figure 7-20: Forward Work Packet Dialog Box

14.Click the OK button in the Forward Work Packet dialog box. The Workflow
Success system message is displayed (Figure 7-21).

Workflow Success m |

-
\‘l ‘) Successfully created or updated the workpacket.

OK

Figure 7-21: Workflow Success Message

15.Click the OK Button. The Overall Review tab is displayed.
16.0n the bottom right part of the Overall Review tab, click the CLOSE button.

17.0n the bottom left part of the screen, the Mitigation Work Packet List screen
remains minimized. Restore the screen by clicking the Maximize Button (the
square icon). The screen is now maximized.

Page 7-18 NEMIS HMGP User Manual MR 3.19.01



September 2016 Unit 7: Manage Eligibility Determination

18.0n the bottom right part of the screen, click the REFRESH button. The project
application that just went through the Application Completeness Review process
now has four work packets displayed under the Workflow Description column
(Figure 7-22):
e Laws/EOs Review
e NEPA Documentation Review
e Cost Review

e Eligibility Review

Ebrghity Bevaw EVIEW Hancock County Commimis

AZ Receipt and Delegata REVIEW Pima County Genersior P

g 38
g 512 B7 o &5
a 1812 &7 ] 38 AL st Ry REVIEWW Hancock County Commur
4 T8z a7 0 8 AL Lovws ECs Reviaw REVEW  Hencock County Commir
4 1842 57 o = AL NEF#, Documentstion Review REVEEW  Hancock County Commur

Figure 7-22: Work Packets after Application Completeness Review

The project application is now ready to go through four work packets concurrently and
can be completed in any order. Refer to the following tasks for each of the three
processes:

e Task 4: Execute Laws/EOs Review

e Task 5: Execute NEPA Documentation Review

e Task 7: Execute Cost Review

e Task 8: Execute Eligibility Review

NOTE: Once the Application Completeness Review is complete, the project
amounts are added to the figures on the HMGP Budget Planning
screen. For details on this tab, refer to Unit 5, Task 8: Review Budget
Planning Information.
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Task 3B: Execute Withdraw or Void

HINT: At any point during the Eligibility Determination process, the project
application can be withdrawn or voided.

1. Follow Steps 1 — 4 from Task 3A above. The Eligibility Determination screen
is displayed with ten tabs. The Overall Review tab is displayed by default
(Figure 7-23).

Costlssues Camments | Application Detail |

LawsIEOsl MNEPA Process | CostReviewl Cost Effecliveness | Attachments | Authorizations | General Comments

Regulatory Criteria Additional Criteria CID Number  Community bame
IN hd I Project conforms with State Mitigation Plan. IN 'I Codes/Standatds R 179333 Stetewide
IN - l Project benefits the designsted ares. IN 'l P Review (DSR)
IN - I Project conforms with environmentsl regulations. IN 'I Engineering Review
IN - I Project solves the problem independently or IN 'I MFIRA Review:
iz & functional portion of the solution. m HS Review
IN - I Project iz cost effective.  * The benefit cost ratio is:ﬁ m Other
IN - I Project funds requested wil not substitute Iﬁ' Dicaster Declared A
for another federal funding sutharity . M e Pulsa grd et;lare i reas
Iﬁ ace Code Place Mame
IN - I Project funds are not matched or intended N 2 | iy
! ; 99031 Cook (County]
ta be matched with anather federsl authority. IN vl MFIP

99177  Stephenson (County)

A d it Info - 1] x| State Admin Plan a3t 41 Ogle (County)
withdraw | Application Status: Pending
X Eligibility Determination 99015 Carroll (County)
- Aparoval 00/00/0000 i
Yoid | bmission 092512013 I VI Applicant 99043  DuPage (County)
Received: 09/25/2013 | VI Project Type 990585 Jo Daviess (County)
Release: 00/00/0000 I 'I Eligikaility Criteria
Amendment ChBCk“Stl *This field is populated from the Cost Effectiveness tab. SR 2

Application Dev | Complete Waork Step | Eligiblity Fsvisw Ma

Figure 7-23: Mitigation > Projects > Eligibility Determination > Overall
Review Tab

2. On the bottom left part of the tab, in the Amendment Info section, the
WITHDRAW and VOID buttons are available (Figure 7-24).

Amendment Info

Withd;awl &pplication Status: Pending
. Approval: 00000000
ﬂl Submission: 09/2502013
Received: 09/23502013
Release: 00000000

Figure 7-24: Withdraw and Void Buttons

The WITHDRAW and VOID buttons both delete the project application from
the Eligibility Determination process.

a. Click the WITHDRAW button if the Recipient wishes to modify the project
application and resubmit it as an amendment. The project's Application
Status displays as "Withdrawn.”
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b. Click the VOID button if the Recipient has decided to permanently
withdraw the project application. The project's Application Status displays
as "Voided.”

c. Whichever button is selected (Withdrawn or Void), the following warning
message will appear. (Figure 7-25)

Confirmation of Void

1? / Al Wark Packets (if any are found) for this project will be deleted.... Continue?

| Ok, H Cancel ‘

Figure 7-25: Confirmation of Withdraw or Void warning

3. Select OK to continue with the withdrawal or void process.

NOTE: If the project being withdrawn or voided included a property site
inventory (PSI), the question, “is this property included as part of the
final project” will be set to NO for each property in the PSI. No
properties in the PSI of a withdrawn or voided project will be
considered to be missing required data during project closeout.
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Task 4: Execute Laws/EOs Review

1. On the MITIGATION menu bar, click on Projects > Eligibility Determination > In
Process. The Mitigation Work Packet List is displayed (Figure 7-26).

*Mitigation Work Packet List Disaster 1466
Work Packets for: ENVRY -]
Amend FEMA
Region Applicld Humber ProjHo State Workflow Description Status Project Title
El 23 1 19 L Eligikility Reviewn REWIEW Try again
5 B 2 E IL Environmental Officer Review: COMPLETE  lest2
El T o 7 L LawesEDs Review COMPLETE  “Project Application E
1 Lawws: ! Try agsin
El T o 7 L MEPA Documerntstion Review REWIEW “Project Application E
2 23 1 19 L MEPA& Documentstion Resview: REYIEWY Tty again
a5 8 o g8 L Project Approval Decision REYIEW “Project Application F
-
< | 3
Wyark Flowe Map | Current Rale iz ENYRW Change groupl Refresh | QK I Cloze

Figure 7-26: Mitigation Work Packet List

2. On the top left corner of the screen, check that you are logged in with the
ENVRYV Group ID.

3. Highlight the row of the project that says "Laws/EOs Review" under Workflow
Description. Check that there is a solid green box on the far left column of the
row. The Status says "REVIEW.”

4. Click the OK button. The Laws/EOs tab is displayed by default (Figure 7-27).

“Federal Eligibility DISASTER #: 1466 FEMA PROJ #: 19-R APPLICATIONID: 23 AMENDMENT #: 1

Costlssues Cummemsl Application Detail |

Overall Review LawsEOS |NEPA Frocess | Cost Review | Cost Effectiveness | Attachments | Authorizations | General Cummentsl

Laws/EQs Status Comments {4000] B

Coastal Barriers Resou

lean Wister Act (CWR)

oastal Zone Management Act (CTZhL) In Process

noangered Species Act (ESA) Completed

ish and Wildlite Coordination Act (FvCa) ot pplicable

stional Historic Preservation Act (NHPA) LI

lean Air Act (CAL] LI

Select Laws/FOs Usze Selzct Lawws/EOs button to add lavwes to screen -
4 | '

Conditions Required (1000} Monitoring Monitoring €
Law (Double Click to edit the Condition) Entered By Required Date
Add Condition Zo to Project Management screen to complete the Conditions after the Environmental Review is approved.
4] | _>|
All Envir LawsEOs Reviews C o

Application Dey | Complete Work Step I Laws/EOs Review ENVRY

Figure 7-27: Mitigation > Projects > Eligibility Determination >
Laws/EOs Tab

5. The top half of the Laws/EOs tab displays a list of Environmental Laws and
Executive Orders. For each item in the list, complete Steps 5a - 5e.
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a. Select the status of the project application with regards to the Environmental
Law or Executive Order. Select "In Process,” "Completed" or "Not
Applicable" (Figure 7-28):

Costlssues Comments | Application Detail |
Overall Review  Laws/EOs |NEPA Process | CnstReviewl Cost Effectiveness | Attachments | Authorizations | General Comments

Laws/EOs Status Comments (4000] -
Cosstal Barriers Resou
lean Water Act (CVWAY
ogstal Zone Management Act (CZMA) In Process
noangered Species Act (ESA) Completed
Mot Applicable

izh and Wildlife Coordination Act (FUCA)
stional Historic Preservation act (MHPA)
lean Air Act (CAL)

Select Laws/EQs Use Select Laws/EOs button to add laves to screen. _lLI
4 | »

Figure 7-28: Project Application Status of Laws/EOs

[E1E1

b. Double-click inside the Comments field to access the Comment Editor.

c. Inthe Comment Editor text area, enter comments relevant to the project
application and to the Law/EO.

d. Click the OK button. The comments you entered are now displayed on
that row. Your User Name, the date, and the time of entry are appended to
the end of the text (Figure 7-29).

Costlssuas Comments | Application Detail |
Overall Review Laws/EOs | MEPA Process | Cost REViEWl Cost Effectiveness | Attachments | Authorizations | General Comments
Laws/EQs Status Comments (4000 -
BRA) i | The CERA may or may not ke applicable to this
lean Water Act (CWVA) -
oastal Fone Management Act (CZMA) LI
noangered Species Act (ESA) LI
ish and Wildlife Coordination Act (FWCA) =l
stional Historic Preservation Act (MHPA) LI
lean Air At (CAR) =l
Select Laws/EOs Use Select LavwsiEOs button to add laws to screen. -
[l | »
Conditions Required (4000} Monitoring Monitoring C
Law {Double Click to edit the Condition) Entered By Required Date
Add Condition 50 to Project Management screen ta camplete the Canditions after the Environmental Review is approved
1 | |

Figure 7-29: Laws/EOs Tab with Comments Added

e. If you need to edit existing comments, click the EDIT button. The
Comment Editor is displayed. Repeat Steps 5c-5d.

6. In the middle left part of the tab, click the SELECT LAWS/EQOS button if you
need to add Laws/EOs to the list (Figure 7-30). Complete Steps 6a-6d.
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Costlzsues Comments | Application Detail |
Crvorall Review  LawsEOs INEPAFrntnss| CostReview | Cost Effectivaness | Attachments | Authorizabions | General Comments

Status

Coastal Darnérs Resources

il

Uge Select Laws B0 bultton 1o add s 1o screen -
| 0
Comnditions Requirad {4 Pt oo By Muondtoring
Lanst Doastsbe: Clich Do il the Condition) Enterad By Raquined Date

Figure 7-30: Select Laws/EOs Button

a. The Laws Selection window is displayed (Figure 7-31).
LowsSelectin ]

Code  Jurisdiction Hame
laHPa  [national _xllarcheclogical and Historic Preservation Act (AHPA)
EC13158 |National _»|EQ 13158 Marine Protected Areas
13061 [Mational = |EQ 13061; American Heritage Rivers
013089 |Mational = | EQ 13085 Protection of Coral Reets
11987 |Mational _w | EO 11957; Exotic Organizms
012699 [National _»|FO 12699; Seismic Retrofit
013045 | Mational ;"EO 13045: Protection of Small Children —
013112 [Mational = |EQ 13112 Invasive Species
A State  _w|[State Air Qualty Laws
=B State  _w|[State Burial Laws
[EFwEtH  [State | [State Fish, Wildife and Matursl Heritage Lavs
HW&SWY | State ;”State Hazardous Materials and Solid Waste Lavws
HP&A State ;”State Historic Preservation and Archeological Lavws
85 State  _w|[State Water and Soil Lawws
FH, Mational _w | E=sertial Fish Habitat Sct (EFHA]
TH Local ;”OTHER [enter specifics in related conditions section)
R4, National _w |}ild and Scenic Rivers Act (WSRA) Ll

-

oK I LCancel |

Figure 7-31: Laws Selection Window

b. Highlight the Law/EO that you wish to add.
c. Click the OK button.

d. The Law/EO is now added to the list on the Laws/EOs tab. Repeat Steps
5a - 5e for each Law/EO that you added to the list.

7. The bottom half of the Laws/EQOs tab displays the Conditions Required section
(Figure 7-32). For each condition required, complete Steps 7a - 7g.
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Costlssues Comments | Application Detail |
Overall Review Laws/EOs | MEPA Process | Cost Review | Cost Effectiveness | Attachments | Authorizations | General Comments
Laws/EQs Status C its (4000) -
ogstal Barriers Resources Act (CBRA) * | [The CBRA may or may not be applicable to this
lean Water Act (CWWA) =l
oastal Zone Management Act (CZMA] LI
ndangered Species Act (ESA) ;I
izh and Wildlife Coordination Act (FWCA) LI
ational Histaric Preservation Act (MHPA) =l
lean Air Act (CAL) =l
Uze Select Lavw=EOs hutton to add laws to screen. -
| »
Conditions Required {4000} Monitoring Monitoring C
Law (Double Click to edit the Condition) Entered By Required Date
Add Condition | Go to Project Managetment screen to complete the Conditions after the Environmerntal Review iz approved
d | o
All Envir Laws/EQS Revi Comp u

Figure 7-32: Conditions Required Section

a. On the bottom left part of the Laws/EOs tab, click the ADD CONDITION
button. A new row is added with your User Name displayed in the

Entered By column (Figure 7-33).

Costlzsues Commentsl Application Detail |

Owerall Review LawsEOs |NEPA Frocess | CostReviewl Cost Effectiveness | Attachments | Authorizations | General Comments

LawsEOs

oastal Barriers Resources Act (CBRA)

lean Wister Aot (CVA)

oastal Zone Management Act (CIMA)

noangered Species Act (ESA)

izh and Wildlife Coordination Act (FACA)

stional Histaric Preservation Act (NHPA)

lean Air Act (CAL)
Usze Select Laws/EOs button to add laves to screen.

Select Laws/EOs
4
Conditions Required {4000}

{Double Click to edit the Condition}

Add Condition |
|

Status Ci its (4000)  ~
In Proceszs ;I he CERA may or may not be applicable to this
El
E
|
El
El
El
-
| o
Monitoring Monitoring €
Required

Entered By Date

[T

o to Project Management screen to complete the Conditions after the Environmental Reviewy is approved.

| o

All Environmental Laws/EOs Reviews Complete [

Application Dey | Complete Wiark Step |

Law=/EDs Review EMWVEY

Cloze

Figure 7-33: New Row Added for Conditions Required

b.
Laws is displayed (Figure 7-34).

In the Law column, click the triangle. A drop-down list of Environmental
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“Federal Eligibility DISASTER #: 1466 FEMA PROJ #:19-R APPLICATION ID: 23 AMENDMENT #: 1

Costlssues Comments I Application Detail |
Overall Reviews  Laws[EOs |NEF‘A Process | Cost Review | Cost Effectiveness |Aﬂachments |Auth0rizatiuns GeneralCommentsl

Laws/EOQ= Status Comments (3000} &
oastal Barriers Resources Act (CBRA) In Process ;I he CBRA may or may not be applicable to this
lean Wyater Act (CWVA) =l
oastal Zone Management Act (CTWA) ;l
noangered Species Act (ESA) |
izh and Wildlife Coordination Act (PACA) ;l
lational Historic Preservation Act (MHPA) ;l
lean Air Act (CAL) k4|

Select Laws/EQs Use Select LawwsEDs button to add laws to screen -
« | 4

Conditions Required (4000} Monitoring Monitoring C
Law {Double Click to edit the Condition) Entered By Required Date
CBRA  a
YA
CIMA
ESA —ition %o to Project Mansgement screen to complete the Conditions after the Environmental Review is approved.
[ | 2
- All Environmental Laws/EQs Reviews Complete I_

Application Dev | Complete Work Step | Laws/EOs Review ENVRY

Figure 7-34: Environmental Laws Selection List

c. Highlight the Environmental Law that you wish to add conditions to the
project application for.

d. Inthe new row, click the EDIT button. The Comment Editor is displayed.

e. Inthe Comment Editor text area, enter the conditions required. Click the OK
button.

f. The newly-added required condition is displayed (Figure 7-35).

Costlssues Comments | Application Detail |
Overall Review Laws/EOs |NEPA Frocess | CostReviewl Cost Effectiveness | Attachments | Authorizations I General Commentsl

LawsE0s Status Comments (4000} &
oastal Bartiers Resources Act (CERA) In Process LI he CBRA may or may not be applicable to this
lean Water Act (CWA) R4
oastal Zone Management Act (CZMA) LI
noangered Species Act (ESA) -
ish and Wildlife Coordination Act (FPACA) ;I
stional Historic Preservation Act (MHPA) ;I
lean Air Aot (CAL) Ea

Select Laws/E0s Use Select LavwsECs hutton to add lsws to screen. _l;l
4 | 3
Conditions Required (4000} Monitoring Monitoring C
Law {Double Click to edit the Condition} Entered By Required Date
Add Condition | G0 to Project Management screen to complete the Conditionz after the Environmental Rewies iz approved.
1] | i

All Environmental Laws/EQs Reviews Complete |_

Application Dey | Complete Work Step | Laws/EOs Review ENVRY

Figure 7-35: Laws/EOs Tab - Conditions Required - Left Side

Page 7-26 NEMIS HMGP User Manual MR 3.19.01



September 2016

g. Scroll to the right to display the other Conditions Required data fields
(Figure 7-36).

Unit 7: Manage Eligibility Determination

Costlssues Comments I Application Detail |

Crverall Review LaWSJEOS|NEPAPrDCESS|CDStReview|CostEﬁectiveness Attachments | Authorizations | General Comments

Laws/EOs Status Comments (4000} I

CERA) In Process ;I he CBRA may or may nat be applicable to this project application.-EC Edit

4| Edit
ZMA) =l Edit

~| Edit
(FWCA) =l Edit
(NHP&) =l Edit

=l Edit
e Select LavwsEOs button to add laws to screen. ILI
Bl >
equired (4000} Monitoring Monitoring Comp d
dit the Condition) Entered By Required Date By

EGARREN ICl|

anagement screen to complete the Conditions after the Environmental Revievy iz approved.
Kl I

All Environmental Laws/EQs Reviews Complete |_

Application Deyv | Complete Wark Step | LawsEOs Review ENWVRY

Close

Figure 7-36: Laws/EOs Tab - Conditions Required - Right Side

8. The Laws/EOs Review process is considered complete if each Law/EO in the

list has a Status of "Completed” or "Not Applicable.” At that point, the system
allows you to click inside the All Environmental Laws/EOS Reviews Complete

checkbox located on the bottom right part of the tab (Figure 7-37).

Costlssues Cnmmentsl Application Detail |

Overall Review LawsiEOs |NEF'A Process | CostReviewl Cost Effectiveness | Attachments I Authorizations | General Comments

| Laws/EO0s
koas{al Barriers Resources Act (CBRA)

Status
|C0mple‘ted
Completed

Comments (4000} &
LI I'I'he CBRA may or may not be applicable to this

Cle: 1

oastal Zone Management Act (CZMA) Completed -

|Endangered Species Act (ESA) Completed ¥ |
||=ish and Wildlife Coordination Act (FWCA) Mot Applicable ¥ |
"\laﬁonal Historic Preservation &ct (MHPAY Completed v |
[lean Air Act (CARA) |Completed x|
Select Laws/EOQs Uze Select Laws/EDs button to add lsvws to screen. _lﬂ
1 | »
Conditions Required (4000} Monitoring Monitoring
Law {Double Click to edit the Condition) Entered By Required Date

ES& ﬂ The project needs to meet the following conditions

EGARREN

]

Goto Project Management screen to complete the Conditions after the Enwvironmental Reviesy iz approved.

4| | i

All Environmental Laws/E0Qs Reviews Complete |7

Laws/EQs Review ENVRY

Application Dey | Complete Work Step |

Cloze

Figure 7-37: All Environmental Laws/EOs Reviews Complete Checkbox
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CAUTION: If at least one of the Laws/EOs in the list has a Status of blank or
"In Process,” the system does not allow you to click inside the All
Environmental Laws/EOS Reviews Complete checkbox. The system
also displays the Status Review dialog box (Figure 7-38).

Caution
Theare sre stabis reviews that are in process ar blank within the Enviranmental LavwsfEO: lishad sbove, Checking bhis bas wall slter the dtabus of

! in-process reviews boindicate that in-process reviews are "completed”. Blank fizkds will defauk to read "Gen RywfNA", 1F you wish bo procesd, chede
wes, IF you wish to return bo the Envdronmental LawsECs kst to complete of change an ersdronmental LawfEC review status, chadkno.

ves | M|

Figure 7-38: Status Reviews Dialog Box

9. On the bottom left part of the tab, click the COMPLETE WORK STEP button.

CAUTION: If you click the COMPLETE WORK STEP button without clicking
inside the All Environmental Laws/EOs Reviews Complete
checkbox, the Completed Status validation message is displayed
(Figure 7-39).

Yalidation

L]
\__]_ J The Completed flag has to be checked before Forwarding.

OK

Figure 7-39: Completed Flag Validation Message

If the checkbox has been completed, the Forward Work Packet dialog box is
displayed (Figure 7-40).

Laws/EDs Review [ X

-
\_l ) This work packet will now be Forwarded. . .continue ?

OK I Cancel |

Figure 7-40: Forward Work Packet Dialog Box

10.Click the OK button. The Workflow Success Message is displayed (Figure 7-
41).
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Workflow Success E3

L]
‘_l ‘) Successfully created or updated the workpacket.

OK

Figure 7-41. Workflow Success Message
11.Click the OK button. The Laws/EOs tab is displayed.
12.0n the bottom right part of the Laws/EOs tab, click the CLOSE button.

13.0n the bottom left part of the screen, the Mitigation Work Packet List screen
remains minimized. Restore the screen by clicking the Maximize Button (the
square icon). The screen is now maximized.

14.0n the bottom right part of the screen, click the REFRESH button. The project
application that just went through the Laws/EOs Review process now displays
a status of COMPLETE (Figure 7-42).

Work Packets for: ERYRY
Amend FEMA

Region Applicld Humber ProjHo State Workflow Description Status Project Title
3 23 1 19 IL Cost Review REWIEWY Try again
3 5] 2 G L Cost Review COMPLETE  test2
3 T a 7 IL Cost Review REWIEWY “Project Application E
5 T 1] T L Eligilality Rewview CORMPLETE  “Project Spplication E
5 E 2 51 L Eligitality Revias REWIEWY test2
B 23 1 19 L Eligiklity Revieyw REWIEWY Try agsin
8 5} 2 G IL Environmertal Cfficer Review: COMPLETE  test2
T T a T IL Lawes/EQs Reviewy COMPLETE  “Project Application E
a3 23 1 19 Lan ey COMPLETE  Try again
3 T a 7 IL MEPA Documentation Review REWIEWY “Project Application E
5 23 1 19 L MEPA& Documentation Review REWIEW Try again
5 g 1] g L Project Spproval Decision REWIEWY “Project Applicstion F

Figure 7-42: Work Packets After Laws/EOs

Review
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Task 5: Execute NEPA Documentation Review

1. On the MITIGATION menu bar, click on Projects > Eligibility Determination >
In Process. The Mitigation Work Packet List is displayed (Figure 7-43).

Work Packets for: ENVRY —
Amend FEMA Reviewer Assigned

Region Applicld Humber ProjHo State Worlkdlow Description Status Project Title FEMA Reviewer Userid Analyst

5 1 13 I Cost Review REVIEW Ty again agarren

9 1 2 B [N Cost Review COMPLETE  test2 BGArTEn

E T a 7T [N Cost Review REWIEW “Projiect Application E BGATEN

3 T a 7 [N Eligiblty Reviewvy COMPLETE  “Project Application E BGATEN

k1 1 2 [ [N Eligiblty Rewview REVIEW test2 egarren

k1 23 1 19 [N Eligiblty Rewview REVIEW Try again egarren

5 & 2 B I Environmental Otficer Review: COMPLETE  test? BOEITEN

5 T ] 7 I Laws/EOs Review COMPLETE “Project Application E agarren

5 23 1 19 L Laws/[EOs Review COMPLETE  Try again Bgarren

9 T a 7T [N MEP& Documentation Review REWIEWY “Proiect Application E BGArTEn

23 1 1 MEFP& Documentatic EViEw Try auain
3 = a g [N Project Approval Decision REWIEW “Project Application F maceved2

Figure 7-43: Mitigation Work Packet List

2. On the top left corner of the screen, check that you are logged in with the
ENVRYV Group ID.

3. Highlight the row of the project that says "NEPA Documentation Review"
under Workflow Description. Check that there is a solid green box on the far
left column of the row. The Status says "REVIEW.”

4. Click the OK button. The NEPA Process tab is displayed by default (Figure
7-44).

Costlssues Comments' Applic
Overall Review | Laws/EOs NE Cost Review | CostEffectiveness | Attachments | Authorizations | General Comments

Indicate Level of Review

FEMA Status
| ]| Mo NEPA determination: User wiust seloer a level of review and stanus.
Conditions Required (4000} Monitoring Monitoring Completed
(Double Click to edit the Condition) Entered By Required Date By
Add Condition G0 to Project Management screen to complete the Condtions after the Erwironmental Reviewy is approved.
| o
Comment:

Append I View I
Application Dey | Complete Work Step | MEPA Documentation Rewiew EMYRY

Figure 7-44: Mitigation > Projects > Eligibility Determination > NEPA
Process Tab

5. The top portion of the tab is the Level of Review section. Select one of the
following from the FEMA Status drop-down list. Depending on your selection,
the top right section displays a different set of data fields and buttons.
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Proceed to the indicated Step Number for instructions specific to the selected
FEMA Status.

e Catex Completed - Step 6

e Environmental Impact Statement - In Process - Step 7
e Environmental Impact Statement - Completed - Step 7
¢ Environmental Assessment - In Process - Step 8

e Environmental Assessment - Completed - Step 8

6. If you selected "Catex Completed” for FEMA Status, complete Steps 6a - 6i.

a. The top right part of the NEPA Process tab displays the following (Figure
7-45).

Costlssues Cummentsl Application Detail |

Overall Review | Laws/EOs MNEPA Process |CostReview Cost Effectiveness | Attachments | Authorizations | General Commentsl

Indicate Level of Review

Extracrdinary Circumstance Ref | Select Applicable 10.8 (o) CATEX(=) |

Faon expracrdinary civeumstance exists and lsads o o
sgnificant emvironmental impoct (tee $4CFR 108 (d) 0 CATEX Type Code
(31 an Fnviron Assesment shall be prepared.

'- Mo Extraordinary Circumstances Requiring an EA.

Documentstion Complete EDIDDIDDDD hd I

Fleaze indicate what extraordinary circumstances were considered inthe MEPA tab's commert area. ﬂ—l LI
Conditions Required (4000} I d ing itoring Comp!
({Double Click to edit the Condition) Entered By Required Date By
Add Condition I Goto Project Management screen to complete the Condiions after the Environmertal Review s approved.
« | |
Comment:

Append Yiew
pplesiEn By | Complete Wrk Step | MER& Documertation Review ENVRY

Figure 7-45: FEMA Status - Catex Completed

b. Click the EXTRAORDINARY CIRCUMSTANCE REF button. The
description of ten extraordinary circumstances is displayed (Figure 7-46).
Note the instruction to use the NEPA Process tab's Comment area.
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Q'a MEMIS Yersion 3.20.00 04,/28/2017

Extraordinary circumstances that may have a significant environmental impact include:

(i) Actions with & high level of public cortrover sy, sole or principal drinking water aguifers;

(i) Employment of unproven technology with potertial adverse
effects ar actions involving unigue ar unknown
environmental risks;

(iv) Presence of endanaered or threstened species or their
critical hahitat, or archeological, cultural, histarical or other

(vi] Presence of hazardous or toxic substances &t levels
wehich exceed Federal, state or local regulstions or
standards requiring action or attention;

(i1 Grester scope or size than normally experienced for a (wii) Actions with potertisl to atfect special status areas adversely
particular category of action; ot ather critical resources such as wetlands, coastal zones,
wildiife refuge and wilderness areas, wild and scenic rivers,

(wiii) Potertial for adverse effects on health or safety;

(1) Potential to violste & Federal, State, local or tribal e or
requirement imposed for the protection of the environment;

protected resources; () Potential for significant cumulative impact when the proposed
action is combined with other past, present and ressonskly
() Potential for degredation, even though slight, of already foreseeable future actions, even though the impacts of the
gxisting poar environmental coneitions; proposed action mat nat be significant by themseves;

Flease Indicate what extraordinary circomstances wete considered In the NEFS tab's comment area.

Close |

Figure 7-46: FEMA Status - Catex Completed: Extraordinary

Circumstances Reference

c. Click the CLOSE button.

d. Click the SELECT APPLICABLE 10.89(d) CATEX(s) button. The Catex

Categories window is displayed (Figure 7-47).

Add »

&‘a Catex Categories
CATEX Codes Selection List Current CATEX Codes Applicable
19 CATEX Type Code A 1 CATEX Type Code

2. Preparation, revision and adoption of regulstions and
documents (i) Add Al >
3. Studies that involve no commitment of resaurces (i)

1. Administrative action

I

4. Inzpection, enforcement, and monitaring activities (iv)
5. Training activities and operstionsl exercizes (v)

6. Procurement of goods and services (vi) < Delete

i

< Delete Al

hd
Check CFR for the full wording of each code
before selecting a code

oK Cancel

Figure 7-47. CATEX Categories

e. On the left side of the window, select the CATEX Type Codes you wish to

add. Click the ADD button.

f. The CATEX Type Codes are now displayed on the right side (Figure 7-

48).

Page 7-32 NEMIS HMGP User Manual MR 3.19.01



September 2016 Unit 7: Manage Eligibility Determination

\'a Catex Categories

CATEX Codes Selection List

17 CATEX Type Code
1. Administrative action

Current CATEX Codes Applicable

3 CATEX Type Code

4. Inspection, enforcement, and monitoring activities (iv)

| Add Al » |

2. Preparation, revision and adoption of regulstions and
documents (il

3. Studies that involve no commitmert of resources il

5. Training activities and operational exercizes (v)

E. Pracurement of goods and services (vi)

7. Acquisition, demolition and remowal of properties (vil)

< Delete |
_<Ddatedd |

< Delete &l

5. Acquisition or lease of existing facility (vii)

£

Check CFR far the full wording of each code |

hetore selecting & code 0K Cancel

Figure 7-48: CATEX Categories Added

Click the OK button. The added CATEX Categories are displayed on the
NEPA Process tab.

If applicable, click inside the No Extraordinary Circumstances Requiring
an EA checkbox.

i. Enter the Documentation Complete date. Clicking the triangle displays a
calendar where you can select the date to auto-fill the field (Figure 7-49).

Costlssues Comments | Application Detail |

Crverall Review | LawsiECs MEPA Process |CostReview| Cost Effectivenass | Attachments | Authorizations | General Comments'
NIUIGdLE LEVE] Ul HEVIEW
FEMA Status
|Catex - Campleted

Extraordinary Circumstance Refl Select Applicable 10.8 (d) CATE}{(S)'

Ifan exmacrdinary civoumstance exists and leads 10 o
significant environmental impact (see $4CFR 108 (d)

=

(51 an Environ. Assesment shall be prepared.
r Mo Extraordinary Circumstances Requiring an EA.

Documentstion Complete ﬁDIDD.I’DDDD = '

3 CATEX Type Code =

4. Inspection, enforcement, snd monito

vI
Please indicate what exdraordinary circumstances were considered in the MEPA ﬂ December 2013 ﬂ 4 | | »
SuMo TuWeTh Fr Sa [ o
Conditions Required (4000} 3 2 2z 15 68 7 [™ Monitoring Completed
{Double Click to edit the Condition} ed Date By

8 9 10 11 12 13 14
15 16 17 18 13[20 21
22 23 24 /5 26 27 28
Add Condi‘tionl Goto Project Management screen to complete the Con 29 30 31 eviewy is approved.

4] |

Comment:

Append | Yiew |

Application Dey | Complete Waork Step |

MEPA Documentation Reviews ERYERY

Cloze

Figure 7-49: Calendar for Documentation Complete Date Field

7. If you selected "Environmental Impact Statement - In Process" or

"Environmental Impact Statement - Completed"” for FEMA Status, complete
Steps 7a - 7c.

a. The top right part of the NEPA Process tab displays the following (Figure
7-50).
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8.

Costlssues Comments | Application Detail |
Cverall Review | LawsiEQs NEPA Process |0051Re\riew Cost Effiectivenass | Attachments |Authnrizations | General Comments

Indicate Level of Review

Publication of Motice of Intent ta Prepare EIS FDIDDIDDDD - '
Record of Decision (ROD) FDIDDIDDDD V'

Monitoring Completed
Date By

Conditions Required (4000} Monitoring
(Double Click to edit the Condition) Entered By Required

Figure 7-50: FEMA Status - Environmental Impact Statement

b. Enter the date for Publication of Notice of Intent to Prepare EIS. Clicking
the triangle displays a calendar where you can select the date to auto-fill
the field.

c. Enter the date for Record of Decision.

If you selected "Environmental Assessment - In Process" or "Environmental
Assessment - Completed” for FEMA Status, complete Steps 8a - 8e.

a. The top right part of the NEPA Process tab displays the following (Figure
7-51).

Costlssues Comments | Application Detail |

Overall Review | Laws/ECs NEPA Process |CustReview| Cost Effectivaness | Attachments | Autharizations | General Cummentsl

UG LEVE] Ul KEVIEW

FEMA Status

Enyironmental .

Draft EA Date ﬁDIDDIDDDD d Firal EA Date EDIDDIDUUD d
Final Public: Motice 0000000 - Finding of Mo Significant EDIDD."DUUU ;l

Publication Date Impact (FOMSI
(Initisting Public Comment of E4)
Conditions Required (4000} Monitoring Monitoring Completed
(Double Click to edit the Condition) Entered By Required Date By

Figure 7-51: FEMA Status - Environmental Assessment

b. Enter the Draft EA Date. Clicking the triangle displays a calendar where
you can select the date to auto-fill the field.

c. Enter the Final EA Date.
d. Enter the Final Public Notice Publication Date.

e. Enter the Finding of No Significant Impact (FONSI) date.
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9. The middle portion of the NEPA Process tab is the Conditions Required

section (Figure 7-52).

Costlssues Comments | Application Detail |

Crverall R eview | LawsiECs MEPA Process |CostReview CostEffectivenass | Attachments |Auth0rizati0ns | General Commentsl

Indicate Level of Review

Extraordinary Circumstance Ref | Select Applicable 108 (d) CATEX(=) |

Ifan extracrdinary civeumstance exists and leads 0 a
significant environmental impact (see S4CFR 108 (d) 3 CATEX Type Code -
(3)), an Envivon, Assasmant shall bs prepared.

l- Mo Extraordinary Circumstances Recuiring an EA. . ISypEEilan, Emifa e, Ei Wi

Documertation Complete PO00N000 = _|LI
Pleaze indicate what extraordinary circumstances were considered in the NEPA tab's comment area. il—l E
Conditions Required (4000} itoring ftoring Comp d
{Double Click to edit the Condition} Entered By Required Date By
Add Condition | o to Project Management screen to complete the Conditions after the Environmental Review iz approved.
« | i
Comment:

Append | Yiew |
——— | Complete Wark Step | MEPS, Documentation Review ENYRY

Figure 7-52: NEPA Process Tab - Conditions Required Section

To add a condition, complete Steps 9a - 9g.

a. Click the ADD CONDITION button. A new row is added to the Conditions

Required section with your User Name displayed in the Entered By
column.

b. Double-click inside the Conditions Required field. The Comment Editor is
displayed.

c. Inthe Comment Editor text area, enter the description of the conditions
required. Click the OK button.

d. The conditions are displayed on the NEPA Process tab.
e. If applicable, click inside the Monitoring Required checkbox.

f. If applicable, complete the Monitoring Completed Date and Monitoring
Completed By data fields.

g. Figure 7-53 shows a condition required that has been added to the NEPA

Process tab.
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Costlssues Comments I Application Detail |
Overall Review | Laws/EQs MNEPA Process |CostReview CostEffectiveness | Attachments |Auth0rizati0ns | General Commentsl

Indicate Level of Review
FEMA Status

Extraordinary Circumstance Ref I Select Applicakle 1008 (d) CATEX(=) |

- Completed IFan expraordinayy civcumstance exists and leads to a
significant envirowmental impact (see $CFR 10.8 () 3 CATEX Type Code -
(3L am Environ. Assesment shall be prepared.

l- Mo Extraordinary Circumstances Reguiting an EA.

4. Inzpection, enforcement, and monito

Documentstion Complete PO0O000 = _|LI
Please indicate what extraordinary circumstances were considered in the NEPA tab's comment area. —I—" 4
Conditions Required (1000} Monitoring Monitoring Completed

puble Click to ed
plication must meet the following conditions in o

Entered By Required
Er 0o

Add Condition | o to Project Management screen to complete the Conditions after the Environmental Reviewy iz approved.
| | i
Comment:
Append Yiew I
spplication Dev | Complete YWork Step | MEP& Documertation Revisw EMYRY

Figure 7-53: NEPA Process Tab - Conditions Required Added

10.The bottom portion of the NEPA Process tab is the Comment section. To
add, view or append comments, complete Steps 10a - 10g.

a.

b.

Double-click inside the Comment field to access the Comment Editor.

In the Comment Editor text area, enter your review comments. Click the
OK button.

The comments are displayed on the NEPA Process tab. The system adds
your User Name, the Date, and the Time of the entry at the end of the
comments.

To view comments previously entered that are not displayed in full, click
the VIEW button.

To append to the original comments, click the APPEND button. The
Comment Editor is displayed.

In the Comment Editor text area, enter additional comments. Click the OK
button.

Both comments are now displayed on the NEPA Process tab (Figure 7-
54).
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CostIssues Comments | Application Detail |
Overall Review | Laws/EQs MEPA Process |CustReview CostEffectiveness | Attachments |Authurizatiun5 | General Cummenlsl

Indicate Level of Review

FEMA Status Extraordlinary Circumstance Ret | Select Applicable 108 (o) CATEXs) |
|Cate>< - Completed =] Ifam exmacrdinary cireumstance exists and leads 10 a
significant environmental impact (ree FACFR 10.8 (&) 3 CATEX Type Cote -

(3)). an Bnvivon Assesment shall b prepaved.

r Mo Extraordinary Circumstances Reguiring an EA. 4. Inspection, enforcemert, and monito

Documentation Complste ISDJDDJDDUD d _lj
Pleaze indicate what extraordinary circumstances were considered in the MEPA tab's comment area. J—I‘ E
Conditions Required (4000) Monitoring Monitoring Completed

Double Click to edit the Condition Entered By Required
This project application must meet the folowing conditions in o EGARREM O

Add Condition G0 to Project Management screen to complete the Conditions after the Environmental Review i approved
] [ =
Comment: [ATEK completed -EGARREN-1202002013 1718 GMT ;I
=l

View
Application Dev | Complete Work Step | MEP& Documentstion Rewiew ENWERW

Figure 7-54: NEPA Process Tab - Comments Added

11.1f you wish to attach any NEPA Process documentation, click the
Attachments tab. You are strongly urged to read and follow the instructions
in Appendix A: Attach Documents. The Attachments are now displayed in
the Attachments tab (Figure 7-55).

Costlssues Comments |

Overall Review l Lawss’EOsl NEPA Process l Cost Reviewl Cost Effectiveness ~ Attachments lAuthorizations ] General Comments]

Docume nthpe Document Title

Document Status

Aitach Docoments | Wiew

Document will be viewable only when document status is 'Document archival process complete'.

Figure 7-55: Attachments Tab - Document List

12.When you are done attaching documents, click the CLOSE button on the
bottom right part of the Attachments tab.

NOTE: Allow up to one hour to retrieve and view newly attached documents.

13.Click the NEPA Process tab.
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14.The NEPA Documentation Review process is considered complete if the
FEMA Status field on the top left part of the NEPA Process tab has one of
the following values. All fields to the right of FEMA Status must also be
completed.
e "Statex-Completed"
e "Catex-Completed"
e "Environmental Assessment-Completed"

e "Environmental Impact Statement-Completed"

15.0n the bottom left part of the tab, click the COMPLETE WORK STEP button.
If the NEPA Documentation Review process is not complete, the Completed
Status validation message is displayed (Figure 7-56).

Yalidation E

Ll
ﬁ__]_ l) The Completed status has to be selected before forwarding.

OK

Figure 7-56: Completed Status Validation Message

16.1f the NEPA Documentation Review process is complete, the Forward Work
Packet dialog box is displayed (Figure 7-57).

NEPA Documentation Review | X

A / This work packet will now be forwarded. ..continue ?

OK I Cancel |

Figure 7-57: Forward Work Packet Dialog Box

17.Click the OK button. The Workflow Success Message is displayed (Figure 7-
58).
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Workflow Success Ed

-
___‘l ‘) Successfully created or updated the workpacket.

OK

Figure 7-58: Workflow Success Message
18.Click the OK button. The NEPA Process tab is displayed.

19.0n the bottom right part of the NEPA Process tab, click the CLOSE button.

20.0n the bottom left part of the screen, the Mitigation Work Packet List screen
remains minimized. Restore the screen by clicking the Maximize Button (the
square icon). The screen is now maximized.

21.0n the bottom right part of the screen, click the REFRESH button. The project
application that just went through both the Laws/EOs Review and the NEPA
Documentation Review process now displays "Environmental Officer Review"
under Workflow Description (Figure 7-59).

Amend FEMA
Region Applicld Humber ProjHo State Workflow Description Status Project Title

5 23 1 19 L Eligiblity Rewview: REYIEW Try again

a3 T u] 7 L Eligiblity Review: COMPLETE  “Project Application E

5 2 1 Environmental Officer = Try again

5 5} 2 B IL Environmental Officer Reviesw COMPLETE  lest2

5 T u] 7 L LawysEOs Review COMPLETE  "Project &pplication E

a3 T u] 7 L MEP& Documentation Review REYIEW “Project Application E

5 g u] g L Project Approval Decision REYIEW “Project &pplication F

Figure 7-59: Work Packets After NEPA Documentation Review
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Task 6: Execute Environmental Officer Review

Executing the Environmental Officer Review requires that two tabs be reviewed:
Laws/EOs and NEPA Process.

1. On the MITIGATION menu bar, click on Projects > Eligibility Determination >
In Process. The Mitigation Work Packet List is displayed (Figure 7-60).

Work Packets for: ENYOF ;I
Amend FEMA
Region Applic |ld Humber ProjHo State Workflow Description Status Project Title
3 23 1 19 L Eligiblity Review REWIEW Try again
3 7 u] 7 L Eligiblity Review COMPLETE  “Project Application E
5 23 1 1 Environmental Officer Review: Try again
E -1 2 -1 I Environmental Officer Review: COMPLETE  test2
5 7 u] 7 L LawwsiEDs Review COMPLETE  “Project Application E
5 7 u] 7 L MEPA, Documentstion Resvies REWIEW “Project Application E
5 g u] g L Project &pproval Decision REWIEWN “Project &Application F
-
4| | »
Work Flove Map | Current Role is ENYOF Change groupl Refresh | Ok I Cloze

Figure 7-60: Mitigation Work Packet List

2. On the top left corner of the screen, check that you are logged in with the
ENVOF Group ID.

3. Highlight the row of the project that says "Environmental Officer Review"
under Workflow Description. Check that there is a solid green box on the far
left column of the row.

4. Click the OK button. The Laws/EOs tab is displayed by default (Figure 7-61).

Costlssues Com t | Application Detail |
Crverall Review: EFA Process | Cost Review | Cost Effectiveness | Attachments | Authorizations | General Comments |
Laws/EQs Status Comments (4000} -~
koas{al Barriers Resources Act (CBRA) ICompIeted LI IThe CBRA may or may not be applicable to this
[Clean Water Act (CWA) |Completed x| |
koas{al Zone Management Act (CZMA) Completed LI
’Endangered Species Act (ESA) Completed LI
||=ish and Wildlife Coordination Act (FWCA) Hot Applicable |
Jationsl Historic Preservation Act (MHPA) Completed x|
[Clean Air Act (CAA) Completed =]
-
J | o
Conditions Required (4000} Monitoring Monitoring €
Law {Double Click to edit the Condition) Entered By Required Date
|ESA L"The project needs to meet the following condtions to ensure . Wiew | FGARREN r 'IID.I'DDIDDDD |

Figure 7-61: Mitigation > Projects > Eligibility Determination > Laws/EOs Tab

5. The top half of the Laws/EOs tab displays a list of Environmental Laws and
Executive Orders. Steps 5a - 5d describe this section.
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a. For each Environmental Law/EO, the review status of the project application
is displayed. The Status could be "Completed,” "Not Applicable” or "Gen
Revw/NA.”

b. The Comments box is displayed next to Status. To enter comments, click
the EDIT button (Figure 7-62).

CostIssues Comments | Appication Dtal |
Crverall Review  LawsEOs INEPhPm:us | CostReview | Cost EMectveness | Amachemiends | Aushorizations | Ganaratcnmmmm|

| LewnE0s Shatise Cormarons (A000) Fa ‘\ A
ICERA) [Complsted =] [Tree CEta, muty or mary ot be appbcabls to this proect spphceton 0 Egit
[Completes =] Egit
k) [compited =] Egit
[Compitea  =]| gt
(FVEA) [ret Appacatie =1 Eqit
(MHFA) [Completed  =|] Edit
[Compieted =]
L] I'l-,
ouired (4000} i a itoring L .

fanagesmant scresn bo complete the Condions after fhe Ervronmentsl Review iz approved.

4] L]

Figure 7-62: Laws/EOs Tab - Right Side

c. The Comment Editor is displayed. Enter your comments in the Comment
Editor text area.

d. Click the OK button. Your comments are now displayed in the Comments
column. Your User Name, the date, and the time are appended to the end of
the text.

6. The lower half of the Laws/EOs tab displays the Conditions Required data
fields. Review the information.

7. Click the NEPA Process tab (Figure 7-63).
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Costlssues Comments | Application Detail I
Overall Review | LawsiEOs NEPA Process |CostReview| Cost Effectiveness | Attachments | Autharizations | General Commentsl

Indicate Level of Review
FEMA Status

Environmental Assessment - Completed ;I Draft E& DateI:I2JUB.QEI13 d Final E& Date: [ 2M32M3 d
Final Public Motice I‘I—Q.H B2015 v| Finding of Mo Significart E 21302013 A
Publication Date

Impact (FOMNSH)

(Initiating Public Commert of EA)

Conditions Required (4000} itoring
Double Click to edit the Condition Entered By Required
.ER 000

Add Condition Go to Project Management screen to complete the Conditions after the Environmertsl Review is approved.

4| | |

Comment; FATE}{ completed -EGARREN-12/20/2013 17:18 GMT

A and Azsessment have been completed -EGARREN-12/2002013 17:31 GMT

Append | Yiew |
Application Dey | Complete Work Step | Environmertal Officer Reviews EMYOF

Figure 7-63: Mitigation > Projects > Eligibility Determination >
NEPA Process Tab

8. The top portion of the NEPA Process tab is the Level of Review Section.
Review the information.

9. The middle portion of the NEPA Process tab is the Conditions Required
section. To add a condition, complete Steps 9a - 9d.

a. Click the ADD CONDITION button. A new row is added to the Conditions
Required section with your User Name displayed in the Entered By
column. (Figure 7-64).

Costlssues Comments | Application Detail |
Overall Review | Laws/EQs NEPA Process |CostReview| Cost Effectiveness | Attachments | Authaotizations | General Commemsl

Indicate Level of Review
FEMA Status

|Environmerrta| Azsessment - Completed ;l Draft EA Date F] 2062013 v' Final E& Date ﬁ 2132013 d
Final Public N‘jﬁceh—zn 52013 o= Finding of Mo Significant ﬁ 2132013 d

Publication Date Impact (FORSI)
(Initizting Public Comment of EA)

Conditions Required (4000} itoring itoring Comp
Date By

Double Click to edit the Condition) Entered By Required

EGARREN !I

Add Condition I o to Project Management screen to complete the Conditions after the Environmental Review is approved.
| | 3

Figure 7-64: NEPA Process - Conditions Required

b. Click the EDIT button in the new row. The Comment Editor is displayed.
c. Enter the conditions in the Comment Editor text area. Click the OK button.

d. The newly-added required condition is displayed.
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10.The bottom portion of the NEPA Process tab is the Comment section.
a. To view comments that are not displayed in full, click the VIEW button.
b. To add comments complete the following steps.
i. Click the APPEND button. The Comment Editor is displayed.
ii. Enter your comments in the text area. Click the OK button.

iii. The text you entered is now displayed on the bottom section of
the NEPA Process tab. Your User Name, the date, and the
time are added to the end of the text.

11.1f you wish to attach any NEPA Process documentation, click the
Attachments tab. You are strongly urged to follow the instructions in
Appendix A: Attach Documents.

12.0n the bottom left part of the NEPA Process tab, click the COMPLETE
WORK STEP button. The Environmental Officer Review dialog box is
displayed (Figure 7-65).

® Workflow: Environmental Officer Review [ X]

~REGION ENVIRONMENTAL DECISION
" Approved " Denied

REWORK
[~ Laws/EQs
[~ NEPA Documentation

0k | [ Concel |

Figure 7-65: Environmental Officer Review Dialog Box

13.1f no rework is required, and you are ready to select your Region
Environmental Decision, complete Steps 13a - 13g.

a. Click inside the Approved or Denied radio button. Click the OK button.
b. The Forward Work Packet dialog box is displayed. Click the OK button.

c. The Workflow Success message is displayed (Figure 7-66).
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Workflow Success

o)

""lf) Successfuly created or uodated the werkpecket,

Figure 7-66: Workflow Success Message

d. Click the OK button. The NEPA Process tab is displayed.

e. On the bottom right part of the NEPA Process tab, click the CLOSE

button.

f. On the bottom left part of the screen, the Mitigation Work Packet List
screen remains minimized. Restore the screen by clicking the MAXIMIZE
button (the square icon). The screen is now maximized.

g. On the bottom right part of the screen, click the REFRESH button. The
project application that just went through the Environmental Officer
Review process now displays a status of COMPLETE (Figure 7-67).

Work Packets for: ENVOF
Amend FEMA

Region Applicld Humber ProjHo State Workflow Description Status
5 23 1 19 IL Cost Rewview REVIEW
5 5} 2 5} IL Cost Rewview COMPLETE
5 7 0 7 IL Cost Rewview REWIEWY
& [ 2 [ IL Eligiblity Review: REWIEW
5 23 1 19 IL Eligiblity Review: REVIEW
5 7 a 7 IL Eligiblity Review: COMPLETE
5 23 1 Enviranmental Officer Review COMPLETE
& 5} 2 5} 1L Environtmental Officer Review COMPLETE
& 7 0 7 L LarnesiEOs Review COMPLETE

Project Title FEMA Reviewer

Try again

best2

“Project Applicstion E
Lest2

Try again

*Project Application E

Try again

test2

“Project Application E

Figure 7-67: Work Packets After Environmental Officer Review

14.1f rework is required, click inside the checkbox(es) that require rework Click

the OK button.

NOTE: Rework of Laws/EOs and NEPA Documentation Reviews are executed
by the ENVRV Group ID. Once the Environmental Officer completes the
review in their queue, it is necessary for the person delegated to the
project to return to the Overall Review tab as the MA and answer the
question of “Project conforms to environmental regulations?”

For instructions, proceed to the tasks below:

Task 4: Execute Laws/EOs Review

Task 5: Execute NEPA Documentation Review
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Task 7: Execute Cost Review

Executing the Cost Review requires that two tabs be reviewed: Cost Review and
Cost Effectiveness.

1. Onthe MITIGATION menu bar, click on Projects > Eligibility Determination >
In Process. The Mitigation Work Packet List is displayed (Figure 7-68).

Work Packets for: CETRY
Amend FEMA

Region Applicld Humber ProjHo State Workflow Description Status Project Title
5 23 1 l Try ag&in
5 53 2 [} 1L Cost Reviewy COMPLETE  test2
5 7 u] 7 L Cost Reviewy REWIEA *Project &pplication E
5 53 2 [} 1L Eligiikality Reigsn REWIE" test2
5 23 1 19 L Eligiblity Rewiewy REWIEA Try again
5 7 u] 7 L Eligiblity Rewiewy COMPLETE  “Project Application E
5 23 1 19 L Ervironmertal Officer Review: COMPLETE  Try agsin
& 5} 2 5} IL Environmental Crfficer Review COMPLETE  test2
5 7 u] 7 L LawvsEQs Reviewy COMPLETE  “Project Application E
5 7 u] 7 L MEPA Documertation Rewview REWIEA *Project &pplication E
5 il u] g L Project Approval Decision REWIEA *Project &pplication F

Figure 7-68: Mitigation Work Packet List

2. On the top left corner of the screen, check that you are logged in with the
CSTRV Group ID.

3. Highlight the row of the project that says "Cost Review" under Workflow
Description. Check that there is a solid green box on the far left column of the
row. The Status says "REVIEW.”

NOTE: If the Status says "REWORK,” click the Cost Issues Comments tab
before editing the information in the Cost Review tab (Steps 5-20). The
comments will provide the questions, issues and comments regarding
the rework required. These comments may have been entered by the
MA and HMO reviewers during the Project Approval Decision,
Approval Decision Concurrence, and Final Project Approval phases.

4. Click the OK button. The Cost Review tab is displayed by default.

HINT: To use the IS (Infrastructure Support) or HS (Human Services)
Reference Cost Code lists for costing items, click inside the IS or HS
radio button on the bottom left part of the Cost Review tab. Click the
DISPLAY COST CODES button. These values have not been updated
recently and are seldom used as a basis for approving costs.

5. On the Cost Review tab, the cost item information for the project application
is displayed (Figure 7-69).
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Costlssues Comments | Application Detail |
Overall Review | LawsiEQs | MEPA Process ost Effectiveness | Attachments | Authorizations | General Comments
em Hame Unit Oty Unit Meas  Unit Cost Total Amt  Elig Approved Cost Comments
test 1 Ea $E00,000.00 $600,000 [ FE00,000
test 1 Ea $E00,000.00 $600,000 [ FE00,000
Proposed Fed Share % I 75.00000000 Total Approved Project Cost: I $1,600,000
Total Project Cost Estimate: I $1,600,000 Total Ineligible Project Amt: I $0
Proposed Project Federal : I $1,200,000 Approved Fed Share: I $1,200,000
Proposed Project Mon-Fed: I $400,000 Approved Mon-Fed Share: I $400,000
Fieference Cost Codes Cost Approval (YH) [N -
I5 & Hg 1. IF "TOTAL AMT(S) HAS BEEM CHAMGED IM THIS AMEMDMENT, CLICK OR EACH "ELIG" CHECK BOX TO INDICATE
: THAT "APPROWED COST'(S) MEEDS TO BE CHAMGED, ie. ¥'OU MEED TO DELETE THE "APPRONYED COST'(S).
Dizplay Cost Codes | 2. CLICK THE BOx (ES) AGAIN TO APPROYVE THE AMOUNTES) SHCWR I "TOTAL AMT'(S).
3. REYISE THE AMOURMTES) SHOW 1N "APPROVED COST'(S), IF NECESSARY .
Application Dev | Complete Work Step | Cost Review CSTRY
Figure 7-69: Mitigation > Projects > Eligibility Determination > Cost
Review Tab

NOTE: When applicable, processing of a particular application may be halted
until the user reduces the approved Federal share for the application
and/or other previously approved applications for the project type so
that the total Federal share of all of the project applications that have
passed application completeness and review, for the applicable
project type is at or below the projected Federal share amount
available for that project type.

It may also be necessary to review the status of all project amendments to
ensure that projects which are not intended to be funded have had all
amendments voided or withdrawn. This action will ensure the budget
planning tab of the Funding Estimate screen reflects the true amount
available for project approval.

6. For each cost item, complete the following steps. You might need to scroll
down to see the other cost items.

a. Click inside the Elig checkbox if the item is eligible.
b. In the Approved Cost field, enter the amount of the approved cost.

c. Inthe Comments field, enter any comments about the cost item or the
approved cost.

7. In the lower half of the screen, review the Total Approved Net Eligible Project
Cost dollar amount calculated by the system. Edit the amount if necessary.

8. In the Cost Approval field, select Y or N to approve or disapprove the cost.
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HINT: A selection in the Cost Approval field is required in order to complete
the Execute Cost Review task. Once Y is selected and the cost review for
the project is complete it is either necessary to rework the cost review
back and select N, or to wait until the review is complete and ammend
the application to edit the Cost Estimate tab of the application.

9. Click the Cost Effectiveness tab (Figure 7-70).

Costlssues Comments | Application Detail |

Overall Review | LawsIEOsl MNEPA Process | CostReview Cost Effectiveness |Attachments | Authorizations | General Comments

Met Present “alue Total Project  Benefit-Cost
of Project Benefits Cost Estimate Ratio
Amend #  Community LA (=01 (A GE)  Analysis Type Exempt Type

1 _|:||:||:| Flood |

1.000

| i |statewide | $1 ,000| $1 ,000| 1.DDD|FI00d L”
Amendment# 0 Totals: | $1,000 | $1,000 | 1.000

Amendment # 1 Totals:

| |

You must enter all required fields in the Cost Effecti tab. C

p A or B below, whichever applies.
A [ COMMURITY field iz not populsted, go to Application Development and select a State name or community name(s).
Return to the Cost Effectiveness tab, and erter all required fields, st & minimum.

B. If COMMURITY field iz populsted, enter all required fields, st & minimum .

Benefit-Cost ‘Web Page |

Mews | Delete |

Figure 7-70: Mitigation > Projects > Eligibility Determination > Cost
Effectiveness Tab - Left Side

10. Scroll to the right to see the remaining data fields (Figure 7-71).

Costlssues Commentsl

Ovarall Review | LawerOsl NEPA Pracess | CostReview CostEffectiveness |Attachments | Authorizations | General Comments|

Pre-calculated
eimpt Type Reviewer's Name BCA Performed By Analysis Date Benefit

Comtnents

Select Pre-Calculated Benefit
-

MNane
Ervironrmental
100 YR FP Acyuisition

Kl L+ 100 YR FP Elevation

You must enter all required fields in the Cost Effecti tab. Complete A or B below, which applies. Pre-determined

A If COMMUMTY field is nat populated, goto Application Development and select a State name or community names).

Return to the Cost Effectiveness tab, and enter all required fields, st a minimum.
B. If COMMUNTY field is populated, enter all reguired fields, st & minimum.
Benefit-Cost 'w'eb Page New Delete |

4 [+

Application Dev | Complete Wark Step | Cist Revisw CSTRY Close I Add | Delete | Save | Close |

Figure 7-71: Mitigation > Projects > Eligibility Determination > Cost
Effectiveness Tab - Right Side
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11.Review the information in the Cost Effectiveness tab.
12.Click the Cost Issues Comments tab.

13.0n the bottom middle part of the Cost Issues Comments tab, click the
ADD button. A new row for comments is added, with your User Name and
the Comment Date/Time displayed (Figure 7-72).

Overall Review | LawsIEOsl MEPA Processl CostRevier Cost Effectiveness |Aﬂachments | Authorizations | GeneralCommentsl
Cost Issues Comments |App|icati0n Detail |

Comrnent Amendment
Date / Time User Mumber  Comments

12020013 17461 JEGARREN

Application Deyv | Complete \Wark Step | Aldl Deletel Cost Reviews CSTRY
Figure 7-72: Mitigation > Projects > Eligibility Determination > Cost
Issues Tab

14.Double-click inside the Comments box. The Comment Editor is displayed.

15.1In the text area, enter any comments, questions or issues that pertain to the
information in the Cost Review and Cost Effectiveness tabs.

16. Click the OK button. The comments are now displayed in the Cost Issues
Comments tab (Figure 7-73).

Overall Review | Laws/EQs | NEPA Process | CostReview | CostEfiectiveness | Attachments | Authorizations | General Comments |
Cost Issues Comments |App|icaﬁgn Detail |

Comment Armendment
Date / Time User Murnber Comments

120201 3 17:46:1 J EGARREN L Thiz iz & new cost izsue comment . -EGARREN-1 202002013 1747 GMT

Figure 7-73: Cost Issues Comments Tab with Comments Added

17.Click the Cost Review tab. On the bottom left part of the tab, click the
COMPLETE WORK STEP button. The Forward Work Packet dialog box is
displayed (Figure 7-74).
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Cost Review

L]
11) This work packet will now be Forwarded. . . continue 7
T

Cancel |

Figure 7-74: Forward Work Packet Dialog Box

18.Click the OK button. The Workflow Success dialog box is displayed (Figure 7-
75).

Workflow Success B3

L]
]}) successfully created or updated the warkpacket.,
T

Figure 7-75: Workflow Success Message

19.Click the OK button.

20.0n the bottom left part of the screen, the Mitigation Work Packet List screen
remains minimized. Restore the screen by clicking the Maximize Button (the
square icon). The screen is now maximized.

21.0n the bottom right part of the screen, click the REFRESH button. The project
application that just went through the Cost Review process now displays
"Eligibility Review" under the Workflow Description column. This is the next
step in the Eligibility Determination process (Figure 7-76).

Work Packets for: CSTRW
Amend FEMA

Region Applicld Humber ProjHo State Workflow Description Status Project Title
= 23 1 18 IL Cost Review COMPLETE  Try again
5 [ 2 53 IL Cost Review: COMPLETE  test2
5 7 1] 7 IL Cost Review REVIEMN *Project &pplication E
3 g 2 5 IL Eligiklity Review REWIEW test2
a5 23 1 Eliciikx diEnn Try again
5 7 1] 7 IL Eligiklity Rewview: COMPLETE  “Project Application E
a5 23 1 19 IL Environmental Officer Rewview: COMPLETE  Try again
3 B 2 5] IL Environmental Officer Review COMPLETE  test2
5 7 a 7 IL LavwwsiEOs Review COMPLETE  *Project Application E
5 7 1] 7 IL MEPA&, Documentation Review REVIEMN *Project &pplication E
a g 1] g IL Project Approval Decision REYIEM “Project Application F

Figure 7-76: Mitigation Work Packet List
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Task 8: Execute Eligibility Review

1. On the MITIGATION menu bar, click on Projects > Eligibility Determination >
In Process. The Mitigation Work Packet List is displayed.

2. On the top left corner of the screen, check that you are logged in with the MA
Group ID.

3. Highlight the row of the project that says "Eligibility Review" under Workflow
Description (Figure 7-77). Check that there is a solid green box on the far left
column of the row. The Status says "REVIEW.”

Work Packets for: b2 -
Amend FEMA
Region Applicld Humber ProjHo State Workflow Description Status Project Title
5 23 1 19 L Cost Review COMPLETE  Try again
5 53 2 [} 1L Cost Review COMPLETE  test2
5 7 u] T L Cost Review REYIEvY “Project Application E
5 B 2 B 1L Eligitlity Review: REVIEWY test2
5 23 1 Eligiblity Rewvigwn: Try Again
5 7 u] T L Eligiblity Resview COMPLETE  “Project Application E
5 23 1 19 I Environmental Officer Review COMPLETE  Try again
-
| | 3
Wiork Flowy Map | Current Role iz b2 Change Qroupl Refresh | Ok, I Cloge |

Figure 7-77: Mitigation Work Packet List

NOTE: If the Status says "REWORK,” click the General Comments tab before
editing the information in the Overall Review tab (Step 5). The
comments will provide the questions, issues and comments that may
have been entered by the MA and HMO reviewers during the Project
Approval Decision, Approval Decision Concurrence, and Final Project
Approval phases.

4. Click the OK button. The Overall Review tab is displayed by default (Figure
7-78).
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Costlssues Comments | Application Detail |
|LawsIEOS| MEPA Frocess | CostReviewI Cost Effectiveness | Attachments | Authorizations | General Comments

Regulatory Criteria Additional Criteria CID Mumber  Community Mame
m Project conforms with State Mitigation Plan. m Codes/Standards Ry 178508 Statewvide
m Project benefits the designated area. m P Reviesy (DSR)
m Project conforms with environmental regulations. m Engineering Review
m Project solves the problem independently or m MFIRA Rewview

iz & functionsl portion of the solution, m HE Review

| ,I — i + ; i |1_
il Project is cost effective. * The henefit cost ratio is: m Other

IN 'l Project funds requested will not substitute .
I I Dizaster Declared A
for another federal funding authority . el == F:Isa zrd ecplare " reas
l__' ace Code Place Mame
IN vl Project funds are not matched or intended M 2| (kD 99031 Cook (Courty)
b be matched with another federal authority. M | MFIP
93177 Stephenszon (County)
A dment Info ) il > | State Admin Plan 99141 Ogle (County)
withdraw | Application Status: Pending
Eligibility Determination 99015 Carroll (Courty)
: Approval. 00A000000 )
“Woid | SLmission: 09/25/2013 I Yl Applicant 99043  DuPage (County)
Received: 09/25/2013 | 'l Project Type 93055 JoDaviess (Courty)
Releaze: 00/00/0000 I 'l Eligikility Criteria

Figure 7-78: Mitigation > Projects > Eligibility Determination > Overall
Review Tab

5. On the Overall Review tab, complete the following three sections by selecting
Y, N, or N/A in each of the fields. Each field and its reference document (if any)
are described in the table number listed below.

e Regulatory Criteria Section Data Fields - Table 7-5
e Additional Criteria Section Data Fields - Table 7-6
e Eligibility Determination Section Data Fields - Table 7-7

Table 7-5: Regulatory Criteria Section Data Fields

DATA FIELD ‘ INFORMATION SOURCE

Project conforms with State Mitigation Plan. Multihazard Mitigation Plan

Project benefits the designated area. FEMA/State Agreement

Project conforms with environmental regulations. Environmental Checklist

Project description attached to
project application

Project solves the problem independently or is a
functional portion of the solution.

Project is cost-effective. Benefit-Cost Analysis

The benefit-cost ratio is (Fill in the blank).

Benefit-Cost Analysis Worksheet

Project funds requested will not substitute for
another Federal funding authority.

Assurances document attached
to project application

Project funds are not matched or intended to be
matched with another Federal authority.

Assurances document attached
to project application
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Table 7-6: Additional Criteria Section Data Fields

DATA FIELD ‘ INFORMATION SOURCE

Codes/Standards Rvw

Assurances document attached
to project application

PW Review (DSR)

Project Worksheets have been reviewed for
coordinating this project with projects funded by
8406 funds.

¢ NEMIS PA instructions for
checking PWs in NEMIS

o Damage Survey Report (D-1)
(NEMIS-Wide >
Management Reporting >
Management Reporting >
Infrastructure Support (I1S) >
Project Worksheet Report)

Engineering Review

Engineer's Report

National Flood Insurance Reform Act (NFIRA)
Review

Project complies with NFIRA and local
regulations.

Contact Flood Insurance section

HS Review

Human Services review has been conducted and
Duplication of Benefit (DOB) elements have been
identified.

Duplication of Benefits

Other Document depends on what the
additional criteria is
CIS Review Check the CIS data base at

Community Information System review has been
conducted.

https://portal.fema.net/famsRu
Web/home

FMA Review

Flood Mitigation Assistance review has been
conducted.

Data warehouse report

NFIP Review

National Flood Insurance Program review has
been conducted.

Contact Flood Insurance section.

State Admin Plan

Is there a FEMA-approved State Administrative
Plan?

Disaster Overview - Recipient
Information
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Table 7-7: Eligibility Determination Section Data Fields

DATA FIELD ‘ INFORMATION SOURCE

Applicant 44 CFR 206.434(a)
Applicant is eligible.

Project Type 44 CFR 206.434(c)
Project Type is eligible.

Eligibility Criteria 44 CFR 206.434(b)
Eligibility Criteria has been met.

6. Click the General Comments tab (Figure 7-79).

Costlssues Comments | Application Detail |

Overall Review | LaWSIEOsl NEFA Processl CostReviewl Cost Effectiveness | Attachments | Authorizations  General Comments

Comment Amendment
Date / Time User Number  Comments

1202013 18: 2615 EGARREN i .l'-.l::|::|:|r'|:i\r|g to the project application the STate is r ==ting FEMA to perform the Environt

Application Dev | Complete Wark Step | Aeld Deletel Eligiblity Review M2

Figure 7-79: Mitigation > Projects > Eligibility Determination >
General Comments Tab

7. On the bottom middle part of the tab, click the ADD button. A new row for
comments is added, with your User Name and the Comment Date/Time
displayed (Figure 7-80).
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Costlssues Comments | application Detail |
Overall Review | LawsIEOsl MNEPAProcess | CostReview' Cost Effectiveness | Attachments | Authorizations  General Comments |

Comment Armendment
Date / Time User Mumber  Comments
112620113 18:26:15 EGARREN | 1 Jicoarding ta the praject application the STate is requesting FEMA ta perfarm the Envirarr

Anplication Dey | Complete Work Step | Add | Deletel Eligiblity Review M&

Figure 7-80: General Comments Tab with New Row

8. Double-click inside the Comments box. The Comment Editor is displayed.

9. In the text area, enter any comments, questions or issues that pertain to
eligibility information.

10. Click the OK button. The comments are now displayed in the General
Comments tab (Figure 7-81).

Costlssues Commentsl Application Detail |

Overall Review | LawsIEOs' MEPA Process | CostReviewl CostEffectiveness | Atachments | Authorizations — General Comments |

Caomrnent Amendment
Date f Titne User MNumber  Comments
|12.l‘20.f1 3182618 FGARREN 1 Pl.ccnrding to the project applicetion the STate is requesting FEMA to perform the Environe

12020113 15 GARREN These are additional comments about the project efigibiity determination -EGARREN-12/20

Application Dev | Complete Work Step | Ackd | Dalatel Eliciblity Review MA

Figure 7-81: General Comments Tab with Comments Added

11.Click the Overall Review tab. On the bottom left part of the tab, click the
COMPLETE WORK STEP button. The Forward Work Packet dialog box is
displayed (Figure 7-82).
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Eligiblity Review

‘__l/ This work, packet will riowe be Forwarded. . .continue 7

ok cancel |

Figure 7-82: Eligibility Review Forward Work Packet Dialog Box

12.Click the OK button. The Workflow Success dialog box is displayed (Figure 7-
83).

Workflow Success E3

"‘lf) Successfully created or updated the weorkpacket,

Ok

Figure 7-83: Workflow Success Message

13.Click the OK button.

14.0n the bottom left part of the screen, the Mitigation Work Packet List screen
remains minimized. Restore the screen by clicking the MAXIMIZE button (the
square icon). The screen is now maximized.

15.0n the bottom right part of the screen, click the REFRESH button. The project
application that just went through the Eligibility Review process now displays
"Project Approval Decision" under the Workflow Description column. Project
Approval Decision is the next step in the workflow (Figure 7-84).

Work Packets for: ha
Amend FEMA

Region Applicld Humber ProjHo State Workflow Description Status Project Title
3 7 u] 7 IL Cost Review REWIEWY "Project Application E
g B 2 5 IL Cozt Review COMPLETE  lest2
g B 2 5 IL Eligibility Resissny REVIEW test2
3 7 u] 7 IL Eligibility Resview COMPLETE  "Project Application E
5 ] 2 G L Environmental Officer Review: COMPLETE  test2
5 T u] T IL Lavws/EQs Review COMPLETE  “Project Application E
5 T u] T IL MEPA, Documentation Review: REWVIEWY “Project Application E
5 5 u] g L Project Approval Decision REWVIEWY “Project Application F
5 23 1 19 Praoject Appraval Decision Try again

Figure 7-84: Work Packet after Eligibility Review
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Task 9: Execute Project Approval Decision

1. On the MITIGATION menu bar, click on Projects > Eligibility Determination >
In Process. The Mitigation Work Packet List is displayed (Figure 7-85).

Work Packets for: W2 Previous
Amend FEMA Reviewer Assigned
Region ApplicId Humber ProjHo State Workflow Description Status Project Title FEMA Reviewer Userid Anahyst

5 7 o] 7 L Cost Review REWVIEWN “Project Application E egarren
a 6 2 6 L Cost Review COMPLETE  test2 Bgarren
5 6 2 [ L Eligiklity Review REWVIEWN test2 egarren
5 7 0 7 L Eligiblity Revisw COMPLETE  “Project Application E EYarren
5 6 2 [ L Environmertal Officer Review COMPLETE  test2 egarren
5 7 0 7 L Lawes/EO= Review: COMPLETE  “Project Application E EYarren
5 T o] 7 L REWVIEWN “Project Application E egarren
5 g 0 g L REWIEMN “Project Application F meceved?
23 1 19

Try agzin

4]

iork Flove bap Current Role is hA

Figure 7-85: Mitigation Work Packet List

2. On the top left corner of the screen, check that you are logged in with the MA
Group ID.

3. Highlight the row of the project that says "Project Approval Decision" under
Workflow Description. Check that there is a solid green box on the far left
column of the row. The Status says "REVIEW.”

NOTE: If the Status says "REWORK,” click the General Comments and Cost
Review tabs before editing any eligibility information (Steps 5-19).
The comments will provide the questions, issues and comments
regarding the rework required. These comments may have been
entered by the HMO reviewers during the Approval Decision
Concurrence and Final Project Approval phases.

NOTE: If you encounter a “Validation Error For Planning Cost to be
Allocated,” it will be necessary to adjust the funding allocation or
project in a manner that brings the allocated totals for the project
type down to a level equal to or less than the amount identified as
available for the project type in the Financial Activity tab of the
Funding Estimate.

4. Click the OK button. The Overall Review tab is displayed by default (Figure
7-86).
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amments | Application Detail |

| LawsIEOsl MEPA Process | Cost Reviewl Cost Effectiveness | Attachments | Authorizations | General Camments

Regulatory Criteria Additional Criteria CID Mumber

Community Mame
|Y VI Project confarms with State Mitigation Plan. v | Codes/Standards Ry 170000 Stetewide
I\r’ vl Project benefits the designated area. IY 'I P Resviesy (DSR)
IN 'l Project conforms with environmental regulstions. IY 'l Enginesting Review
I\r’ vl Project solves the problem independertly or IY 'I MFIRA Review
is & functional portion of the zolution m HE Review
IY vl Project is cost effective. * The benefit cost ratio |s:|:1 e =] other
IY VI Project funds reguested will not substitute _
I I Disaster Declared A
for ancther federal funding suthority. v |G ;a z'd ecplare X reas
_ ) v ] Fia ace Code Place Mame
I\r’ vl Project funds are not matched or intended 99031 Cook (Courty)
to be matched with another federal authority IY vl MFIF T — (Courty)
ephenson (County’
A d it Info pend IY 'I State Admin Plan ag1 41 Ogle (County)
i Application Stetus: Pending
ithdraw PRl aprovet G0N0 Hligibility Determination 99015 Carroll (County)
Woid | bmission: 09/25/2013 IY 'I Applicant 99043 DuPage (County)
Received: 09/25/2013 I\r‘ 'I Project Type 99085  Jo Davies=s (County)
Release: 00000000 IY 'I Eligibility Criteria
Amendment ChECk"Stl *This field is populated fram the Cost Effectiveness tab. JE 2
Application Dev | Complete Wiork Step | Froject Approval Decision hif

Figure 7-86: Mitigation > Projects > Eligibility Determination >
Overall Review Tab

5. On the bottom left part of the Overall Review tab, click the APPLICATION
DEV button. The Application Development tabs are displayed.

6. Review the project application information in the Application Development
tabs.

7. On the bottom right part of the tab, click the CLOSE button. The Eligibility
Determination tabs are displayed with the Overall Review tab displayed by
default.

8. In the title bar of the Eligibility Determination tabs, ensure that the Suffix
Type Code in the FEMA Project Number is correct.

9. In the Regulatory Criteria section, the third field from the top is "Project
conforms with environmental regulations.” Before selecting Y, N or NA,
check with the Regional Environmental Officer (REO) if all environmental
criteria have been met. Once the Environmental Officer completes the
review in their queue, it is necessary for the person delegated to the project
to return to the Overall Review tab as the MA and answer this question.

10.Review all the information in the Eligibility Determination tabs.

11.1f you wish to add Cost Issues Comments, complete Steps 11a - 11e.
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HINT: If you have questions about the Cost Review and plan to send the
project application back for Cost Review rework, use the Cost Issues
Comments tab for your questions or to describe the required rework.
The CSTRV Group ID user will use the information in this tab once he
or she receives the Cost Review REWORK task in the Mitigation Work
Packet List.

a. Click the Cost Issues Comments tab (Figure 7-87).

Overall Review | Laws/EQs | NEPA Process | CostReview | Cost Effectiveness | Attachments | Authorizations | General Comments
Cost Issues Comments |App|icati0n Dretail I

Cornment Amendrment
Diate £ Tirme Uszer Mumber  Caomments
2i20M317:52:49 EGARREN 1
20203 17:48: 28 EGARREN 1 hiz is & new cost issue comment. -EGARREN-1 272002013 17:47 GMT
351 JEGARREN

application Dey | Complets Work Sten | Al Deletel Project Approval Decision M2

Figure 7-87: Mitigation > Projects > Eligibility Determination >
Cost Issues Comments Tab

b. On the bottom middle part of the tab, click the ADD button. A new
comment row is added.

c. Double-click inside the Comments box. The Comment Editor is
displayed.

d. Enter your comments in the Comment Editor text area. Click the OK
button.

e. The Cost Issues Comments tab is displayed with the newly-added
comments (Figure 7-88).
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Owverall Review | Laws.fEOsl MEPA Process | CostReviewl Cost Effectiveness | Aftachments | Autharizations | General Commentsl
Cost Issues Comments |App|icati0n Detail |

Carnrmernt Arnendrient
Date / Time User Mumber Comments
212013 17:52:49 EGARREN 1
126 EGARREN 1 hiz iz & new cost izsue comment .-EGARREN-1272002013 17:47 GMWT

GARREN This iz anather cost issue comment.-EGARREN-1 25205201 3 6 T

Figure 7-88: Cost Issues Comments Tab with New Comments Added

12.1f you wish to add General Comments, complete the following steps.

HINT: If you have questions about the Eligibility Review and plan to send the

project application back for Eligibility Review rework, use the General
Comments tab for your questions or to describe the required rework.
The MA Group ID user will use the information in this tab once the
user receives the Eligibility Review REWORK task in the Mitigation
Work Packet List.

Click the General Comments tab.

On the center bottom part of the tab, click the ADD button. A new
comment row is added.

Double-click inside the Comments box. The Comment Editor is
displayed.

Enter your comments in the Comment Editor text area. Click the OK
button.

The General Comments tab is displayed with the newly-added
comments (Figure 7-89).
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Costlssues Comments | Application Detail |

Qverall Review | LaWSfEOSl MNEFPA Process | Cost Review | Cost Efiectiveness | Aftachments | Authorizations  General Comments |

Comment Arendment
Date / Time User Number  Comments
2120013 18:29:38 EGARREN 1 hese are additional comments about the project eligibility determination. -EGARREN-12/20

2(20/13 18:29:38 EGARREM 1

coording to the project application the STate is requesting FEMA, to perform the Environr

Ertet general commerts here -EGARREN-12/201 GMT

Application Dey | Complete Work Step |

] Delete | Project Approval Decision b

Figure 7-89: General Comments Tab with New Comments Added

13.Click back on the Overall Review tab. On the bottom left part of the tab,
click the COMPLETE WORK STEP button. The Project Approval Decision
dialog box is displayed (Figure 7-90).

ﬁﬂPruiect Approval Decision

—BECOMMENDATION
= Approve

i Deny

-~ REWIORK

[T Cost Review

™ Eligibility Determination

[T Ernvironmental Officer Review

Ok

Cancel

Figure 7-90: Project Approval Decision Dialog Box

14. If no rework is required, and you are ready to select a Project Approval
Recommendation, complete Steps 14a - 14f.

a. Inthe Recommendation section, click inside the Approve or Deny radio

button.

b. Click the OK button. The Workflow Success message is displayed

(Figure 7-91).
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Workflow Success E3

jr) Successfuly created or updated the workpacket,

CHe

Figure 7-91: Workflow Success Message

c. Click the OK button. The Overall Review tab is displayed.

d. On the bottom right part of the Overall Review tab, click the CLOSE
button.

e. On the bottom left part of the screen, the Mitigation Work Packet List
screen remains minimized. Restore the screen by clicking the Maximize
Button (the square icon). The screen is now maximized.

f. On the bottom right part of the screen, click the REFRESH button. The
project application that just went through the Project Approval Decision
process now displays "Approval Decision Concurrence" under Workflow
Description.

15.1f rework is required, complete Steps 15a - 15f.

a. Inthe Rework section, click inside the checkbox(es) of the tasks that
require rework.

b. Click the OK button. The Workflow Success message is displayed (Figure
7-92).

‘Workflow Success E3

Jr) Successfuly created or updated the workpacket,

6, 4

Figure 7-92: Workflow Success Message

c. Click the OK button. The Overall Review tab is displayed.

d. On the bottom right part of the Overall Review tab, click the CLOSE
button.
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e. On the bottom left part of the screen, the Mitigation Work Packet List
screen remains minimized. Restore the screen by clicking the MAXIMIZE
button (the square icon). The screen is now maximized.

f. On the bottom right part of the screen, click the REFRESH button. The

project application that just went through the Project Approval Decision
process now displays the workflow process that needs to be reworked
under Workflow Description. The Status now says "REWORK" (Figures 7-
93 and 7-93A).

W Mitigation Work Packet List Mm=1E
© Wiork Packets for: WA B
Ameenid FEMA
Region  Deir Mo Applicld  Humber  ProjMo  Sisle  Workflow Description Status Projeci Tith
-4 a T2 55 1 Al Elpialy Feviry REVEW Pina Couny Cersrabor Pri
55 AT Er rbal Odficer Revie: FEVEW  Pima County Gereratcr Pri
64 AL Errvirofwterdal O faer Réndsw COMPLETE
] 18 AL Elgitdil-y Riewierw REEWIORE City ol Bsbee Firg Stabion
a T2 18 1 Fil Al ot Revierw REWORK  City of Bisbes Fire Stalion
L] 512 0 Q ] AL Receipt and Delegate REVEW TE04-00H | Cpdeien Triangh
a T2 18 1 T AZ Er rial Cffcer R COMPLETE  (CRy of Beshes Fire Stalion
1 | 3
Wiork Flow Map Chr-guﬁru.nl Bedrash I O I Close I

Figure 7-93: Mitigation Work Packet List - Eligibility Review Rework

Sl A A

Coest Ferview
Rt and Dusteggate

B Work Packets Tor: MA =]
Amaend FEMA
Region  Datr Ho Applicld  Humber  ProjMo  Stete  Workflow Description Status Fropect Tk
8 T2 55 1 k) Errironmentsl Offcer Reviwe  REYEAN  Pima Courty Gensnsior Pro
a T512 64 2 £ Ervironmental Odficer Review: COMPLETE  Ridgeland School Creck of
™2 8 7 Elghity i

REWNICRE City ol Bisbes Fire Shabion

512 18 1 w Ervironemental Orficer Review COMPLETE ity of Besbes Fire Station
a T2 1 1 2 ookt Ravvienay REVIEW Test project -
‘| Lf_l
Wik Fla Map: ﬂmﬁml Bedresh I OH I Chze I

V600N 1 Ceolder Triscgh

Figure 7-93A: Mitigation Work Packet List - Cost Review Rework
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Task 10: Execute Approval Decision Concurrence

1. On the MITIGATION menu bar, click on Projects > Eligibility Determination > In
Process. The Mitigation Work Packet List is displayed (Figure 7-94).

Work Packets for: HMWOC
Amend FEMA
Region Applicld Humber ProjHo State Workflow Description Status Project Title

CONCUrrence PRJ_APPRY Try agai

a 23 1 19 A

5 T 1] 7 IL Cost Rewview REYIEwA “Project Application E
5 3 2 53 1L Cost Rewview COMPLETE  test2

a3 G 2 ] IL Eligiblity Review: REYIE" testz2

5 T 1] 7 IL Eligiklity Rewviewn: COMPLETE  “Project Application E
5 -1 2 E IL Environmental Officer Review: COMPLETE  test2

o T 1] 7 IL LatesEQs Review COMPLETE  “Project Application E
o T 1] 7 IL MEPA Documentation Revisw REYIE" “Project Application E
a i} 1] il IL Project Approval Decision REYIE" “Project Application F

4

Wiork Flowy Map | Current Rolz iz HMO

Figure 7-94: Mitigation Work Packet List

2. On the top left corner of the screen, check that you are logged in with the
HMO Group ID.

3. Highlight the row of the project that says "Approval Decision Concurrence”
under Workflow Description. Check that there is a solid green box on the far
left column of the row. The Status says "PRJ_APPRV.”

4. Click the OK button. The Overall Review tab is displayed by default (Figure
7-95).

Costlssues Comments | Application Detail |

Ove LaWSIEOSl MNEFA Process | CustReviewl Cost Effectiveness | Attachments | Authorizations | General Comments
Regulatory Criteria Additional Criteria CID Mumber  Community Name
IV ol I Project conforims with State Mitigation Plan " hd I CodesiStandards Ry 175999 Statewvride
IV - I Project benefis the designsted ares. " 'I P Reviewe (DSR)
IY - I Project conforms with environmental regulstions. i VI Engineering Review
" | Project zolves the problem independently or " * | MFIRA Review

iz a functional portion of the solution. m HE Review
IY - I Project is cost effective. * The benefit cost ratio is.ﬁ s =] Other
|Y ol I Project funds requested will not substitute _

I Disaster Declared A
for another federal funding suthority. A B isaster feclared Areas
m FMA, Place Code  Place Name

IY - I Project funds are not matched or intended a0 Caok (Caurty)

to be matched with another federal authority . v I NI

=z 99177 Stephenson (County)
A di it Infop . i x| State Admin Plan 314 Ogle (Courty)
i Application Status: Fending
withdrav | s Eligibility Determination 90015 Carroll (County)
= Approval 00000000 X
Woid | bmission: 09252013 W 'I Applicant 99043 DuPage (County)
Received 09/25/2013 kil 'I Project Type 99085 Jo Daviess (County)
Release: 00000000 b VI Eligyibaility Criteria
Amendment ChECk"Stl *This field is populated from the Cost Effectiveness tab. 5] — B

Applicstion Dev | Complete Work Step | Approval Decision Concurrence HMO

Figure 7-95: Mitigation > Projects > Eligibility Determination > Overall
Review Tab
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5. On the bottom left part of the Overall Review tab, click the APPLICATION
DEV button. The Application Development tabs are displayed.

6. Review the information in the Application Development tabs.

7. On the bottom right part of the tab, click the CLOSE button. The Eligibility
Determination tabs are displayed with the Overall Review tab displayed by
default.

8. Review the information in the Eligibility Determination tabs.

9. If you wish to add Cost Issues Comments, complete the following steps.

HINT: If you have questions about the Cost Review and plan to send the
project application back for Cost Review rework, use the Cost Issues
Comments tab for your questions or to describe the required rework.
The MA and the CSTRV Group ID users will use the information in this
tab once he or she receives the REWORK task in the Mitigation Work
Packet List.

a. Click the Cost Issues Comments tab (Figure 7-96).

Overall Review | LawsIEOSI MEPA Frocess I CostReviewl Cost Effectiveness IArlachments |Auth0rizati0ns I General Comments
Cost Issues Comments |App|icatign Dietail |

Caormment Amendment

Date / Time Uszer Number  Comments

212013 174525 EGARREN 1 his iz & nevy cost izsue comment -EGARREN-1 220072013 1747 GMT
2020013 158:36:54 EGARREN 1 hiz iz anather cost izsue comment -EGARREN-12/2002013 158:36 GMT

12020013 18:47. 268 EGARREN

Application Dey | Complete Work Step | A | Deletel Approval Decision Concurrence HiG Close I

Figure 7-96: Mitigation > Projects > Eligibility Determination >
Cost Issues Comments Tab

b. On the center bottom part of the tab, click the ADD button. A new
comment row is added.

c. Double-click inside the Comments box. The Comment Editor is
displayed.
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d. Enter your comments in the Comment Editor text area. Click the OK
button.

e. The Cost Issues Comments tab is displayed with the newly-added
comments (Figure 7-97).

Overall Review | LawsJEOsl MNEPA Processl CustReviewl CostEffectiveness | Attachments |Authorizations | General Commentsl

Cost lssues Comments |App|ication Detail |

Comment Amendment
Date / Time User MNumber  Comments
212013 17:48:28 EGARREN 1 hiz is & new cost issue comment -EGARREN-12/2002013 17:47 GMT

220013 18:36:54 EGARREN 1 his i another cost issue comment -EGARREN-12/20/2013 18:36 GMT
1220013 15:47.26] EGARREN his s 3 comment st the &pproval Decision Concurrence task

Application Dey | Complete Work Step | Acdd Delete | Approval Decision Concurrence HMO

Figure 7-97: Cost Issues Comments Tab with New Comments Added

10.1f you wish to add General Comments, complete the following steps.

HINT: If you have questions about the project application and plan to send it
back for rework, use the General Comments tab for your questions or
to describe the required rework. The MA and the other reviewers will
use the information in this tab once he or she receives the REWORK
task in the Mitigation Work Packet List.

a. Click the General Comments tab.

b. On the center bottom part of the tab, click the ADD button. A new
comment row is added.

c. Double-click inside the Comments box. The Comment Editor is
displayed.

d. Enter your comments in the Comment Editor text area. Click the OK
button.

e. The General Comments tab is displayed with the newly-added
comments (Figure 7-98).
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Costlssues Comments | Application Detail |
Overall Review | LawsIEOsl MEFA Processl CostReview | Cost Effectiveness | Attachments | Authorizations — General Comments |

Corment Amendment
Date / Time User Mumber  Comments
2/20M 3 18:41:16 EGARREMN 1 rter general comments here -EGARREM-120200201 3 18:38 GMT
hese are addtional comments shout the project eligibilty determination -EGARREM-1 2720

2020013 18:25:38 EGARREM

f12r20

1
16:25:58 FGARREN 1 J2ceording to the project applicati
5:50 1

18:30:1 7JEGARREN 1 | General comment from Approv

ate is requesting FEMA to per

Figure 7-98: General Comments Tab with New Comments Added

11.Click back on the Overall Review tab. On the bottom left part of the tab,
click the COMPLETE WORK STEP button. The Approval Decision
Concurrence dialog box is displayed (Figure 7-99).

%Wurkﬂuw: Approval Decision Concurrence

HHO RECOMMENDATION

 Approve t* Deny

[~ Rework Ok |

Figure 7-99: Approval Decision Concurrence Dialog Box

12.1f no rework is required, and you are ready to select a HMO
Recommendation, complete Steps 12a - 12].

a.

In the HMO Recommendation section, click inside the Approve or Deny
radio button.

Click the OK button. The Workflow Success message is displayed
(Figure 7-100).

Workflow Success E3

___lr) Successfully created or updated the workpacket,

O

Figure 7-100: Workflow Success Message
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C.

Click the OK button. MS Word is launched to generate a form letter for
the project approval or decision.

Enter the project-specific data on the form letter or open a different file if
your Region has another form letter or additional documents to send.

Address the letter to the Recipient Point of Contact(s). Be sure to follow
your Regional/Recipient procedures.

Save the letter (using the Save As feature, giving the letter a different file
name) and print it.

Exit from MS Word.

On the bottom right part of the Overall Review tab, click the CLOSE
button.

On the bottom left part of the screen, the Mitigation Work Packet List
screen remains minimized. Restore the screen by clicking the Maximize
Button (the square icon). The screen is now maximized.

On the bottom right part of the screen, click the REFRESH button. The
project application that just went through the Approval Decision
Concurrence process now displays "Final Project Approval" under
Workflow Description. The Status says "REVIEW.”

13.1f rework is required, complete the following steps in the Approval Decision
Concurrence dialog box.

a. Click inside the Rework checkbox.

b.

C.

Click the OK button. The Workflow Success message is displayed.
Click the OK button. The Overall Review tab is displayed.

On the bottom right part of the Overall Review tab, click the CLOSE
button.

On the bottom left part of the screen, the Mitigation Work Packet List
screen remains minimized. Restore the screen by clicking the Maximize
Button (the square icon). The screen is now maximized.

On the bottom right part of the screen, click the REFRESH button. The
project application that just went through the Approval Decision
Concurrence process now displays "Project Approval Decision” under
Workflow Description. The Status now says "REWORK" (Figure 7-101).
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“H:tq.\tmn Work Packet List

Wk Packets for: H40 B
Amend FEMSA
Region  DesirMo Applickd  Humber  Frojbio  Stele  Workfow Description Status Project Tilk
Tz 55 1 3 AL ErveonmertslOffcer Revisw  REVIBAW  Pima County Gensrator Pri
5 Tz 6 2 a“ AZ  Erwionmerts OfficerReview  COMPLETE  Fidpeland School Crock of
" 8 ™2 W o 5 AL Fsceqd ond Debsgate REVIBW  1604-0011 Gakien Trisngh
8 18 i T AT Progess [ REVORE City 0 Blesbee Fires Shabion
T 1 2 AL Projscd Approval Decision REVEW  Test prowet
CIE 1 - 1 45 AL CostRwvew REVEW  Ruapsiand School Crosk ot
IR T R 1 45 AT gty Revew REVEW  Rudpsland School Creek st _
d | o
Viori Fiow Map cragegrow|  Betesn || x| cwse |

Figure 7-101: Project Approval Decision Rework
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Task 11: Complete the Application Detail Tab

For disasters with a declaration on or after October 30, 2012, the Application Detail
tab (Figure 7-102) must be completed prior to executing Task 12. This tab captures 23
data elements via 14 separate questions to be used for tracking metrics and the
initiatives of the Sandy Recovery Improvement Act (SRIA).

ﬂ*ﬁ:deral Eligibility DISASTER #: 1466 FEMA PROJ #:6-P APPLICATION ID: 6 AMENDMENT #: 2

Overall Review ] Laws/EOs I MNEPA Praocess | Cost Review ] Cost Effectiveness | Attachments ] Authorizations | General Comments I
Costlssues Comments Application Detail |
Application Detail form is complete. _ﬂ
1. Enter date Application submitted to FEMA by Recipient: [09/08/2013
2. Did initial Application meet minimum requirement for acceptance? ( YES (* NO
If applicable, enter date Application was denied : [03103/2013

3. Was Application discussed withRecipient? + YES © NO Date : IM
4. VWas a complete Application submitted (an RF| was not required)? * YES © NO

4a. If no, enter date of initial RF1 : IM

4b. If answer to 4 is NO, enter date Application considered complete : [00/00/0000

5.Was FEMA's approval decision completed within 30 days of receipt of a complete Application? & YES  NO
If NO, enter comments:

6. Does this Project use data or resources provided by advance assistance inftistive? & YES ( NO
7. ls this a phased project? + vES  NO
7a - Is this amendment for phase 2 of a phased project? & YES ¢ NO
8. If phase 2, was FEMA decision completed within 30 days of receipt of amendment? & YES ( NO
8a. If phase 2, was a complete Application submitted? ¢ YES ( NO ;I

Application Dev I Somplete Work Step | Enviranmental Officer Review HM
Figure 7-102: Application Detail tab

Any projects approved prior to the release of these requirements will have two options:
e Amend the project, which will require the completion of the new tab, or

e The Application Details data will not be available for the project unless it is
amended in the future.

NOTE: Data entry on the tab is limited to the HMO role. All other roles may view but
may not alter or enter data.

1. On the MITIGATION menu bar, click on Projects > Eligibility Determination > In
Process. The Mitigation Work Packet List is displayed.

2. On the top left corner of the screen, check that you are logged in with the HMO
Group ID.

3. Highlight the row of the project that says "Approval Decision Concurrence" under
Workflow Description. Check that there is a solid green box on the far left column
of the row. The Status says "PRJ_APPRV.”

4. Click the OK button. The Overall Review tab is displayed by default.

NEMIS HMGP User Manual MR 3.19.01 Page 7-69



Unit 7: Manage Eligibility Determination

September 2016

5. Click on the Application Detail tab. The applicability of some questions depends
upon the user’s response to a preceding item in sequence (Table 7-8).

1.

Table 7-8: Eligibility Determination Section Data Fields

DATA FIELD ‘ INFORMATION TO BE ENTERED

Enter date Application submitted to
FEMA by Recipient

Enter a valid date between the date of
the declaration and today’s date.

Did initial Application meet minimum
requirement for acceptance?

Enter a YES or NO response. If NO is
selected the date field for denial will be
editable if necessary and applicable. A
YES response will render the date field
null.

Was Application discussed with
Recipient?

Enter a YES or NO response. If YES is
selected the date field for when the
discussion took place will be editable. A
NO response will render the date field
null.

Was a complete Application submitted
(an RFI was not required)?

4a. If no, enter date of initial RFI:

4b. If answer to 4=N, enter date
Application considered complete:

Enter a YES or NO response. A YES
response will render questions 4a and 4b
moot.

A NO response will require valid dates
be entered under question 4a and 4b.

Was FEMA'’s approval decision
completed within 30 days of receipt of
a complete Application?

Enter a YES or NO response. A NO
response will require the entry of
comments in the section provided.

Does this Project use data or
resources provided by advance
assistance initiative?

Enter a YES or NO response.

Is this a phased project?

7a. Is this amendment for phase 2 of a
phased project?

Enter a YES or NO response. A NO
response will render question 7a, 8, and
8a, moot.

A YES response will require a YES or
NO response to question 7a. If
applicable based on a YES response to
question 7, enter a YES or NO response.
A NO response will render questions 8
and 8a moot.
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DATA FIELD ‘ INFORMATION TO BE ENTERED

8.

If phase 2, was FEMA decision
completed within 30 days of receipt of
amendment?

8a. If phase 2, was a complete
Application submitted?

If answers to questions 7 and 7a are
YES, provide a YES or NO response.

If the answer to question 7 is YES, the
Application Details tab will remain
editable for questions 7a, 8, and 8a until
guestion 7a is also marked YES and
Questions 8 and 8a have been
completed.

Were national or local cost estimates
used in the Application?

Enter a YES or NO response unless the
nature of the project application is such
that national or local cost estimates are
not applicable. If cost estimates are not
applicable to the project type, enter a
response of N/A.

10.

Is Project designed to be completed in
accordance with national standards?

Enter a YES or NO response.

11.

Were pre-calculated benefits used?

Enter a YES or NO response unless the
nature of the project application is such
that pre-calculated benefits are not
applicable. If pre—calculated benefits are
not applicable to the project type, enter a
response of N/A. If a BCA was required
for the project, enter the date the BCA
was approved.

12.

Was this Project reviewed for strategic
fund management suitability?

Enter a YES or NO response.

13.

Is strategic fund management
implemented for the Project?

Enter a YES or NO response.

14.

Is the Recipient managing any portion
of HMGP for this DR under the
Program Administration by State (PAS)
pilot?

Enter a YES or NO response. If YES is
selected, comments on the extent of
PSA activities are required to be entered.

6. As the tab is completed, save data by tabbing off and back to Application Detail
tab or by selecting Close. When tabbing off, if any data entered does not pass
validation a validation message such as the example shown below will appear
(Figure 7-103). The user will not be able to tab off until the data is corrected to
pass validation.
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validation [ X]

]
%_l 2 FEMA Approval Decision status comment is required

Figure 7-103: Validation message example — Information required

7. If close is selected and data does not pass validation a validation message will
appear. Selecting OK will cause a second validation message to appear asking
if you wish to close the tab without saving the invalidated entries. This second

message is shown below (Figure 7-104).
validation

'E The information entered does not pass validation and must be corrected before changes can be saved.
]

Close without saving changes?

¥es

Figure 7-104: Validation error message — Information does not pass validation

8. Date entries are validated. The date entered must occur after the date of the
disaster declaration and prior to or on the date of the data entry. If an
inappropriate date is entered, the user receives the Validation message shown
above when attempting to save or close the tab and the Application Detail tab
will not be considered complete (Figure 7-105).

®Federal Eligibility DISASTER #: 1466 FEMA PROJ #: 8-R APPLICATIONID: 8 AMENDMENT #: 0
Overall Review I Laws!EOsI NEPA Process | Cost Reviewl Cost Effectiveness I Attachments | AL

Costssues Comments Application Detail I

Application Details form is HOT complete.
1. Enter date Application submitted to FEMA by Recipient : | 010172011

validation [ X|

-
\_l / Date Application submitted to FEMA must be between Disaster Declaration Date and the Current Date

Figure 7-105: Validation error message — Incorrect date
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9. After the tab is completed and the project is approved, the tab can no longer be
edited by any amendment, with one exception. The exception is that if the
answer to question 7 is YES and the answer to question 7a is NO, Questions 7a,
8, and 8a will remain editable until question 7a is also marked YES and
Questions 8 and 8a have been completed.

10.0Once the Application Details tab shows Application Detail form is complete, (see

Figure 7-106), the user is ready to proceed to the Final Project Approval Decision
work step.

Overall Review I Laws/EOs | NEPA Process | Cost Review | Cost Effectivensss | Aftachments | Authorizations I General Comments

n]
Application Detail form is complete.
1. Enter date Application submitted to FEMA by Recipient: | 0841212013
2. Did initial Application meet minimum requirement for acceptance? * YES ( NO
It applicable, enter date Application was denied : [m
3.Was Application discussed with Recipient? { YES (" NO Dste : [00m0D000
4. Was a complete Application submitted (an RFl was not required)? ( YES (5 NO
4a.If no, enter date of initial RF1: | 08/13/2013

Costlssues Comments “P i

Figure 7-106: Application Detail form is complete message
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Task 12: Execute Final Project Approval Decision

1. On the MITIGATION menu bar, click on Projects > Eligibility Determination >
In Process. The Mitigation Work Packet List is displayed (Figure 7-107).

i riitigation Work Packet List HE=E I
© Wiark Packets for: HO B
Amend FEMA

Region  Deir B0 Applic ld  Humber Proj Mo Stele  Warkflow Description Status Projoct Tik

a TE2 55 i i3 AL Errvinonemerisl Offcar Rivasw REVEW Prna Coundy Cererabor Pri

-] T512 5y 2 44 AT Ervverorerental Clfcer Review CONPLETE  Rdgeland School Creek b

a T2 30 a a Al Foecegd and Delsgals REVEEW 160H=00r1 1, Goddan Trisrigh

] 18 1 AL Approvel Decision Concumence  PRI_APPRY ity of Bisbes Fire Station

8 T2 1 1 2 AL Progect Approval Decizion REVIEW Test project

£ TE12 56 1 45 AL oot Rreterw' RENEW. Fscigeiond School Creek af
a T2 56 1 45 AT gty Raview FEVIEW Ridkpstand School Cresk d‘ﬂ

1] | ¥
Work Fiow Map Chargs g'-m.nl Betrezh I O I Cloze I

Figure 7-107: Mitigation Work Packet List

2. On the top left corner of the screen, check that you are logged in with the
HMO Group ID.

3. Highlight the row of the project that says "Approval Decision Concurrence”
under Workflow Description. Check that there is a solid green box on the far
left column of the row. The Status says "PRJ_APPRV.”

4. Click the OK button. The Overall Review tab is displayed by default (Figure
7-108).

Costlssues Comments | Application Detail |

| LawsIEOs' MNEFAProcess | CustReviewl CostEffectiveness | Attachments | Autharizations | General Comments

Additional Criteria

IY VI Codes/Standards Ry

Reqgulatory Criteria
IY VI Project conforms with State Mitigation Plan.

CID Mumber
173999

Community Matme

Statewvide

IY vl Project benetits the designated area.
|Y vl Project conforms with environmental regulstion:s.

|Y VI Project solves the problem independenthy or
iz & functional portion of the solution.

I\r’ 'I Project funds requested will not substitute
for another federal funding authority.

IY VI Project funds are not matched or intended
to be matched with another federal authority

it Info
withdraw | Application Status: Pending
Void | Approval: 00000000
ubmission: 09/25/2013
Received: 097252013
Release: 00M0O000

I\r’ 'I Project is cost effective. * The benefit cost ratio is:ﬁ b =] Other

Amendment Check‘isll =This field is populated fram the Cost Effectiveness tah

[r =1 P Review (OsR)
|Y vl Engineering Review

i x| MFIRA Review

|Y VI HS Review

m cls Disaster Declared Areas

[ =l e e

[ =Iwee 99177 Stephenson (County)
IV 'I State Admin Plan ag1 41 Ogle (County)
Eligibility Determination 99015 Carroll (County)

|Y vl Applicant
|Y vl Project Type

99043
990835

DuPsge (County)
Jo Daviess (County)

|Y VI Eligribiility Criteria

Application Dey | Complete Work Step |

Final Project Approval Decision HRMC

Figure 7-108: Mitigation > Projects > Eligibility Determination > Overall

Review Tab
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5. On the bottom left part of the Overall Review tab, click the APPLICATION
DEV button. The Application Development tabs are displayed.

6. Review the information in the Application Development tabs.

7. On the bottom right part of the tab, click the CLOSE button. The Eligibility
Determination tabs are displayed with the Overall Review tab displayed by
default.

8. Review the information in the Eligibility Determination tabs.

9. If you wish to add Cost Issues Comments, complete the following steps.

HINT: If you have questions about the Cost Review and plan to send the
project application back for Cost Review rework, use the Cost Issues
Comments tab for your questions or to describe the required rework.
The MA and the CSTRV Group ID users will use the information in this
tab once he or she receives the REWORK task in the Mitigation Work
Packet List.

a. Click the Cost Issues Comments tab (Figure 7-109).

Cost lssues Comments |

Commen Arngndmeni

Numbir Comments

o | =] T | o] i o ]

Figure 7-109: Mitigation > Projects > Eligibility Determination >
Cost Issues Comments Tab

b. On the center bottom part of the tab, click the ADD button. A new
comment row is added.

c. Double-click inside the Comments box. The Comment Editor is
displayed.
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d. Enter your comments in the Comment Editor text area. Click the OK
button.

e. The Cost Issues Comments tab is displayed with the newly-added
comments (Figure 7-110).

Cost h'ml:wrlnli:|

Comment Arnandmant

Mumbei  Comments

p—— = Tt [ o] 7 ; =

Figure 7-110: Cost Issues Comments Tab with New Comments Added

10.1f you wish to add General Comments, complete the following steps.

HINT: If you have questions about the project application and plan to send it
back for rework, use the General Comments tab for your questions or
to describe the required rework. The MA and the other reviewers will
use the information in this tab once he or she receives the REWORK
task in the Mitigation Work Packet List.

a. Click the General Comments tab.

b. On the center bottom part of the tab, click the ADD button. A new
comment row is added.

c. Double-click inside the Comments box. The Comment Editor is
displayed.

d. Enter your comments in the Comment Editor text area. Click the OK
button.

e. The General Comments tab is displayed with the newly-added
comments (Figure 7-111).
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Commant Armindment
Date / Time Lsar Mumber  Commerts
i'.'l.}.'l'.'l'g.l‘lﬂ 21754 Emm | 5] ;I-ccudlwh'.ue primec] spphcation (he Slade & redquisiig FEMA 16 perfom The Efr o

Figure 7-111: General Comments Tab with New Comments Added

11.Click back on the Overall Review tab. On the bottom left part of the tab,
click the COMPLETE WORK STEP button. Any attempt to approve a
project without an accurately complete Application Details tab will receive
the following error message (Figure 7-112):

Error X

i The project package cannot be sent to execute final project approval decision unti the appication detads tab is completed in ks entirety, Missing requirements may include non-vald dates or
\2 questions for which no answer has been chosen, when appicable,

Figure 7-112: Error message - The project package cannot be sent to
execute final project approval decision until the application tab is completed in
its entirety. Missing requirements may include non-valid dates or questions for
which no answer has been chosen, when applicable.

a. If the Application Details tab is complete, the Final Project Approval
Decision dialog box is displayed (Figure 7-113):
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\‘* Workflow: Final Project Approval Decision

Regional Director or

DRM Authority Name:|- Regional Director...
si Date: | 06/22/2010 Public News 10 00/0000
ignature Date: Release Date:
Final Project " Approved | Regional PIO Notified:  Yes
Determination: ¢ Denied " No
Froject Denled Rework: [~

| 0K I Cancel

Figure 7-113: Final Project Approval Decision Dialog Box

b. If the Application Detail form is not complete, you will receive an error

message (Figure 7-112). Complete the application details tab and return
to step 11.

12.To enter the information in the Regional Administrator or DRM Authority Name

data field, complete Steps 12a - 12p. This is the name of the FEMA official who
is making the Final Project Approval Decision.

a. Click the REGIONAL ADMINISTRATOR button. The Look up a Staff
Member window is displayed (Figure 7-114).

I Lasab i & SESIT M

Entar Crilarin:
Finst Huddie Lasd Tpmsn |
Maenn: | | I |
Headl 1D |
Title: |
(ganizabon: | =l
Ofices | oo | :
Arfaies: | ==kl A
[ =l Sy
St | Fri dobs Typea:| Pii Pagin A | Cacel |
St Tygo: | Dheep loyent Seatuss| ] Status:|
This informention ia subject o the Frvsncy Aot ol 1574 %
Area] Phome | EXT | P | Aea] Phane | EXT [ Pim | _l

Figure 7-114: Look up a Staff Member Window

b. Enter information in as many of the fields as you can to limit the
number of records to be searched.

c. If you wish to search for the name of an Organization, click the

ellipsis button D to the right of the Organization data field. The Look
Up an Organization window is displayed (Figure 7-115).
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Enfer Cribaria Seach |
Org id: F!:h‘.h. J
Code: r T
Hame: | 4'
Typo: =1 |
Fita: |
Lanasl
Fasand CifganiEalsidh
Ormnizabanal Siruciues M

Figure 7-115: Look Up an Organization Window

d. Enter information in any of the Organization fields to limit the number of
records to be searched.

e. On the top right part of the Look Up an Organization window, click the
SEARCH button. The Organization search results are displayed.

f. Scroll down to the Organization name you wish to use. Click the OK
button.

g. The Organization name is displayed in the Look Up a Staff Member
window.

h. If you wish to search for the name of an Office, click the ellipsis button to
the right of the Office data field. The Look Up an Office window is
displayed (Figure 7-116).
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Enler Critaria g

Office 10|

Hamea:|

Drganication: | =

Al 1: |

Auddiass 7|

Stranl Mum: | Sirerl Nama:

Unit Typa| Uit Mum:
Oy |

Loty Cd: |

Mote: |

Camlar C-I:Iﬂl‘:',: Loceilon C-ul:ll:i_

EMailz|

™ Main Dffice [ O#ice Shased  Office Type: | -]

Faciling Type: | '-'| Houms: |

Oifen Daties |

Maratim: |

Mea| Phene | EXT| P | Meva| Phone | FXT | PIN |

Cinta: =] zef =l-l

il

Wkl
Fb i

Figure 7-116: Look Up an Office Window

i. Enter information in any of the Office fields to limit the number of records
to be searched.

j. On the top right part of the Look Up an Office window, click the SEARCH
button. The Office search results are displayed.

k. Scroll down to the Office name you wish to use. Click the OK button.
I.  The Office Name is displayed in the Look Up a Staff Member window.

m. On the top right part of the Look Up a Staff Member window, click the
SEARCH button.

n. The Staff Member search results are displayed.

0. Scroll down to the Regional Administrator name you wish to use. Click
the OK button.

p. The selected name is displayed in the Final Project Approval Decision
dialog box (Figure 7-117).
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mWOrkﬂow: Final Project Approval Decision

Regional Director or
DRM Authority Name:

|WAH D, NANCY L Regional Director...

; Public News
Signature Date: | 06/2372010  poioace Date | 00/00/0000

Final Project Approved Regional PIO Notified: & Yes
Determination: ¢ Denied " No

C 4

Project Approved Rework: [~

0K Cancel

Figure 7-117: Regional Administrator Field

13.In the Signature Date data field, enter the date of project approval or denial if it
differs from the current date that was auto-filled by the system.

14.1n the Public News Release Date data field, enter the date of the publication of
the project approval or denial.

15.1f no rework is required, and you are ready to select your Final Project
Determination, complete Steps 15a - 15k.

a. Inthe Final Project Determination section, click inside the Approved or
Denied radio button.

b. In the Regional PIO Notified data field, click inside the Yes or No radio
button to indicate if the Public Information Officer (P10) was notified.

NOTE: When the PIO is notified, the Congressional Liaison should also be
notified.

c. Click the OK button. The Final Project Approval Decision Forward Work
Packet dialog box is displayed (Figure 7-118).

NEMIS HMGP User Manual MR 3.19.01 Page 7-81



Unit 7: Manage Eligibility Determination September 2016

Final Project Approval Decision Ed

‘?r} Work packet will now be forwarded. . .conkinue 7

| Ok | Cancel |

Figure 7-118: Final Project Approval Decision
Forward Work Packet Dialog Box

d. The Workflow Success message is displayed (Figure 7-119).

Workflow Success E3

A r) Successfully crested or updated the workpacket,

4

Figure 7-119: Workflow Success Message

e. Click the OK button. The Overall Review tab is displayed.

—

In the Amendment Info section, view the project's Application Status
(Figures 7-120 to 7-123).
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Costlssues Comments | Application Detail |
LawsIEOsl HEPA Process I CostReviewl CostEffectiveness | Attachments | Authorizations | General Comments

Regulatory Criteria Additional Criteria CID Number  Community Name
i * | Project conforms with State Mitigation Plan. |Y vl CodesfStandards R 173393 Statewide
IY vl Project benefits the designated area. IY VI P Reviewy (DSR)
IY VI Project conforms with environmental regulations. IY YI Engineering Rewview:
IY vl Project solves the problem independently or IV VI MFIR& Review
is & functional portion of the solution. m HE Review
IY vl Project iz cost effective. * The benefit cost ratio iSZI:I min =] Other
IY vl Project funds requested will not substitute Iﬁ Disaster Declared A
for another federal funding authority . A ~| G Pl;sa zrd et;lare - reas
[r— =] Project fund ot matched or intended [ =] Fwa oot o
roject funds are not matched o intended 99031 Cook (Courty)
to be matched with another federal authority. |v vI MFIP T Stephensan (County)
Amendment Info # il | State Admin Plan 99141 Ogle (Courty)
i Application Status: APProve:
ithdravs | il aorovd: 0108014 Eligibility Determination 99015 Carroll {Courty)
Woid | Submission: 09250013 IY VI Applicant 99043  DuPage (Courty)
Received 09525/2013 IY 'I Project Type 99083 Jo Daviess (County)
Releaze: 004000000 |Y vl Eligikility Criteria

Amendment Eh'?Ck“Sll *This field is populated from the Cost Effectiveness tab. | | oI

Application Dey | Complete Viork Step I Final Project Approval Decision HWMO Close |

Figure 7-120: Application Status - Approved

Armendment info

| Apphcabion Sistus @ Mot Approved
Firal Progect Appeoval Debe : 021002010
Appication Subsission Dabe - 02092010
Apphcation Recetved Date : 02002010
Progect News Release Dale | OOUO0U0000

Figure 7-121: Application Status - Not Approved

Amendment info
:’ Apphcation Status - Withdr awn
Final Project Approvsl Dats - 00000000

Appication Submission Date : 02032010
Apphcation Recered Dabe : 02032010
Progect News Relsass Date | OOUOUO000

Figure 7-122: Application Status - Withdrawn

Amendment Info

| Apphcabion Status @ Wobld
Final Progect Approval Dale ; 0000000
E Appicabon Submission Debe | 01212010

Appication Recetved Dabe - 01212010
Progact News Releass Dabe © 0000000

Figure 7-123: Application Status - Void

g. On the bottom right part of the Overall Review tab, click the CLOSE

button.
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h. On the bottom left part of the screen, the Mitigation Work Packet List
window remains minimized. Click the Maximize button (the square icon) to
restore the window. The screen is now maximized.

i. On the bottom right part of the screen, click the REFRESH button.

J. If the project application is approved, the project is cleared from the
Mitigation Work Packet List. It is now available for allocating funds and
appears in the Allocation List when adding projects to an allocation
worksheet (Unit 10: Manage Allocations and Obligations).

k. If the project application is not approved, it can be amended by the
Recipient to meet the deficiencies cited by FEMA (Unit 8: Manage
Amendments) or the Recipient can file an appeal (Unit 9: Manage
Appeals).

16.If the project application requires rework, complete Steps 14a - 14e in the Final
Project Approval Decision dialog box.

a. Click inside the Rework checkbox.
b. Click the OK button. The Workflow Success message is displayed.
c. Click the OK button. The Overall Review tab is displayed.

d. Inthe Amendment Info section, the project's Application Status displays as
"Pending” (Figure 7-124).

Costlssues Comments | Application Detail |
| LawsIEOsl MNEPA Process | CostReviewl Cost Effectiveness | Attachments | Authorizations | General Comments
qulatory Criteria Additional Criteria CID Mumber  Community Mame
|\r‘ vl Project confarms with State Mitigation Plan. |V vI Codez/Standards Rvw 179599 Statewide
IY VI Project benefits the designated area. IY vI Py Reviewy (DSR)
IY VI Project conforms with environmental regulations. IY vI Enginesring Review
IY VI Project solves the problem independently or IY vI MFIRA Review:
iz & functional paorti T th lticn.
is a functional portion of the solution m I Fissio
IY VI Project is cost effective. * The benefit cost ratio is:I:I m = Gther
IY VI Project funds requested will not substitute _
I I Disaster Declared Al
for another federal funding autharity. v | Fl‘lsa grd ecplare B reas
Iﬁ ace Code Place MName
IY vl Project funds are not matched or intended A 2| S 99031 Cook (Courty)
to be matched with another federal authority . |v vI MFIP ST e, (County)
ephenson (Courty:
A d it Info pondi IY vI State Admin Plan 3914 Ogle (County)
i Application Status: Pending
withdraw | [ Srprovat 00000 Eligibility Determination 99015 Carrall (County)
Woid | bmission: D9/252013 I‘r’ vI Applicant 99043  DuPage (County)
Received: 092512013 IY vI Project Type 99055 Jo Daviess (County)
Releaze: 00000000 I‘r’ vI Eligikility Criteria
Amendment ChECk“Sll *This field is populated from the Cost Effectiveness tab. 4 | 2
Application Deyv | Complete Work Step | Final Project Approval Decision HWMC

Figure 7-124: Application Status - Pending

17.0n the bottom right part of the Overall Review tab, click the CLOSE
button.
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18.0n the bottom left part of the screen, the Mitigation Work Packet List
screen remains minimized. Click the Maximize button (the square icon) to
restore the window. The screen is now maximized.

19.0n the bottom right part of the screen, click the REFRESH button. The
project application that just went through the Final Project Approval
process now displays "Project Approval Decision" under Workflow
Description. The Status now says "REWORK" (Figure 7-125).

O Wark Packets fof HA0 =]
Amend FEMA

Region Detr Mo Applic k) Humber — ProjHo  Stele  Workflow Description Status Projoct Tk
9 T2 55 1 3 AL Erveriurartsl Circer F REVIEW  Pima County Gensrator Pri
8 TE2 64 2 41 AT Ernvironmentsl Officer Review COMPLETE  Ricigeland School Creed: at
CIE TR - - 0 a AZ Foscaipl s Dedscabe REVEW  1E04-00 1 Colber Triseeh
18 i & AL EVVORE Ciby o Blegbess Fire Z-.-!'i-'-.'

THE 1 1 5 AT Progect Approvsl Decision REVEW  Test projct
TS2 55 1 45 AZ Cogt Review REVEW  Ridgeland School Cresd of
T2 58 i 3 AT Eloity Frevwierwy REVEVW  Faipeland School Cresk of _
J | i
"ok Florw Map crargegrow|  Beesn |[ o ] ckse |

Figure 7-125: Mitigation Work Packet List - Project Approval Decision

Rework
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References for Manage Eligibility Determination
Available Reports

To track and document the process of Managing Eligibility Determination, the
following reports can be generated, as described in Unit 14 - Generate
Standard HMGP Reports:

o Federal Eligibility Work Packet Report
e Project Cost Line Item Report
e Project Eligibility Report

Form Letters

Table 7-9: Sample Form Letters

FORM LETTER ‘ PAGE NUMBER
Acknowledge Receipt of Project Application 7-95
Project Approval 7-96
Project Denial or Withdrawal 7-97
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Form Letter for Project Application Acknowledgement Receipt

ADDRESS
SUBJECT: ACKNOWLEDGEMENT OF APPLICATION

FEMA- XXXX -DR-(State)

Hazard Mitigation Grant Program

Applicant: NAME OF APPLICANT

Project Title: TITLE
Dear
This is to acknowledge official receipt on (date) of a FEMA, Section
404, Hazard Mitigation Grant Program (HMGP) project application from
. It has been assigned FEMA project number
A State Mitigation pIan for FEMA-XXXX-DR- (State) has [not] been recelved [as
of this date]. [When preparing this plan, please include the above reference
project as an identified measure].
This project is currently being reviewed in the FEMA Regional Office. You will be
notified of all HMGP actions concerning this application. For information on the
review and other actions, please contact (name) at
(telephone number).

Sincerely,

Hazard Mitigation Officer
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Form Letter for Project Approval

ADDRESS

SUBJECT: PROJECT APPROVAL
FEMA-XXXX-DR- (State)
Hazard Mitigation Grant Program
Subrecipient: NAME OF SUBRECIPIENT
Project #: FEMA ASSIGNED NUMBER

Dear

The above referenced Hazard Mitigation Grant Program (HMGP) project has been approved
and is eligible for funding. The estimated Federal share of the eligible project cost is $

and has been submitted to Headquarters for funding in that amount. You will be notified when
the obligated funds are in Smartlink and available for drawdown, a minimum of 15 days after the
date of public notice. Recipient and Subrecipient administrative costs will be included in the
funding obligation.

Please refer the Subrecipient to the State HMGP administrative plan for project cost overrun
regulations. If project costs exceed the approved Federal share, the Subrecipient must contact
the Governor’s Authorized Representative (GAR). The GAR will evaluate requests for cost
overruns. Written determination of cost overrun eligibility shall be submitted by the GAR to the
Regional Administrator. Cost overruns shall meet Federal regulations set forth in 44 CFR
206.438(b).

The State HMGP administrative plan defines the procedure whereby the GAR may advance
portions of the approved Federal share to the Subrecipient. Upon completion of the HMGP
project, the Subrecipient’s closeout reimbursement for the final Federal share of eligible project
costs must be submitted to the Regional Administrator for review and determination.

Quarterly progress reports for HMGP projects are required. Please include this HMGP project in
your future quarterly reports.

The National Environmental Policy Act (NEPA) stipulates that additions or amendments to a
HMGP Subrecipient statement of work (SOW) shall be reviewed by all State and Federal
agencies participating in the NEPA process. NEPA sign-off for all SOW additions or
amendments is essential before the revised SOW can be approved by FEMA or implemented
by the HMGP Subrecipient.

If you have any questions concerning this action or the information on the enclosed report,
please contact (name) at (telephone number).
Sincerely,

Regional Administrator or
Mitigation, Disaster Recovery Manager
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Form Letter for Project Denial or Withdrawal

Governor’s Authorized Representative
ADDRESS

SUBJECT: CLOSEOUT OF DENIED [OR WITHDRAWN] PROJECT
FEMA- XXXX -DR-(State)
Hazard Mitigation Grant Program
Applicant: NAME OF APPLICANT
Project #: FEMA ASSIGNED NUMBER

Dear

According to our records, the above project was [denied or withdrawn] on

[date]. To finalize our records, this project is being officially closed in NEMIS HMGP.
If you have any questions, please contact me at (telephone
number).

Sincerely,

Hazard Mitigation Officer
Enclosure
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Unit 8 — Manage Amendments
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Overview

The NEMIS HMGP Manage Amendments process allows Recipient Mitigation
staff to amend a project application once it has been submitted and either
“Approved” or “Denied” by FEMA staff. NEMIS HMGP creates another record for
the project application with an incremental amendment number while the
Application ID stays the same. The Recipient enters the new information and
submits the amendment to FEMA.

CAUTION: Data from most screens are copied from the original application,
except for the Eligibility Review and Authorization screens, which
are blank. Data must be re-entered for those screens. NEPA or other
environmental review revisions must be reflected in the amendment.

Table 8-1 provides an overview of the Manage Amendments process.

Table 8-1: Manage Amendments Process

ITEM DESCRIPTION

Purpose Make changes to a project application that has been approved or denied
by FEMA

When does it After FEMA staff has completed the eligibility review process described in

start? Unit 7: Manage Eligibility Determination and determined the status of the

project application

Who does it? Recipient Mitigation staff

How is it done? Execute four tasks:

Task 1: Determine Status of the Project Application
Task 2: Select Project to Amend

Task 3: Create Amendment and Enter New Information
Task 4: Verify and Submit Amended Project Applications

CAUTION: For Amendments, Laws/EOs and NEPA Process reviews are optional
if no environmental information has been changed. The
Environmental Officer Review must be completed, however, whether
or not environmental information was changed.
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Task 1: Determine Status of the Project Application

NOTE: This task determines whether the project application has gone through
FEMA'’s eligibility review process and has been designated as “Approved,”
“Denied,” or "Withdrawn.”

1. On the MITIGATION menu bar, click on Projects > Eligibility Determination >
View All (Figure 8-1).

File Disaster|Pr|:.je.:ts Funding Flans Repository Admin Window  Help

|

{ application Development l |
et ey Eligibility Determination  # In Process
Appeals Miew Al
Field Surveys
Managenent
Checklist
Closeout

Figure 8-1: Mitigation >Projects >Eligibility Determination >View All

2. Atable listing project applications submitted to FEMA for this disaster is
displayed (Figure 8-2). Table 8-2 describes the Project Application List data
fields.

Q’aSelect Project: Federal Eligibility Information Disaster 7512
| FEma Proj ir| Amendment ir|_applic 0| Suffix| ST | Region| Project Title | E
I 2 | AZ 9 IR Allocation test
1 1 2 R AL 9 3MR11 Allocation test project Lo
2 a 1 R|AZ | 9 [estproject
2 1 1 R|aZ | 9 [estproject
3 0 3] P AL g onchise County Mutti-Hazard bt Plan
3 1 ] P AT g onchize County Multi-Hazard Mit Plan
4 1] 10 F AT g ima County Generatar Phase I
5 1] 11 P |AL g 512-02 La Paz County Mutti-Jurisdictional HMP &pplication
B 0] 14 P AT g olden Trisngle POD Multi-Jurisdictionsl Hazard Mitigstion Plan
7 a 12 R |AZ| O ISEEE FIRE STATION-WIND RETROFIT
g 1] e F AT g ima Courty Generatar Phase [l
9 1] | 30 I_ Iﬁl g IISU4-UU11 Golen Triangle POOD Multi-Jurisdictional HP
&
Expand Sort | [o]4 | Cancel

Figure 8-2: Project Application List

HINT: If the project application is not listed in the table, it has not yet been
submitted to FEMA.
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Table 8-2: Project Application List Data Fields

DATA FIELD INFORMATION DISPLAYED

Disaster Nr

FEMA disaster number

FEMA Proj Nr

System-generated FEMA project application number when
project is submitted to FEMA

Amendment Nr

Project application Amendment Number

Applic ID

Recipient project application number

Suffix

Type of funding requested. Suffix codes are R (Regular
project funding), M (Management costs), P (Planning
projects), and F (Initiative projects).

ST

State where disaster occurred

Region

FEMA Region where disaster occurred

Project Title

Project Title

3. Select the project you wish to display. Click the OK button.

4. The Overall Review tab is dlsplayed (Figure 8-3).

Costlssues Comments I Application Detail l

Overall Review !LawstEOs! MNEPA Prncessi Cost Revlew' CostEffectivensss | Attachments | Authorizations | General Cnmmemsl
Regulatory Criteria
i =] Project conforms with State Mitigation Plan.

Additional Criteria CID Mumber  Gommurity Name

=] codes/Standards Ryvw 40001

Apache Courty *
N =] Project benefits the designated ares. [N =] P Review (DsR)
W ] Project cantorms with enviranmental regulstions: N =] Engineering Review
W =] Project salves the problem independently or N =] WFRARsview
is a funcional portion of the solution el

[ =] Project is cost effective. * The benefit cost ratin is:f{ & |
Cther

~ | Project funds requested il not substitute

far another federsl funcing Authorty. =] os D:amgr;ecplrmdrqmeas
i =] Project funa ot matched of intended M ] M i el
Ject funds are not matched ar rende =l 93008 Greham (Courty)
1o be metched with anoiher federal authorty: e T e
reeniee (Courty
~ Amendment Mﬂwnihd 1 =] state i lan 27330 Gila River Inlian Reservatio
Withdraw | | Appication Stetus rawn
LT B e Eligibility Determination 99007 Gila (Courty)
Void s v =] Appicat 33560 Hopl Incian Reservation
Receive: 02032010 V2] Project Tyoe R T )
Release: 00000000 [V~ =1 Eigibilty Criteria TN T A R

Amendment Checklst [

*This field is populated from the Cost Efectivenass tab.

Applcation Dev | Complcte Weri: Siep M.

Close

Figure 8-3: Overall Review Tab
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NOTE: In the Application Info section, the Application Status field indicates one
of the following:

If the status is “Approved,” “Denied,” or “ Withdrawn,” the project application
can be amended.

If the status is “Pending,” the Eligibility Review process is incomplete, and the
application cannot be amended. However, it may be possible to edit
certain parts of the current amendment provided the work step
approving the component in need of amendment has not been completed.
See the Application Development process (Unit 6: Manage Project

Application).

If the status is “Void,” the project could be amended; however, Void indicates the
intent was to permanently remove the project application from
consideration, so a new project should be submitted.

5. Click the CLOSE button.
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Task 2: Select Project to Amend

1. On the MITIGATION menu bar, click on Projects >Application Development.
A table listing project applications for the selected disaster is displayed.

2. Highlight the highest amendment number for the project to be amended. Click
the OK button (Figure 8-4).

QﬁSelect Project: Application Development Disaster 7512

Fema Proj Hr| Amendment Hr| applic 10| Suffix| 5T | Region| Project Title | E

| 2 f ] |1 [R |AZ | 9 [Test project j
2 1 1 3 |[Test project
1 0 2 R |AZ| 9 ME1 Allocation test project

| f 1 [ 2 [ R [AZ[ 9 [W3MR11 Allocation test project

[ f 0 = [AZ | 8 |Project of Test

| | 0 | 4 ] !AZ I 2 IEIevation of County Courthouse

| f 0 [ | |AZ | 9 |acy dema

= i [ 68 [P |az]| 3 [Conchise County Multi-Hazard Mit Plan

| 1 [ 8 [P |az| 2 [Conchise County Multi-Hazard Mit Plan

= 2 [ 8 [P |az| 8 [Conchise County Multi-Hazard Mit Plan

[ o 7 T m[s ]|

| o & T ml[o] -
Prinit | Expand Sort I Capy | ey | ’TI Cancel |

Figure 8-4: Application Development Project List

3. The Project Eligibility Completed message is displayed (Figure 8-5).

Application Deyvelopment

The project has been withrawn, the application will be in Wiew
mode anly.

Figure 8-5: Project Eligibility Completed

4. Click the OK button. Proceed immediately to Task 3: Create Amendment and
Enter New Information.

NOTE: Before you amend a project, it is advisable to print out the “Funding
Estimate” to ensure the necessary funds are available. In addition,
performing a print screen of the cost estimate tab and match sources tab
screens is also advisable for use as a reference. The project Management
report will provide a record of the total approved cost, total approved
federal and non-federal share, and a record of the financial transactions
to date.
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Task 3: Create Amendment and Enter New Information

1. After you click the OK button, the Applicant Information tab is displayed.
(Figure 8-6).

“HMGP APPLICATION: DISASTER #: 7512 FEMA PROJ #: 2-R APPLICATION ID: 1 AMENDMENT #: 1

! Public Natice | Attachments ] Elicibiity Review ! Froperty Site Inventary ] LatiLan I Suthorization I Checkiist I

oblem & Risk Data ! Project Info i Work Scheduls i Cost Estimate I Match Sources ] Cost Effectiveness |

IStatewide State Code FA_Z" Courty Code I a ;Staiewide
Fipz Place Code l a iStE'IEWidE

— &ub-Recipil

}Allantnwn State Code iﬁ Courty Cocde I 1 lApache
Fips Place Code : ! 1780 }&Ilemnwn
Public Ertity - i !

MFIP Participation : vi Last CAY Date I 00/00/0000

—Sub-Recipient Mitigation Plan
[ Enable Manual Entry of, Plan Data

Plan Type ’.ocal Mulkihazard Mtigation Plan Pl S
Aprel Ot | 121202008 12M 202013
—Sub-Recipient Application Preparer

: |
Save | Atnend | Claze

Figure 8-6: Applicant Information Tab

2. Click the AMEND button. The Amendment Checklist is displayed.
(Figure 8-7).

\"ﬁnmendment Checklist: Disaster #: 7512 Application ID: 1 Project Amendment #: 2

Please indicate as appropriate the items which are to be modified as part of this amendment:

[T Change in the Recipient Aprl Status for the Project

[T changes to the Scope of work { also check all applicable )
Type of Project

Location of Project

Changes in Materials and/or Methods Used
Additional Work/Expanded Scope

Change to the Maintenance Assurance

LECR NN E

r Changes to the Budget Supporting the Project [ also check all applicable subcategories below )
i Changes in the Amount of Federal Funds Requested

[T Changes in the Amount of Mon-Federal Funds Ascribed to the Project
[T Changes in the Type of Non-Federal Funding or Source of Mon-Federal Funding
r Changes in the Timeframe far Completion of the Project

[T Changes to Property Site Inventory

r Changes to Storrmwater Management and "Othet” Inventories

y | Changes to Environmental/Histaric Compliance Reviews

!"' Other/Misc. Changes not Specified Above

oK

Figure 8-7: Amendment Checklist
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NOTE: The Amendment Checklist identifies the changes to the project

application that are being made with the amendment.

3. Click inside the checkboxes of the items you will be revising. Click the OK

button.

4. The Amend Completed Successfully message is displayed (Figure 8-8).

5.

i amendment Checkdist: Disaster #: 7512 Application ID: 1 Project Amendment

Pleaze indicate as appropriate the items which are to be modified ag part of this amendment:

= Change in the Recipient Apr Status for the Project

[T Changes to the Scope of wark { also check all applicable )
l_ Type of Project
[T Location of Project
r Changes in Materials and/ n_. ———
[T Additional Work/Expander
r' Change to the Maintenanc

i Changes to the Budget Suppor
= Changes in the Amaunt of
[T Changes in the Amaount of
[T Changes in the Type of No
m Changes in the Timeframe far Completion of the Project

icable subcategories below )

Project

Federal Funding

[T Changes to Property Site lnventory

r Changes to Stormwater Management and "Other” Inventories
u Changes to Ervironrnental/Histotic Compliance Reviews

= Other/Misc. Changes not Specified Above

] I Cancel |

x|

Figure 8-8: Completed Successfully Message

Click the OK button.

6. A Checklist tab becomes available. Click the tab to view the Amendment

items (Figure 8-9).

\‘-’.HMEF APPLICATION: DISASTER #: 7512 FEMA PROJ #: 2-R APPLICATIONID: 1 AMENDMENT #: 2

Applicant Information | Problem & Risk Data I Project Info |Work Schedule I Cost Estimate | Match Sources | Cost Effectivenes:

Mairtenance Assurance i Public Motice I Attachments ! Eliciikility Resview | Property Site Inwertory I LstlLon i Authorization

T Change in the Recipient Aprd Status for the Project
T Changes to the Scope of work ( also check all applicable )
T Type of Project
™ Location of Praject
r Changes in Materials and/or Methods Used
r Additional Wark/Expanded Scope
T Change to the Maintenance Assurance
r Changes to the Budget Suppotting the Project ( also check all applicable subcategories below )
T Changes in the Amount of Federal Funds Reguasted
T Changes in the Amount of Mon-Federal Funds Ascribed to the Project
T Changes in the Type of Non-Federal Funding or Source of Mon-Federal Funding
T Changes in the Timeframe for Cornpletion of the Praject
I Changes to Property Site Inventary
- Changes to Storrmwater Management and "Other” Inventories
r Changes to Environrmental/Histaric Cormpliance Reviews
~ Cther/Misc. Changes not Specified Above

Save I Merify | Submit I Amen Close

Figure 8-9: Mitigation > Projects > Application Development

> Checklist Tab
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7. Table 8-3 lists the checklist items and where to make the changes in NEMIS
HMGP.

CAUTION: Some data fields cannot be changed in an amendment. These include
the Subrecipient and the Project Type Codes, such as Initiative,
Planning or Regular. If these fields have been incorrectly entered,
the project application must be Withdrawn or Voided by FEMA, and
a new project application must be created by the Recipient. If
withdrawn or voided, the project must be zeroed out in the cost
estimate and then closed out.

Table 8-3: Location of Checklist Items in NEMIS HMGP

CHECKLIST ITEM LOCATION IN NEMIS HMGP

Change in the Recipient Approval Mitigation > Projects >Application
Status for the Project Development >Eligibility Review tab
Changes to the Scope of Work Mitigation > Projects > Application

Development > Various tabs, i.e., Property
Site Inventory tab

Type of Project Mitigation > Projects >Application
Development >Project Info tab

Location of Project Mitigation >Projects >Application Development
>Property Site Inventory and Lat/Lon tabs

Changes in Materials and/or Methods | Mitigation >Projects >Application Development
Used >Attachments tab;

Mitigation >Projects >Application Development
>Project Info tab >Project Description

Additional Work/Expanded Scope Mitigation >Projects >Application Development
> Various tabs, i.e., Property Site Inventory
tab

Change to the Maintenance Mitigation >Projects >Application Development

Assurance >Maintenance Assurance tab

Changes to the Budget supporting Mitigation >Projects > Application

the project (see caution below) Development >Cost Estimate and Match

Sources tabs

Changes in the Amount of Federal Mitigation >Projects >Application Development
Funds requested >Cost Estimate tab
Changes in the Amount of Non- Mitigation >Projects >Application Development

Federal Funds ascribed to the project | >sMatch Sources tab
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CHECKLIST ITEM LOCATION IN NEMIS HMGP

Changes in the type of non-Federal Mitigation >Projects >Application Development

funding or source of non-Federal >Match Sources tab

funding

Changes in the time frame for Mitigation >Projects >Application Development
completion of the project >Work Schedule tab

Changes to Property Site Inventory Mitigation >Projects >Application Development

(see the note below) > Property Site Inventory tab

Changes to Stormwater Management | Mitigation >Projects >Application Development
and “Other” Inventories >Project Type tab;

Mitigation >Projects >Application Development
>Lat/Lon tab

Changes to Environmental/Historic Mitigation >Projects >Application Development
Compliance Reviews >Eligibility Review tab >Env Checklist sub-
tab

CAUTION: If you are revising or amending your cost estimate, it is imperative
that the instructions displayed when selecting the Cost Estimate and
Match Sources Funds screens be followed. Failure to do so may
prevent project approval or allocation/obligation.

Once the Cost Review portion of an application has been completed
and cost approval is marked as Y, it will be necessary to change the Y
to an N to edit the Cost Estimate screen.

CAUTION: If the Cost Review work step has been completed, it will no longer be
possible to edit the Cost Estimate screen. Once the application is
approved, it will be necessary to amend the application to revise the
Cost Estimate.

Individual line items cannot be modified for quantity, unit of
measure, or unit cost. Each line item that is to be revised must be
deleted in its entirety and reentered using the new desired values.

NOTE: If the project was originally submitted prior to the addition of the
Number of Properties in Project field and if a PSI is required, it will be
required that a number greater than 0 be entered in the field to submit
the amendment.
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Task 4: Verify and Submit Amended Project Applications

1. Click the Authorization tab. On the bottom left part of the tab, click the
VERIFY button.

2. If any required fields are empty, error messages will be displayed indicating
the missing field and the Application Development tab where you can enter
the missing information (Figure 8-10).

¥Yerify

Murnber of Properties in Project should be greater than Zero.

Figure 8-10: Verification Error Warning Message

3. Make the necessary corrections and click the VERIFY button again.

4. Table 8-4 provides a list of required fields and their location in Mitigation >
HMGP > Application Development.

Table 8-4: Required Fields and System Location

REQUIRED INFORMATION APPLICATION DEVELOPMENT TAB

Recipient/Subrecipient Applicant Information

Project Type Project Info
Project Title Project Info
Counties Project Info

Congressional Districts Project Info

Community Name Project Info

Hazard Type Project Info

At least one Work Schedule Item

Work Schedule

At least one Cost Estimate Iltem

Cost Estimate

At least one non-Federal share Line Item

Match Sources

Cost Effectiveness Information for each
Community

Cost Effectiveness

NEMIS HMGP User Manual MR 3.19.01
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REQUIRED INFORMATION APPLICATION DEVELOPMENT TAB

At least one Property Inventory: Property Site Inventory

Owner, Structure Type, Property Damage
Category, Foundation Type

NFIP Info: Property Site Inventory > NFIP Info sub-

Flood Source, Repetitive Loss Flag, Flood tab

Zone Code, Repetitive Loss Category

Environmental Checklist for at least one Eligibility Review > Env Checklist sub-tab
Alternative

Authorized Applicant Agent and Authorized | Authorization
Recipient Official Names, Titles and
signatures on file

Project Reviewer Eligibility Review > Overview sub-tab

Eligibility Determination Criteria - Applicant, | Eligibility Review > Overview sub-tab
Project type, Project Criteria

Other Reviews - C/E Review, Code Eligibility Review > Overview sub-tab
Compliance, Mt Plan Conformance

Approval Recommendation Eligibility Review > Overview sub-tab

5. Table 8-5 lists attachments that are required for the project application.
Project applications may be submitted in NEMIS HMGP without these items,
but these documents must be attached before FEMA's final approval in the
eligibility determination process (Unit 7: Manage Eligibility Determination).

Table 8-5: Required Project Application Attachments

DOCUMENTS ‘ LOCATION IN NEMIS
History, Alternatives, Proposed | Mitigation > Projects > Application Development >
Actions Problem and Risk Data tab
Project Description Mitigation > Projects > Application Development >

Project Info tab

Maintenance Assurance Mitigation > Projects > Application Development >
Maintenance Assurance tab
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CAUTION: Attachments cannot be deleted once they have been added to NEMIS

HMGP. Please make every effort to limit the file attachment size to

less than 1 GB. Allow up to one hour to retrieve and view newly
attached documents.

For any missing attachment, you will get the following warning message
(Figure 8-11) when you click the VERIFY button:

Submit to FEMA =l

The project description must be attached prior bo submizsion of this project. Pleaze refer to
the Project [nformation tab, If pau are unable to attach thiz pou may still zubmit the project

to FERA and forward thiz attachment to the FEMA regional office wia mail.

Figure 8-11: Missing Required Attachment Message

6. Click the OK button. A message that all checks were completed successfully
is displayed (Figure 8-12).

R |

Al checks completed successfully, edcept one or more required attachmentz [project
dezcription, maintenance, ete. ] were not found. I pou are unable to attach thesze you may

ztill submit the project to FEMA and farward these attachments to the FEMA regional affice
via mail,

Figure 8-12: Verification Complete Message
7. Click the OK button.

8. On the bottom left part of the tab, click the SUBMIT button. The Final
Submission dialog box is displayed (Figure 8-13).

NOTE: When you click the SUBMIT button, NEMIS HMGP will automatically verify
the application before displaying the Final Submission dialog box.
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Submit To FEMA Ed

Y'ou are abaut to gubrit the application ta FERMA,
Are pou zure that you would like to continue’?

Figure 8-13: Final Submission Dialog Box

9. Click the YES button. The project application is submitted to FEMA. A
message is displayed that the work packet for the Receipt and Delegate task
in the Eligibility Determination process was created (Figure 8-14).

Submit to FEMA

@ Warkpacket for Receipt and Delegate was succesfully created,

Figure 8-14: Work Packet Created Message

10.0n the bottom right part of the tab, click the CLOSE button.

NOTE: The amended project application gets added to the HMGP project lists.
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Unit 9 — Manage Appeals
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Overview

The Manage Appeals functionality is not yet available in NEMIS HMGP. For the manual
Appeals process for disasters declared on or after June 1, 2010, please refer to

the Hazard Mitigation Assistance Unified Guidance in effect at the time of the disaster
declaration. For disasters declared on or after June 1, 2009, and prior to June 1, 2010,
please refer to the FY10 Hazard Mitigation Assistance (HMA) Unified Guidance,
available at http://www.fema.gov/library/viewRecord.do?id=3649. For disasters declared
prior to June 1, 2009, please refer to the HMGP Desk Reference, available at
http://www.fema.gov/library/viewRecord.do?id=1472. You may also request guidance
from your Regional Mitigation office.

PUBLICATION OF THE HAZARD MITIGATION GRANT PROGRAM APPEALS
DATABASE

The Federal Emergency Management Agency (FEMA) announces the availability of the
Hazard Mitigation Grants Program (HMGP) Appeals Database.

The Hazard Mitigation Grant Program, available at https://www.fema.gov/hazard-
mitigation-grant-program, provides grants to state, local, tribal and territorial
governments to implement long-term hazard mitigation measures after a major disaster
declaration. The purpose of the HMGP is to reduce the loss of life and property due to
natural disasters and to enable mitigation measures to be implemented during the
immediate recovery from a disaster.

An eligible applicant may appeal any FEMA determination regarding applications
submitted for funding under the HMGP. The appeal process allows applicants to
request a reconsideration of the decision in conformity with program requirements.
There are two levels of appeals. The Regional Administrator decides first appeals. If
FEMA denies the appeal at the Regional Administrator’s level, the applicant may submit
a second appeal to the Deputy Associate Administrator for Mitigation at FEMA
Headquarters. If FEMA approves an appeal, FEMA will take the appropriate action to
implement the decision. If the second appeal is denied, the decision is final.

To provide an effective means to research and track appeals, FEMA developed a web-
based database that can be accessed online. The online Appeals Database is a
searchable database containing FEMA responses to applicant appeals for assistance.
The database houses HMGP second appeal records since 1988 and first level appeals
since the release of the FY2011 Hazard Mitigation Assistance guidance. In 2011, FEMA
started monitoring first appeals made in the regions. The purpose of the database is to
inform the public on how program requirements are applied. The database can be
accessed at: http://www.fema.gov/hazard-mitigation-grant-program/hmgp-appeals.

For more information on the terms used in the appeals database and a brief summary of
the basic program elements, users can reference the Hazard Mitigation Assistance
Program Digest, available at https://www.fema.gov/media-
library/assets/documents/95109.
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FEMA Hazard Mitigation Assistance datasets are also available through OpenFEMA,
available at https://www.fema.gov/openfema.
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Overview

The NEMIS HMGP Manage Allocations and Obligations process allows FEMA
Regional and Headquarters staff members to:

e Allocate funds for approved HMGP projects
e Obligate HMGP funds for approved HMGP projects

Table 10-1 provides an overview of the Manage Allocations and Obligations
process.

Table 10-1: Manage Allocations and Obligations

ITEM DESCRIPTION

Purpose Allocate and obligate funds for approved HMGP project applications
When does it After project applications have been approved by FEMA staff in the
start? Eligibility Determination process
Who does it? FEMA Regional Mitigation Staff

¢ Mitigation Analyst (MA) Role
e Hazard Mitigation Officer (HMO) Role
e Division Chief Role

CAUTION: The same user may not perform both the MA and HMO
tasks.

How is it done? Execute two processes:

Part 1: Allocation

Task 1A: Create Allocation and Submit to HMO

Task 1B: Submit Allocation to Emergency Support (ES)

Part 2: Obligation

Task 2A: Create Obligation and Submit to HMO

Task 2B: Submit Obligation to SOA Financial Services (SFS)
Task 2C: Verify Obligation

Task 2D: Notify Recipient of Obligation
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ITEM DESCRIPTION

Part 3: Deobligation

Execute only in the following situations:
e Project has a cost under-run
¢ Recipient withdraws a project after funds have been obligated

e Audit results determine that certain project costs are not allowed or
were miscalculated previously

Task 3A: Create Deobligation and Submit to HMO
Task 3B: Submit Deobligation to SOA Financial Services (SES)
Part 4: Deallocation

CAUTION: Execute only if deobligation will be processed in the current
fiscal year. Deobligations from previous fiscal years will be
automatically deallocated.
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Part 1: Allocation

An allocation does not have to be created in the system for each individual
project. Multiple projects can be part of one “Batch” allocation.

After the allocation is processed, an obligation for each individual project MUST
be created in the system. Another allocation cannot be processed until all
projects allocated in the batch allocation are fully obligated.

Figure 10-1 illustrates the Allocation Workflow in NEMIS HMGP.

Allocations

Ifmis Status

Figure 10-1: NEMIS Allocation Workflow
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Task 1A: Create Allocation and Submit to HMO

1. On the NEMIS menu bar, click the Mitigation icon. If prompted, select Group
ID and Disaster. On the MITIGATION menu, click Funding > Allocations >
New (Figure 10-2).

File Disasker PrUjectSlFunding Flans Repository  Admin  Window  Help

@ | Estimate AlL+E

ChgDisaster ChgGrowp  F Allocations  Al+A
Obligations  Alk+0

7 | ) Il a 0g
I kil ,4?2,851' Egarren I 08M 72011 I I 00000000 I WOID I2D11

| 3
5 §-10,469 mesmith 020172004 cataplet 0201/2004 ACCERT 2003
| | | | | | | |
| 4 | $-126,577 | msmith | 0201 /2004 | cataplet | 02012004 | ACCEPT | 2003
| 3 | $0 | msmith | 09/23/2003 | | 00/00/0000 | WO |2003
| 2 | $200 | twvindham | 03/ 7/2003 | cataplet | 031 7/2003 | ACCERT | 2003
| 1 | $66,974 | mieltner | 05i01/2003 | cstaplet | 05i01/2003 | ACCEPT | 2003
| i | $3,539,185 | twvindham | 0713112003 | cataplet | 07/31/2003 | ACCERT I 2003
Expand Sort | e | Ok | Cancel |

Figure 10-2: Mitigation > Funding > Allocations > New

2. The Create Allocation dialog box is displayed with a system-generated
Allocation Nr (Figure 10-3).

¥# Create Allocation Ed

Dizaster Hr:
Allocation Hr: EI

Cancel

Figure 10-3: Create Allocation Dialog Box
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3. Click the OK button. Five tabs with Allocation information are displayed. The
Worksheet tab is displayed by default (Figure 10-4).

@ allocation Disaster Ni:7174  Allocation Nz 22
WorkSheet | Details | Comments ] Authorization ] Approval Status |
Project Applic Fed Share Reci i Project Total Proj Fed Share  Max Fed Share
Number id  To Be Allocated M":l;: Mm::: Total Allocstion  Federal Share  Prev Allocated available
<] | i3
Project allocations must be p d sep Iy for each Recipi Add Project | Remove Pmiact]
fEST et et 00000 = 0 '
¥4 A
£ foee m:D I siauoma} 2% [0035
o .
(=" Sliding Scale i = 7.8 i ;
uwpto | $5000000[ 1% (0.01) R
Excess [ $5.000001[ 5% [0.005)
Diagram I Current Role is HMO Clase |

Figure 10-4: Mitigation > Funding > Allocations > Worksheet Tab

NOTE: Administrative cost calculation will not appear for disasters declared
after November 13, 2007.

4. On the bottom part of the tab, check that your current role is MA.

5. Click the ADD PROJECT button. The Allocations Project List is displayed
(Figure 10-5).

Select Project Disaster 1001

Select Desired Type of Projects to be Listed

Al @ Regular ) Initiative () Management Costs ()

Project
Project Title
[Broward County project
0 Regular Statew ide Statew ide Test - Nov 25th 2009

9 43 o Regular Statewide Hillsborough (County} Testing here

12 62 0 Management Statewide Statewide SMC project

7 &9 o 'Pruject Planning Statewide Statewide Defect Retest
] [ 3

[ Ok ] I Cancel

Figure 10-5: Allocations Project List - Left Side

6. Scroll to the right to see the other Allocations Project List data fields (Figure
10-6).
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Select Project Disaster 1001

=5

Select Desired Type of Projects to be Listed

Al @ Regular Initiative Management Costs )

Approval | Total Aprvd
Recipient
Statewide

Subrecipient
Broward (County)
Statewide

Project Title

Fed Share
75,000
$46,875|

Test - Nov 25th 2009 TI252008

Statewide Hilzborough (County) Testing here 12/03/2009 £100,000 £75,000

Statewide Statewide SMC project 04421/2010 51,000 5750

Statewide Statewide Defect Retest 057201 514,400 510,800

n ] »

| oK

| |

Cancel |

Figure 10-6: Allocations Project List - Right Side

NOTE: The list displays the approved projects associated with the current
disaster number. The list may also include projects for which funds have
already been partially allocated.

7. Table 10-2 describes the Allocations Project List data fields.

Table 10-2: Allocations Project List Data

DATA FIELD ‘ INFORMATION TO BE REVIEWED/ENTERED

Project Type Desired Type of Projects to be Listed. Select one of the
(Select) following:
o All
e Regular
e Initiative
e Management Costs
e For Planning Projects, select All
Project Number assigned by the system to the project application during
the Eligibility Determination process; also referred to as FEMA
Project Number
Aplcn System-generated Recipient Application ID number for the
project- Number can be overwritten during application
development.
Amend System-generated number of the amendment (0 is assigned to
the initial project application submission, 1 to the first
amendment, and so on)
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DATA FIELD ‘ INFORMATION TO BE REVIEWED/ENTERED

Project Type Funding Type for the project. Possible values are:
e Regular
e Initiative

e Management Costs
e Planning Project

Recipient Name of Recipient

Subrecipient Name of Subrecipient

Project Title Name given to the project during the application development
process

Approval Date the project application was approved by FEMA

Total Aprvd Total project cost approved during the Cost Review in the

Eligibility Determination process

Federal Share Portion of the total project cost that will be funded by FEMA

8. Select the project you wish to add to the Allocation. Either double click or click
the OK button.

9. The Worksheet tab is displayed with the following data fields auto-filled by
the system (Figure 10-7).

e Project Total Federal Share
e Max Fed Share Available

w,nllol:ation Disaster Nr:7174  Allocation Nr: 21

WorkSheet ]Delallsl Cumments' Authurizaliunl Approval Status

Project  Applic  Fed Share Recipient Sub-Recipient Project Total  ProjFed Share  Max Fed Share

ber  ID ToBe Allocated Admin Est Achmin Est Total Alocation  Federal Share  Prev Allocated Avai
. 0 $21,750 é-

Figure 10-7: Allocations Worksheet Tab - Auto-filled Data Fields

10.1f applicable, note the dollar amount in the Proj Fed Share Prev Allocated
data field.

11.In the Federal Share To Be Allocated data field, enter the amount to be
allocated. The amount entered must be less than, or equal to, the Max Fed
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Share Available (Figure 10-8). Be sure to account for the leading zero in the
field. It must be deleted or made part of your allocation amount.
® Allocation Disaster Nr:7174  Allocation Nr: 21 M= B

WorkSheet | Details | Comments | Authorization | Approval status |

Project  Applic  Fed Share Project Total Proj Fed Share  Max Fed Share
Total Allocation  Federal Share  Prev Allocsted Available

$21,700

Sub-Recipient

| i
Project allocati must be p p ly for each Recipient. Add Project | Remaver';edl

Rl Cost Calcul

oy

upto | $100000] 3%  (0.03)

Figure 10-8: Federal Share to be Allocated Data Field

12.Press the Tab key to move to the next field, and the Admin Est and Total
Allocation dollar amounts will auto-fill (Figure 10-9).

HINT: For projects covering State Management Costs (projects with an M suffix),
enter Recipient and Subrecipient administrative costs as $0.

M Allocation Disaster Nr:7174  Allocation Nr: 21
WorkSheet I Delailsl Comments I Authurizalionl Approval Status |
Project Applic Fed Share Recipient Sub-Recipient Project Total ProjFed Share  Max Fed Share
Number 1D ToBe Allocated  Admin Est Admin Est  Total Allocation Fecleral Share Prev Allocated Available
[T [z 50 52 7 s [ saazs0|  s21700 350
TOTALS $50 §2 $2 $54
< | M
Project allocations must be processed separately for each Recipient. Add Project | Remove p,wl

Figure 10-9: Administrative Estimate and Total Allocation Data Fields

13.When allocating project funds as well as Recipient and Subrecipient
Administrative funds, always use the sliding scale radio button to ensure the
Recipient and Subrecipient Administrative funds are calculated correctly by
the system and included in the Total Allocation field along with the Project
Amount to be allocated (Figure 10-10).
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§®Allocation Disaster Nr:7174  Allocation Nr: 22
WorkSheet lDetailsl Cnmmems' Au!hmizaﬁnnl Approval E:latus]
Project  Applic  Fed Share Recipient Sub-Recipient Project Total Proj Fed Share  Max Fed Share
Number Id  ToBe Allocated Admin Est Admin Est Total Allocation  Federal Share Prev Allocated Available
2 7 ] 32 $21,700 $50
TOTALS | $50 $2
< | i3
Project allocations must be processed separately for each Recipient. Add Project | Remove Pmiecll
— Admini: Cost C
e wto | $100000[ 3% (003
B ehinl e uwpto | $1.000000[ 2% (002 —
upto | $5000000[ 1%  (oO7) _l
Excess I $5,000,001 I 5%  [0.005)
Pit |  Diagam | Current Role is HMO [ Cese |

Figure 10-10: Allocation using the Sliding Scale radio button to ensure
proper allocation

NOTE: When encountering the “Project Allocation Amount - You cannot allocate

an amount exceeding the current maximum available for this allocation”
information message, it will be necessary to adjust the Fed Share To Be
Allocated in a manner that brings the allocated total for the project down
to a level equal to or less than the amount approved for the project.
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14.1f necessary to override the Recipient or Subrecipient Administrative amounts
generated by the system, the user will be prompted to acknowledge the
continuation of the override (Figure 10-11).

2 You are about to override a NEMIS MT Module system generated funding amount. This action is not in the best interest of the integrity of the system
\'/ financial transactions and is not advised. Do you wish to continue with this action?

-
>

Figure 10-11: Admin Override acknowledgement message

15. Selecting No will return the amount overridden to the previous amount
calculated by the system. Selecting Yes will prompt a second acknowledgement
confirmation (Figure 10-12).

by 4 Are you sure you wish to proceed with overriding this system generated financial transaction? If you select yes you will be required to provide
<37 ustication which wil be autmekcal ont 10HQ HAG: Prog am Delvry.

veo |[Co ]

Figure 10-12: Admin Override 2"9 acknowledgement message

16.0nce again, selecting No will return the amount overridden to the previous
amount calculated by the system. Selecting Yes will automatically open the
Comment Editor, which requires that a comment be entered justifying the
calculation override. This will allow the override, and the user will be able to
continue with the allocation.

17. Close the Comment Editor after entering your comment (Figure 10-13).
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A M Asdnional Comments Below:

Vhn cluaractnes svssl secourte for s usee pa sl datn spmred (o e e

et Chec
Fres

Lancel

Chasactor Limst

Characters Avad

=

#istart| | & E}umshmvmm

Figure 10-13: The Comment Editor Screen

18.To add more projects to the Allocation request, maximize the Allocations Project

List window. Repeat Steps 5-11.

19.Click the Details tab. The cumulative Allocations requested thus far are

displayed (Figure 10-14).

bﬂanllocation Disaster Nr:7174  Allocation Nr: 21

WorkSheet Details |Comments| Authorizatinnl Appraval Status

oA

Total Project Funds : I §750,000
&; (From Funding Estimate) '
Total Previously Posted in IFMIS : I $21 700
B: (&pproved by IFMIS) '
Total Pending in IFMIS : I—$D
C: (Waiting for Approval by IFMIS)

Total for This Allocation :
L (Current Allocation)

Total Remaining After This Allocation: I $728,250
A-(B+C+D)

$a0

Figure 10-14: Mitigation > Funding > Allocations > Details Tab

20.Click the Comments tab (Figure 10-15).
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@ Allocation  Disaster Mn512  Allocalion N 4 M|

WoakShigt | Details Eﬂmmml Austhorization | Approval Stalus

Bt U b Conmimsent

Figure 10-15: Mitigation > Funding > Allocations >~ Comments Tab

21.Click the ADD button. A new row for adding comments is displayed. The system
auto-fills the User Name, the Date, and the Time of the entry (Figure 10-16).

i Allocation Disaster NrTS512  Allocation Nrs 4 HHE
Workshest | Details mmnl Authorization | Approwal Stabus |
Date User W Comemenl
|
aod | Deen |

Figure 10-16: Comments Tab with New Row Added

22.Double-click inside the Comment field. The Comment Editor is displayed.

23.In the Comment Editor text area, enter the justification for allocating this project
or any additional comments that may help the reviewers and approvers.

24.Click the OK button. The comments you entered are now displayed in the
Comments tab (Figure 10-17).
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o Allocation Disaster Nrl512  Allecation Nr: 4

mmsr-uﬂmlails ml Authorization | Approval Status

Dt Ugar bl Comnimient
EH012 44528 CIORDEAN 'M.‘.ﬁ coamiminls a0 Bor i newy-created alocation for this peopect I

Figure 10-17: Comments Added

25.Click the Authorization tab (Figure 10-18).

g Allocation  Disaster Nr:T512  Allocalion Nrs 4

WorkShaet | Details | Comments Authorization | Approval Status |

Preparer

Prieparer Marme: |

Preparation Date | QNOUON0D 0o0D0n
Subimit for HMO Approval

HMO Approal

HMO Authorization Name: |

HMG Authosization Date: | OQMN0AD0G0 00:00000

Figure 10-18: Mitigation > Funding > Allocations > Authorization Tab

26.Click the SUBMIT FOR HMO APPROVAL button. The Forward Work Packet to
HMO dialog box is displayed (Figure 10-19).

Alert '

;..’/ Forward workpacket to the HMO

Yes Mo l

Figure 10-19: Forward Work Packet to HMO Dialog Box
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27.Click the YES button. The Work Packet Forwarded to HMO message is
displayed (Figure 10-20).

\__l / Workpacket forwarded to HMO for Approval.

o ]

Figure 10-20: Work Packet Forwarded to HMO

28.Click the OK button. The Authorization tab now displays the Preparer Name
and Preparation Date (Figure 10- 21).

Y Allocation Disaster NrT512  Allocabion Nr: 4

WorkShaet | Details | Commants Autherization | Approval Status |

Preparer
Preparer Marme:. JORDAN, CHARLES W
Preparation Date I DBDErZ010 124732
HMO Approval

HMO Authosization Name: |

HMO Authosization Diate I QL0000 00;00000

ﬁﬁne-l Draagram | Current Role is MA Choree I
Figure 10-21: Preparer Information Displayed

29.0n the bottom right part of the tab, click the CLOSE button.
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Task 1B: Submit Allocation to Emergency Support (ES)

1. On the MITIGATION menu, click on Funding > Allocations (Figure 10-22).

Fille Disaster Projects | Funding Plans Repository Admin Window Help

‘ = (@) | qEStimate  AI+E

ChqDizaster Chgrowp  F|_ Allocations Alk+A
Obligations Alt+0

Figure 10-22: Mitigation > Funding > Allocations

2. The Select Allocation list is displayed (Figure 10-23A). Highlight the desired
allocation and click OK. The selected allocation is displayed. You should not be
the same User who completed Task 1A: Create Allocation and Submit to HMO.

‘aSelect Allocation Disaster 6120 M=l E3
26 | 5109 | Qo 13
[ 2= | wa3| eswen | mmosemz | | mwmow | voD |03
| 24 | $.14,3nn| ejordan | 1243102012 | BErren | 1213172012 | ACCERT W
| 23 | $4n| egarren | 1242702012 | joports | 1202712012 | ACCEPT W
| 22 | $n| egarren | 080752012 | | 00000000 | WOID W
| 21 | $n| egarren | 03/29/2012 | | 00/00/000 | Y0ID W E
| 20 | 30 | Bgarren | 03/292012 | | 00000000 | YOID W
| 19 | $n| egarren | 014132012 | | 00/00/0000 | wOID W
| 18 | 30 | egarren | 010122012 | | 00000000 | WOID W
| 17 | $.14,ann| egarren | 1212702011 | gjoran | 127272011 | ACCERT W
| 16 | $U| egarren | 1202712011 | | 00/00/000 | 0D W
| 15 | $n| egarren | 113002011 | | 00/00/0000 | YOID 2012 r
Print | Expand Sort | e | QI I Cancel |

Figure 10-23A: Select Allocation list

3. Table 10-3 describes the Allocation Work Packet List data fields.

Table 10-3: Allocation Work Packet List Data Fields

DATA FIELD ‘ INFORMATION DISPLAYED

Allocation Nr Number assigned by the system when the Allocation request
was created

Total Allocated Total of all project amounts and administrative estimates

Amt

Preparer Name NEMIS HMGP User Name of the person who created the
allocation
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DATA FIELD ‘ INFORMATION DISPLAYED

Prepared Dt Date the allocation was created or the most recent date it was
edited

HMO Auth. Name | NEMIS HMGP User Name of the person who authorized the

allocation
HMO Auth. Dt Date the allocation was authorized by the HMO
Status System-generated indicator of the status of the workflow in the

ES Review: At MA = awaiting transmittal to HMO; At HMO =
awaiting transmittal to ES module; At ES = awaiting approval in
ES module; Accept = accepted by IFMIS; Void = Allocation was
voided

FY Fiscal year for this allocation

4. The Allocation work packet is ready for HMO approval if it displays the
following information:

e Status is At HMO
5. Highlight the work packet. Click the OK button.

6. Five tabs with Allocation information are displayed. The Worksheet tab is
displayed by default (Figure 10-23B).

Qallocation Disaster Nr:6120  Allocation Nr: 26 [_ [T x] I
WorkSheet |Detalls] Comments] Authurizatian] Approval Stamsl
Project  Applic  Fed Share Recipient Sub-Recipient Project Total Proj Fed Share  Max Fed Share
Number Id  ToBe Allocated Admin Est Admin Est Total Allocation  Federal Share Prev Allocated Available
| 6 .}T?" 2 | $276,000 | $9,347 [ 1,366 | $269213 [ 911,457,003 $10,005000 | $1,452 003
TOTALS | $278,000 | 59247 | @86 | $289,213
4| | |
Project allocations must be processed separately for each Recipient. Add Proje | demove Fioe |
Administrative Cost Calculati
00,000 3% 03
Bl I I sﬁ;xuuuuul 2% oo
up lo BLLIY 0.02]
+ Sliding Scale " ( ) oK
upto | $5000000[ 1%  (0.01) _]
Excess | $5000001 5%  (0.005)
Print I Diagram ] Current Role is HMO |_|':"’se

Figure 10-23B: Mitigation > Funding > Allocations > Worksheet Tab

7. Review the read-only information in the Worksheet, Details, and Comments
tabs.

8. Click the Authorization tab (Figure 10-24).
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bq'anllocation Disaster Nr:6120  Allocation Nr: 22 (- [T

WorkSheetl Detailsl Comments Authorization | Appraval Statusl

— Preparer

Preparer Kame: |GARREN, ERROLD.

Preparation Date: I 08/07i2012 20:42:43

Subraittar H o Approval

— HMO Approval

HMO Authorization MName: |

HMO Authotization Date: | 00/00/0000 00:00:00

Yoid Allocation | Rework to Praparar Submitto ES

Pirt | Diagram | Current Role is HMO

Figure 10-24: Mitigation > Funding > Allocations > Authorization Tab

9. In the bottom half of the tab, the HMO Approval section is displayed.
a. Click the VOID ALLOCATION button to void the allocation request.

b. Click the REWORK TO PREPARER button to send the allocation request
back to the Mitigation Analyst for rework.

c. Return to the Comments tab to make any desired comments. If no
comments are required proceed to item d. below.

d. Click the SUBMIT TO ES button if you wish to continue processing the
allocation request.

10.1f you clicked the SUBMIT TO ES button, the Forward Work Packet dialog
box is displayed (Figure 10-25).

Alert E |

3(1 Workpacket will now be forwarded, do you wish to continue?

Yes | | Mo |

Figure 10-25: Forward Work Packet Dialog Box
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11. Click the YES button. The Request for Allocation Advice Worksheet
(RAAWS) is displayed with nine tabs. The Salaries tab is displayed by default
(Figure 10-26).

AMENDED Requeest for Allocation Advice Worlcshest
DizasterfIncident: 751200 AZ: AZ STORM-FLOOD V3MR11 TES — Program/Difice User Role;
Accounting Code: 2010-06-751 2DA-9092-0000-7777-D HSC MTE OPS € IS¢ Admin . LTROC PO

& Salaries [@Tmm | #5Transportation| BéMisc | B Equip/BiigiLand | I Grants | BBins Claims | -22Cther | &3 Cumulative Totals
Sum of Preor This Fewized
IFMIS Approval Action Allocation

ORJECT CLASS 110

T Fulltime, rorrvaoe board, premarent sppoiniments i UIS and it
POSTRESnT
T2 Fulieme, permansnt spponiments in fooesgn courines, poed ol US rabss
103 Fulbbne, permanenl sppoinimerts i foosgn courines, pad o local ialeg
TIH Fulltame, wage boad, permanent sppcantments in LIS and i possessions
TI06  Emplopen indebhedonss
TI0E  Luesp sues creclt hotns
TIOF  Duick service wine
M8 Tiena-off swads in FEMA
100 Tolal

IE.E.IEEAHA ]

=1 b= b = et

OBJECT CLASS 112x

1121 Fulltime, ron-age board, heesporany apporiments in LIS and it [ o[ £ |
POSDEITING
122 Fulteme, bempoiay sponiments in beegn counties, paad ol LIS rstes
ME Fullbens. beenpoiay spponimentt in baiman couniie:. paed ot local rabes
L 1954  Follfoves sinnes bunasel basvoru ain serowrirdrrais o 1S el e LT | T | i |

Figure 10-26: Request for Allocation Advice Worksheet (RAAWS)

12. At the top of the worksheet, in the Program/Office section, check that the MT
radio button is selected.

13.Note that User Role has changed to PO (Project Officer).
14.Click the Grants tab (Figure 10-27).
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AMENDED Requeest for Allocation Advicoe Worksheet

Dizasterfincident: TS1Z2DR AF: AZ STORM-FLOOD V3MR11 TES | Program/Dilice User Role;
Accounting Code: 2010-06-7512DH-9092-0000-7777-D HEC MTE OPS C 150 Admin O LTROC PO

@ Salaries | # Travel | 25 Transpodtation | MMisc | BOEquip/BidgfLand B Grants Emma Claims | .2} Other | &3 Cumulative Tatals

-

Sum of Prior This Flevized il
IFMIS Approval i i

OBJECT CLASS 41xx

4101 Granks, Subsides. and Conlbation [oopetative ageeements]
4102 Other granks fnot cooperative agreements]
4103 Uiban Search and Fescue - Disaster Rielated
4192 Superund - Subsistence payeents
4113 Supedund - Stoiage payments
4114 Supsdund - Lty subidy of connection pasments
4115 Superdund - Puschate of contemested paitonsl popety
4116 Supedund - Dveneslesss paenend fior bemporary eedocation
4117 Superfund « Micelarnous pamenty
41Tn  Superbund Progeam Geanls Qo
4120 Grants Undar the PPA o the EMPG [Py 2000 ared beyond)
4130 Educstional Shpend
Temporasy Housing Grants
4141 DH - Direscd pyetnard boe sl
4142 DH - Traeaent sccosmodaton:

=2k b= .E..I.E_‘.&J.L.!lih
24 b = llilﬂﬂl‘lllll

L !!nnmblz‘znnnn

Figure 10-27: RAAWS > Grants Tab - Top

15. Scroll to the bottom of the tab. In the Object Class 4173 — Hazard Mitigation
Grant row, under the This Action column, verify that the dollar amount is
equal to the Allocation amount requested (Figure 10-28).

AMENDED Requeest for Allocation Advicoe Worksheet

DizagterfIncident: 751200 AZ: AZ STORM-FLOOD VEMA11 TES  Progeam/Office | Waer Aole:
Accounting Code: A1 0-06-751 20 -9092-0000- 7777-D HE ¢ MTE OPS € 15 ¢ Admin . LTRD & [21]

& Salaries 1 o Tramel E Q5Tram5pu:td|-an| !Mﬂcl B EquipBidgiLand Bl Grants EE"‘I‘E Claimsl -.E.?Dtrmrl & Cumulativa Totals |
; ; : =]

Sumi of Preog Thaz Favized

IFMIS Approval MAction Allocation

OBJECT CLASS 41xx
Individisal Assistance Grants
1% Human Services [H5] Grants E |
Infiastructuse Grants
41ED  Inbastnachure (F] Grarts
418y [ndrastnachos Giants
Dihes Disastes Assistance Granks

u
3
#4173 Hazand Mitigason Grant 1
4174 Dicaster Prepansdress Imngeovement Grart [OFG)
4TS Puchas of propety [Disases Plebsf Fund) 1

41T Other Depatler Assistancs Grank:

#
e Drants, Submdes, and Contribaions
A1un Total H-E_JIH ﬁ,ﬂ% HEEE%

TOTAL I 450,001 5997 | £459 76| |
Figure 10-28: RAAWS > Grants Tab - Hazard Mitigation Grant Row

Bilsl 1
=

IIAL
b
Ll

16.0n the far right column of the Object Class 4173 — Hazard Mitigation Grant
row, click inside the checkbox. The Allocation Comments window is displayed
(Figure 10-29).
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Allocation Conmments |

Ohbject Class Code: 4173
Comment; ;|

=
WARNING: Currently the Maximum Comment Length is sat to 2000 Characters.

User ID/Group: -EJORDAR/HMO 080672010 14:12GMT
Current Cormment Length: 0

User IDfGroup Length: 47

Length Awailable for Additional Comments: 1953

Add New/Additional Commaents below:

| -

w

Pit |  MTDetsis Dione Cancel |

Figure 10-29: Allocation Comments

17.Click the MT DETAILS button. The Mitigation Details window displays the
projects to be allocated (Figure 10-30).

rditigation Details @

Project Application Project Recipient Subrecipient Total Project Total Proj Fed Share Max Available for
Humber Id Amount Admin Est Admin Est Allocation Federal Share Prev Allocated Current Allocation
12 R | |21 451 :II 30 F41 F7.500 30 7 =200

TOTALS $431 $0 $0 $451

Dane

Figure 10-30: Mitigation Details
18.Click the DONE button. The Allocation Comments window is displayed again.

19.0n the Allocation Comments window, enter your comments indicating
approval (Figure 10-31).

HINT: Include the Disaster Number, projects, and allocation amount in the text.
Add the text "Approved by DC."
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Object Class Code: 4173
Comment: ;|

bd
WARNING: Currently the Maximum Comment Length is set to 2000 Characters.

User ID/Group: -EJORDAN/HMO D8.06/2010 14:12GMT

Current Cormment Length: O

User ID/Group Length: 47

Length Available for Additional Comments: 1953

Add New/Additional Comments heloer:

Allocation for Planning Project for DR-7512 with Fed Share of $9,975.00 approved by DC/| =l

g

Fit | MT Deais | Done |  Concel |

Figure 10-31: Allocation Comments with Approval Text

20.Click the DONE button. The Grants tab is displayed. The checkbox on the far
right column of the Object Class 4173 — Hazard Mitigation Grant row now has
an "X" to indicate that Comments are attached (Figure 10-32).

AMENDED Request lor Allocation Advice Worksheet

Disaster/Incident: 7512DR  AZ: AZ STORM-FLOOD V3MA11 TES ~ Program/Office User Role:
A ting Code:  2010-06-7512DR-9092-0000-7777-D HSC MYIG OPSC ISC AdmnC LTROC PO
@ Salaries | B Travel | % Transportation | MMisc | MOEquipidgiLand IMGrants | BBins Claims | 3 Other | &3 Cumutative Totals |
2l
s.-dmu\ This Revired
IFMIS Approval Action Allocation

OBJECT CLASS 41xx
Indevidual Assistance Grants

415 Human Services (HS) Grarks [ i | | 5]
Infrastructue Grants

4160 Inbrastructure IF) Grarts !g g g

4160 Inbrastructure Grants | 3| st j
Other Disastes Assistance Grants

4173 Hazaed Mitiganon Geant $450.001 39974 [ )

4174 Dizaster Prepacedness Impeorvement Grant [DFIG) 0 1

4175 Puchate of propety (Disaster Relel Fund) 4 ) &

417%  Othes Disaster Assistance Grants i}

s |
Alxx  Grants, Subsides, snd Contributions [ g] 5% | ﬁ
41xx Total | 4 1 3. | $459

TOTAL [ $450,001] [ $9.975 [ 3459978 |

Figure 10-32: Hazard Mitigation Grant Row with X in Checkbox
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21. At the bottom of the Grants worksheet, click the ACCEPT button (Figure 10-

33).
Disaster/Incident: 7512DR AZ: AZ STORM-FLOOD VIMA11 TES  Program/Olfice User Role:

i ting Code:  2010-06-7512DR-9092-0000-7777.D HSEC HWIG OPS C ISC Admin C LTRO C PO

® Salanes | x Trml] £5Transportation | B Misc I BEquipBidgiand M Grants |Elnrs Clalrnsl Q‘}O!Im] &3 Cumulative Totals |
2l
Sum of Pnot This Revized
IFMIS Approval Achion Alloc ation

DBJECT CLASS 41xx
Indrvidual Axuistance Grants
415 Human Services (HS) Grants |
Infrastiuctuse Grants
4160 Inbastructure (IF) Grants
416x  Infastnuchure Grants
Other Disastes Assistance Grants
4173 Hazaed Mibgaton Grant
4174 Duaster Preparedness Impeovement Grant [DFIG)
4175 Purchase of propeety [Dmaster Rebel Fund)
417x  Other Duacter Asssstance Grants

.E.&.BJ% 28l |8

b4
Bﬁﬂgﬂﬂﬁé

e Grants, Subsides, and Contrbutions
Alxx Total 34

TOTAL [ $450.001] [ $9575 |

s
il

k]

%
5
5
uﬂ%ﬂ
G
e
IR

_pm_| o | ¥ Toes |

Figure 10-33: RAAWS > Grants Tab - Accept Button

NOTE: If the user does not click on “Accept,” the user will need to go to the ES
module and open the allocation and click on “Accept.”

22.The Print Worksheet dialog box is displayed (Figure 10-34).

AMENDED Request for Allocation Advice Worksheet

:\_:‘:,) Do you want bo prink this worksheet?

Yes o

Figure 10-34: Print RAAWS Dialog Box
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23.Click the YES button.

CAUTION: Allocation Worksheets should be printed and placed in project files.
This is useful for any future audits of the project.

24.The Print Completed message is displayed. Click the OK button.

25.The Worksheet Forwarded to the COMP Queue message is displayed (Figure
10-35).

AMENDED Request for Allocation Advice Worksheet

\_l (l This worksheet has been successfully Forwarded to the COMP queue,

QK

Figure 10-35: Forward RAAWS to COMP Dialog Box
26.Click the OK button.

Processing the Allocation Request

The COMP referred to in Step 25 above is the Comptroller. After the Comptroller,
the allocation request goes through the following approval levels.

e Disaster Recovery Manager (DRM)
e Financial Policy Division (FPD)
e Office of Financial Management Planning and Analysis (OFMPA)

After the request is approved by OFMPA, the allocation is entered automatically
into the Integrated Financial Management Information System (IFMIS).

The allocation request can be rejected at any time during the approval process. If
the request is rejected at the HQ Level, it will be rejected back to the Comptroller,
who will reject it back to the MT DC. The MT DC then deletes the Allocation work
packet and rejects it back to the HMO. The work packet will then display a
"REJECT" status in Mitigation > Projects > Management.

Allocation Status

Once the allocation shows “ACCEPT” or “REJECTED” on the Select Allocation
screen, an email will be sent to the HMO who submitted the allocation request
(Figure 10-36).
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From: DoMotReply @fema.gov
Jo: Garren, Errol

(e
bubject: Allocation Number 18 DR # 4000 HMO Authorization date 28-DEC-12

Allocation number 18 for DR # 4000 submitted to ES on 28-DEC-12 has been ACCEPTED by IFMIS,

Figure 10-36: Email notification to the HMO

On the bottom right part of the Select Allocation screen (Figure 10-37), click the
CANCEL button. The funds are now available for the Obligation process.

¢®select allocation Disaster 7512 H=] E3
Allocation Hr | Total Allocated Amt | Preparer Hame | Prepared Dt | HMO Auth. Hame | HMO Auth. Dt Status FY
B | $508,978|| EQarten 0772372014 joporta 07 /2302014 ACCEPT 12014
| 4 | $9,975 | cjordan | 08/082010 | ejordan | 08062010 | = W
| 3 | §-9,975 | cjordan | 08042010 | gjordan | 080472010 | ACCERT W
| 2 | 9975 | ejordan | o2eezo0 | ciordan | 022010 | ACCEPT W
| 1 | $150,001 | egarren | 014192010 | ejordan | 01.19/2010 | ACCEPT Iﬁ
| i] | $300,000 | jordan | 1241712009 | cjordan | 1241742009 | ACCERT Ifm-
Expand Sort | Py | O | Cancel |

Figure 10-37: Mitigation > Funding > Allocations
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Part 2: Obligation

Unlike the allocation process, in which several projects can be grouped together
in one allocation request, a single obligation for each individual project MUST be
created in the system.

All projects included in the batch allocation must be fully obligated before another
allocation can be processed.

For disasters declared on or after March 1, 2015, all obligations and
deobligations will be made on a project-based basis. This change will add
transparency to the drawdown process for both FEMA and the Recipient; will
provide controls to prevent overdrawing of projects; and will allow FEMA to
provide the Recipient with reports on a daily, weekly, monthly or quarterly basis
by disaster, by project. While the process remains similar to the old process,
there is a new look and feel to the obligation screens.

Some of the benefits of this change include:

e Enhanced controls for both FEMA and the Recipient. Because funds
will be obligated and disbursed at the project level, drawdowns for each
individual project cannot exceed the amount obligated for that project,
therefore eliminating the possibility of overdrawing funds on an individual
project.

e Simplification of data analytics. Analyzing data to perform payment
reviews and other audit sampling will be selected using information
contained in FEMA'’s systems. This new process will provide greater
transparency on a nationwide basis, reducing the burden on Recipients
and FEMA.

e Streamlined reporting process. Reports will provide both obligations
and drawdowns by project for quarterly reports that Recipients can use as
the basis of the quarterly reports or as a reconciliation control for their
reporting process.

The change will be effective for disasters occurring after the implementation date
and will not be applied retroactively to prior disasters. The change was
implemented March 1, 2015. For disasters declared after March 1, 2015 the
Recipient will be required to request funding on a project by project basis. Funds
already in the Recipient’s account will remain in a lump sum until they are fully
drawn down, but new project obligations will begin to display on a project by
project basis.

Figure 10-38 illustrates the Obligation Workflow in NEMIS HMGP.
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Chligations
MITP A
SFS
IFRAIS

Submit ko IFMIS
Submit Ta SFS

IFMIE STATUS

AU UG

Chweck to Appscant

Figure 10-38: NEMIS Obligation Workflow
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Task 2A: Create Obligation and Submit to HMO

1. On the MITIGATION menu, click Funding > Obligations > New (Figure 10-39).

\ Select Obligation Disaster 7512 0]

1

_3—|I—|s_’2_| s-9,9?s|T| orden | GAGEDIO16MST 0T | 20|
E0 B RE[ 2 [ dodn | GOO0I2AS pCCET | 20 |
120 T o ] SN[ 1 [ oon | GEOZE o | B0 |
[EmEE 7 POM0[ 0 [ eordn | 120700819254 fccT | 200 |

2
1

0 |T|_W|_I7
e o R ]10.05:213111&1752 pocerr [ 200 |

{ |
| epme =
Figure 10-39: Mitigation > Funding > Obligations > NEW

2. The Project List for New Obligation is displayed (Figure 10-40).
f¥select Obligation Disaster 7512 .00 %|

e bigaton Dssterzstz ]

FEMA Total Previous | Total Previous | Total Pending Rrailatle | 2]
Project Nr| AplenID|  Allocation Ohligation Obligation Obligation
] 2 ga00000|  §298000 il §2000
{ |_°| o[ ] wEmn| stsnon| | i
CO I ) W[ wm |0 |
N il il il oo |
P TR T T V7771 R VY] | o [mo |
RIE R 0| 0| 0| i o |
[ 7 [ ] s i i I T
BERER i i 0| 0

4 : : : : : : A [ ¥

it Piint Expand Sart ey Cancel New K | cancel |

Figure 10-40: Mitigation > Funding > New Obligation

NOTE: The list displays projects that have allocated funds and are associated

with the current disaster number. The list also includes projects that
have been obligated previously. Obligations are initially sorted by FEMA
project number. Each Data Field can be sorted from highest to lowest or
vice versa. Disaster Number is now displayed on the blue banner.

3. Table 10-4 describes the Project List for Obligation data fields.
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Table 10-4: Project List for Obligation Data Fields

DATA FIELD ‘ INFORMATION DISPLAYED

FEMA Project Nr Number assigned to the project application during the Eligibility
Determination process; also referred to as FEMA Project number

Aplcn ID System-generated Recipient Application ID number for the
project

Total Previous Project amount

Allocation

Amount does not include administrative costs that were
included in the total amount of the allocation submitted and
approved by ES

Total Previous Amount previously obligated

Obligation

Total Pending Amount that has been obligated but not yet approved by SFS
Obligation

Available Amount that has yet to be obligated for the project

Obligation
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4. Highlight the project for which you wish to obligate funds (Figure 10-41).

ig# New Obligation Disaster 7512

FEMA Total Previous Total Previous Total Pending Available j

FPraject Me| Aplen 1D Allocation Ohligation Obligation Obligation

[ v | z | $300,000 | $298,000 | 50| $2,000
[z | 1 $150,001 | $150,001 | 50| 50

[ 3 | &8 | $9,975 | $0 | 50| §9,975

[ ¢ | 10 | $0 | $0 | 50| $0

[ s | 11 | $92,502 | $92,591 | 50| 50
I | $0 | 50|

| Expand Sort |

Frint

Figure 10-41: Mitigation > Funding > Project List for Obligation

5. On the bottom right part of the Project List, click the NEW button. Three tabs
with Obligation information are displayed. The Worksheet tab is displayed by
default (Figure 10-42).

“Ubligation Dstr: 7512 FEMA Proj: 7-R Aplcn: 12 Amendment: 0 Action: 1
Worksheet | Comments | Authorization |
~Past T
Total Amount Total Amount Total Amount Avallable
Previously Allocated Previously Obligated for New Obligation
$404.411 50 $404,411
MNew Dbligation
Project Amount To
Be Obligated Recipient Admin Est Sub-Recipient Admin Est  Total Obligation
| $404 411 $ | $ $404 411
Hote: Project Amount Cannot Exceed Total for Hew Obligati
Print Delete I
Clase

Figure 10-42: Mitigation > Funding > Obligations > Worksheet Tab

In the top right part of the Title Bar, note the Action Nr. This is a system-

generated sequential number assigned to this obligation unique to the project

being obligated.

7. The system auto-fills the Total Obligation dollar amount.
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8. Click the Comments tab (Figure 10-43).

bq'al:lhligation Dstr: 7512 FEMA Proj: 7 - R Aplcn: 12 Amendment: 0 Action: 1

WiorkSheet Comments | Authorization |

Comment Dt Userild  Comment

add | Delere |

Cloze

Figure 10-43: Mitigation > Funding > Obligations > Comments Tab

9. Click the ADD button. A new row for adding comments is displayed. The
system auto-fills the User Name, the Date, and the Time of the entry (Figure
10-44).

bq'al]hligation Dskr: 7512 FEMA Proj: 7 - R Aplcn: 12 Amendment: 0 Action: 1

WorkSheet Comments | Authorization
Comment Dt Userld Comment

040715 17:07:03] | EJORDAR -

sdd | Delete |

Cloze

Figure 10-44: Comments Tab with New Row

10.Double-click inside the Comment box. The Comment Editor is displayed.

11.In the Comment Editor text area, enter the justification for obligating this
project or any comments that may help the reviewers and approvers.
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12.Click the OK button. The comments you entered are now displayed on the
Comments tab (Figure 10-45).

bq'al]hligation Dstr: 7512 FEMA Proj: 7 - R Aplcn: 12 Amendment: 0 Action: 1
WarkSheet Comments | Authorization I

Comment Dt Userid Comment

040715 17.07.08

Seler AN W ligation Comments here. Justification for Ohligation .

sdd | Dot |

Cloze

Figure 10-45: Comments Tab with Comments Added

13.Click the Authorization tab (Figure 10-46).

Q'gl]hligation Dstr: 7512 Aplcn: 12 Amendment: 0 Action: 1
WarkSheet | Comments A
— Preparer

Preparer Name: |

Preparation Date: [ ng/0/0000 00:00:00

Submit for HMO Approval |
HMO .ﬂpprl:l\ml General Message

HMO Autharization Marme: |

HMO Authorization Date: | 00/00/0000 00:00:00

Rewvork to Preparer: Submit to SES

Figure 10-46: Mitigation > Funding > Obligations > Authorization Tab

14.Click the SUBMIT FOR HMO APPROVAL button. The Forward Work Packet
dialog box is displayed (Figure 10-47).
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Alert

\?/ Forward workpacket to the HMO

_. ........... ies ............ .\,I HD |

.................................

Figure 10-47: Forward Work Packet Dialog

Box

15.Click the YES button. The Authorization tab now displays the Preparer
Name and Preparation Date. These data fields are auto-filled by the system

(Figure 10-48).

ﬁaﬂhligatiun Dstr: 7512 FEMA Pr R Aplcn: 12 Amendment: 0 Action: 1

WurkSheetl comments

— Preparer

Preparer Name: HORDAM, ERIC .

Freparation Date: [ 04/07/2015 17:26:38

Subimit far Hw S A pproyal I

——HMO Approval

HMO Autharization Mame: |

HMO Authorization Date: | 00/00/0000 00:00:00

Rewyork to Preparer: Sttt b SES

General Message

Clase |

Figure 10-48: Authorization Tab with Preparer Information Added

16.0n the bottom right part of the Authorization tab, click the CLOSE button.

17.1f during the process you wish to delete the obligation without submitting to
the HMO, select the Delete button on the Worksheet tab.
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Task 2B: Submit Obligation to SOA Financial Services (SFS)

1. On the MITIGATION menu, click on Funding > Obligations (Figure 10-49).
File Disaster Projects | | Funding Plans Repositary  Admin  Windaw Help

| | Estimate  Al+E
iecter ChgGrewp  F Allocations  AlbHA

Obligations  Al+C
ejardan 04072012 172
1 a I 2 32 EIEIEII egarren 07/23/2014 15:28: F Dizaster has not been declared
5 | ] | 1 | $92 592] 5 | egarren | [O7 1231201 4 1 8 29.07 IACCEPT | 204 !
1 | o | 2 2 | $-2,000| 4 | egarren | 10105201 16:17:52 IACCEPT | 2010 !
3 | 1| s z | $9975[ 3 [ cjordan | 0732010 18:44:53 [ACCERT | 2010 !
ER [ & T 89975 2 [ ejordan | 002010 12.41:59  [RCCERT [ o |
2 [ o [ T 5150001 [ 1 [ corden [ D2msroi02ros:37 [eccErT [ a0 |
1 | o | 2 T $a00,000[ 0 [ ejordan | 12712008 19:25:46  [ACCERT | 2010 !
4| |2
Prirt Expand Sort Mew I 0K I Cancel |

Figure 10-49: Mitigation > Funding > Obligations

. The list of Obligations for the disaster is displayed. Check that you are logged
in with the HMO Group ID. You should not be the same User who completed
Task 2A: Create Obligation and Submit to HMO.

Table 10-5 describes the Obligation Work Packet List data fields.

Table 10-5: Obligation Work Screen List Data

DATA FIELD INFORMATION DISPLAYED

FEMA Proj # | Number assigned to the project application during the Eligibility
Determination process; also referred to as FEMA Project number

Amend Nr System-generated number of the amendment (0 is assigned to the
initial project application submission, 1 to the first amendment, and so
on)

Aplcn ID System-generated Recipient Application ID number for the project

Action Nr System generated obligation number assigned sequentially and
unique to the project being obligated

Total Total amount of project funds + Recipient and subrecipient amount

Obligated

Amt

Suppl Nr System generated supplement number for tracking purposes

Preparer NEMIS HMGP User Name of the person who created the obligation

Prepare Date | Date the obligation was created or the most recent date it was edited
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DATA FIELD INFORMATION DISPLAYED

Status System-generated indicator of the status of the workflow in the ES
Review: At MA = awaiting transmittal to HMO; At HMO = awaiting
transmittal to SFS module; At SFS = awaiting approval in SFS Module;
Accept = accepted by IFMIS; Void = Obligation was voided.

Fiscal Yr Fiscal year for this obligation

IFMIS Should the Obligation be REJECTED, comments are provided to

Comments explain the cause of the rejection

4. The Obligation work packet is ready for HMO approval if it displays the

following information:
e AtHMO

5. Highlight the appropriate obligation. Click the OK button.

6. Three tabs with Obligation information are displayed. The Worksheet tab is
displayed by default.

7. Review the read-only information in the Worksheet and Comments tabs.

8. Click the Authorization tab. Click the SUBMIT TO SFS button (Figure 10-
50).
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ﬂllhligatinn Dstr: 7512 FEMA Prof: 7- R Aplon: 12 Amendment: 0 Action: 1

General Message

— Preparer
Preparer Mame: JORDAN, ERIC
Preparation Date: [ 0410712015 17:28:38
—HMO Approval
HMO Authorization Mame: |
HMWO Authorization Crate: | OUOMI000 00:00:00
Riwork to Preparss Suberat o SFS

Figure 10-50: Mitigation > Funding > Obligations

HINT: If you created the Obligation request and you are now submitting the
request to SFS, the following system error message will be displayed
(Figure 10-51). Click the OK button on the error message and exit out of
NEMIS. Another user with the HMO role will need to log in and submit the

Obligation request to SFS.

MT Obligations [ X|

.
\l / You cannot submit this obligation since you are the preparer

/

OK

Figure 10-51: Preparer Cannot Submit Obligation Message

9. The Forward Work Packet to SFS dialog box is displayed (Figure 10-52).
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Alert

‘::/ Workpacket wil now be Forwarded ko SFS.. .continue?

Cancel |

Figure 10-52: Forward Work Packet to SFS Dialog Box

10. Click the OK button.

11.The "Obligation request submission was successfully transmitted to SFS and
is pending IFMIS reply™ message is displayed (Figure 10-53).

MT Obligation

]
. 1 r) The: cbligation request subrrission was successfully transmitied to SFS and is pending IFMIS reply,
I"II-'.

.................................

.................................

Figure 10-53: Obligation Submitted Message

CAUTION: Do not submit more than one obligation at a time. Wait until the first
obligation is processed before submitting another obligation. This
process could take from a few minutes to up to an hour but could take
longer. In every disaster, the first obligation of a new fiscal year is
required to be accepted in IFMIS before another obligation can be
submitted.

12.Click the OK button. On the Authorization tab, note that the system auto-
filled the HMO Approval data fields with your User Name and the current date
(Figure 10-54).
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Dstr: 7512 FEMA Proj: 7- R Aplcn: 12 Amendment: 0 Action:

WiarkSheet | Comments  Authorization |

— Preparer
Preparer Name: |JORDAN, ERIC .
Freparation Date: [ n4i07/2015 17:26:38
Subamit far Hlcr Appraws]
—HMO Approval General Mezzane
HMC Authorization Mame: |GAF{REN, ERROL D
HMO Autharization Date: | 041452015 20:30:29
Reswvotl ta Prepater | | Sittart b SES I

Close |

Figure 10-54: Authorization Tab with HMO Approval Information
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Task 2C: Verify Obligation

Obligations submitted in Task 2B are normally processed once an hour. An hour
after submission, the MA or the HMO should verify that the obligation was
processed. If the obligation is still not processed at the end of a reasonable
amount of time, a help desk ticket should be submitted to the FEMA Enterprise
Service Desk at FEEMA-Enterprise-Service-Desk@DHS.GOV.

This task provides steps on how to verify the obligation in the following NEMIS
HMGP functional areas:

e Obligations
e Project Management
e Funding Estimate

1. To verify that the obligation has been approved in Obligations, complete
Steps la—1h.

a. On the MITIGATION menu, click on Funding > Obligations (Figure 10-55).
File Disaster Projects | Funding Flans Repository Admin Window Help

“ @ | Estimate  Al+E

ChgDizacter ChaGroup  F__ Allocations Alt+A

Obligations Alt+0

Figure 10-55: Mitigation > Funding > Obligations

2. The Obligation Project List is displayed (Figure 10-56).

\f select Obligation Disaster 7512 (O] %]

Fiscal Yr IFMI5 Comments

$404,411 gjordan \CCEPT
] I 2,000 EQAITEN O7/2302014 162638 FEJECT

1 2014 Dizaster has not been declared
s | o | 1 |—| $92592|_| egaen | D7/2302014 182807 [ACCEPT BEE
I E [ 2 |T| 5-2,000 |T| egaren | DSE011 1817:52 [ACCEPT BEEH
3 | 1 | § |T| 39,975 |T| cjardan |U?f13r20101a 44:53 IACCEPT | 200 |
3 | 1 | § |1—| $9.975 |T| Ejardan |Usf3m201012 41:59 IACCEPT | 200 |
z | o [ |1—| $150,001|1_| dorden | 02082010 21:0557 [ACCEPT BEEH
EREE w0o0[ o [ epren [ 1272008132548 [pocEPT | 0f0 |

q| [
£ | Expand Sort New | OK Cancel |

Figure 10-56: Obligation Project List

a. Table 10-6 describes the information displayed in the Obligation
Project List.
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Table 10-6: Obligation Project List Data Fields

DATA FIELD ‘ INFORMATION DISPLAYED

FEMA Proj # Number assigned to the project application during the Eligibility
Determination process; also referred to as FEMA Project number

Amend Nr System-generated number of the amendment (0 is assigned to
the initial project application submission, 1 to the first
amendment, and so on)

Aplcn ID System-generated Recipient Application ID number for the
project

Action Nr System-generated obligation number assigned sequentially

Total Obligated
Amt

Total amount of project funds + Recipient and Subrecipient
amount

Suppl Nr

System-generated supplement number for tracking purposes

Preparer

NEMIS HMGP User Name of the person who created the
obligation

Prepare Date

Date the obligation was created or the most recent date it was
edited

Status System-generated indicator of the status of the workflow in the
SFS Review: At MA = awaiting transmittal to HMO; At HMO =
awaiting transmittal to SFS module; At SFS = awaiting
transmission to SFS Module; Accept = accepted by IFMIS; Void
= Obligation was voided

Fiscal Yr Fiscal year for this obligation

IFMIS Should the Obligation be REJECTED, comments are provided to

Comments explain the cause of the rejection

b. Highlight the row of the obligation you wish to verify.

c. If the status of the obligation is AT SFS you may need to wait for a few
minutes—depending on volume—to have the obligation move to the
IFMIS module. (Figure 10-57).
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mSelect Obligation Disaster 9046

O[]

FEMA
Proj#| Mr |ApleniD| Hr

Amend Action

Suppl
Total Obligated Amt | Hr Preparer

Prepare Date Status

Fiscal Yr

IFMIS Comments |

= o [ []

$1,500,000 | | joporto

387,500 ;I

5 1 §300,000| 5 joparto 07082014 11:3447 FHFM\S

IEI?/EIB!?[I14113431 IAtHMO | a4

R sngoa[ 4 [ jepeto | OTMICOI4TIE fccET | 24
3 [0 W| T 00p00[ 3 [ jopoto [ 7092014113348 ACCERT I
2 [0 |T| T oo00[ 2 [ jeveto | OTMGE0N41:333 [ACCERT [ ma
EREREE siafE8[ 1 | oo | OmGEOIe1T3E4 [pcceT | M4 |
vl [ 8552 0 | cgaven | OTDIEDI14ETZ PcCEPT | A4
Ul 0
Print Exprand Sort hlew | oK I Cancel |
Figure 10-57: Obligation Status at SFS
d. Itis required that a previously-submitted obligation be status at IFMIS

before a subsequent Obligation can be submitted. Any attempt to
submit another obligation prior to the previous obligation being moved
from AT SFS to AT IFMIS will result in a message similar or identical to
the one below. It is anticipated this process will take up to 3 minutes
on average but may take longer in certain extraordinary circumstances,
such as high volume or server issues. (Figure 10-58).

Praparar

Propans Name: [BARREN, ERROL O
Preparation Date! [~ 0712372014 18 70,27

—HMO App

HMO Aunhorization Mame; I
HMO Authorization Date; I OQADOA000 000,00

Rewonk bo Preparer | |

bonde_id (ie.,

-.1,) T oM ram it

SubmittasFs | |

rml

Figure 10-58: Obligation not submitted message due to previous
obligation Status at SFS

e.
been approved.

If the IFMIS Status for that project is "ACCEPT,” the obligation has

NOTE: If the IFMIS status is "REJECT,” discuss the message in the IFMIS
Comments with the system sustainment staff. After resolving any issues,
submit a new obligation as described in Task 2A: Create Obligation and
Submit to HMO. Be sure to incorporate the changes recommended by the
system sustainment staff. A remedy ticket may be required.

complete steps 3a—3e.

To verify that the obligation has been approved in Project Management,

NEMIS HMGP User Manual MR 3.19.01
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a. On the MITIGATION menu, click on Projects > Management (Figure
10-59).

File Disaster | Projects Funding Plans Repository Admin Window Help

(  Application Development
ChgDisacter Chg  ENgibility Determination  »
Appeals

Field Surveys

Figure 10-59: Mitigation > Projects > Management

b. The Project Management Project List is displayed (Figure 10-60).

@ select Project: Approved Proj Disaster 7512 [_ O] =] I
Fermna Proj Hr| Amend Hr | _applic ID_| Suﬂixllil Region| Project Title | =
5 1 11 [ F [az E] 7512-02 La Paz County Multi-Jurisdictional HWMP Application
] o 11 | P |F a 7512-02 La Paz County Multi-Jurisdictional HMP Applicatian
] o 14 | F |F a (Galden Triangle PDD Multi-Jurisdictional Hazard Mitigation Pl:
7 5] 1z [R [ = BISBEE FIRE STATIOMN-YWIND RETROFIT
7 1 R ] BISHEE FIRE STATIOMN-YWIND RETROFIT
2 o 22 F v a Fima County Generator Phase 11
9 o 30 | IE a [1604-0011 Golden Triangle PDD Multi-Jdurisdictional HMEP
10 [i] 21 R [A= ] = FPhoenix, City of, Shelter Application
10 1 21 R [A= ] = Phoenix, Gity of, Shelter Application
11 1 32 R [A= ] = Gila County Shellers - Mecaise 7512-01
11 [i] 32 R [A= ] = Gila County Shellers - Mecaise 7512-01
12 5] 33 R AT E] GILA COUNTY SHELTERS-NECAISE
- =
Print Expand Sort I O I Cancel I

Figure 10-60: Project Management Project List

c. Select the Project whose obligation you wish to verify. If the project has
several rows, select the row with the highest amendment number.
Click the OK button.

d. Two tabs with Project Management information are displayed. The
HMGP Project Management tab is displayed by default (Figure 10-
61).
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HHMGP Project Management | Funding Activity I

— Mitigation Project D ip
Amendment Status © Pending Approval Status: Mot Approved
Froject Title :  Bisbee Fire Station 'Wind Retrafit

Recipient : Huopi Indian Fleservation Sub-Recipient : BISEEE FIRE DEFT
Recipient County Name : Statewide Sub-Recipient County Mame : Cochise
Fecipient County Code : 0 Sub-Recipient County Code : 3
Recipisnt Place Mame : Hapi Indian Reservation Sub-Recipisnt Place Mame : Cochize [County)
Fecipient Flace Code: 33560 Sub-Recipient Place Code : 59003

Project Closeout Date: 00/00,/0000

Unit 10: Manage Allocations and Obligations

—Work Schedule Status

Description TimeFrame Due Date  Revised Date Completion Dateﬂ
|orantee approval | 14 days-10/6/2008 | J0/00/0000 | 00/00/0000 | 00,/00/0000
[id Advertizement | 45 days-11/20/2008 | oomoog | oomoi0o0 | Doa0000
-
Federal Eligibilty | Application Dev | Enwiranment Condition

Frint I Close I

Figure 10-61: Mitigation > Projects > Management >
HMGP Project Management Tab

Click the Funding Activity tab. On the bottom right part of the tab,
note the Total Obligated Amount (Figure 10-62).

HMGF Froject banagement F :
Tatal Approved Federal Total Approved Fecderal  Mon-Federal  Total Approved Mon-Fed
r Filter Cost Share Percent Share Amount Share Percent Share Amount
‘ Spproved Al 5 ‘ [ ss3m215 | 75.00% 5404 411 25 00% §134,604
Previous Project Allocations
Alloc  [FMIS Fizszal ES Support ES Amend Proj Alloc Amourt Recipient Admin — Sub-Recipiert Total
Mr  Status  IFMIS Date  Submission Ot Year Redq 1D Mumber Fed Share Amount Admin &Amount  Alloc Amount
| 3 I A |D?."23."2014 0712312014 12014 | 912765 | i] $404 411 | $Di 0 F404 411
F404,411 | $0 | 30 Fa04 411
l | 2
Previous Project Obligations
Project Obligated Sub-Recipient
Action IFMIS Fiscal SFS Support SFS Amend  Amount -Fed  Recipient Admin =M MeCHI= Tatal Obligated
Mumber Status IFMIS Date  Submizsion Dt Yest  Req ID Mumber Share Amount e Amount
| 1 | & |04r15r2015 0411472015 |2015 | 918800 | 3 | $404,411| $D| $D| 5404 411
| F404 411 i $0| $0| F404 411
| | 2
Print | Cloge I

Figure 10-62: Mitigation > Projects > Management >
Funding Activity Tab
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4. To verify the obligation in Funding Estimate, complete Steps 4a—4e.

a. On the MITIGATION menu, click on Funding > Estimate (Figure 10-63).

File Disaster Projects | Funding Plans Repository Admin Window Help
E @ l Estimate Alt+E

“cm;nimm Chg Group Allocations  Alt+4
Obligations Alt+O

Figure 10-63: Mitigation > Funding > Estimate

b. The HMGP Financial Activity tab is displayed by default.
c. Atthe top left part of the tab, select the Recipient from the drop-down list.

d. The tab displays five columns of data for various funding amounts:
e Projected A
e Total Allocated in NEMIS B
e Available C (A-B)
e Total Obligated in NEMIS D
e Available E (amount obligated minus the current estimate or A - D)

e. Note the Obligated dollar amount in Column D (Figure 10-64). This
amount should now include your latest accepted obligation.

N%Funding Estimate Disaster #: 7512 State: AZ Region: 9 Declaration Date: 11/18/2012
EETT A -

HMGP Financial Activity |Financial Info | Disaster Lock-in Review | Financial Details | Budget Planming | Commentsidttachments | P-;LLI

Projected Total Allocated in MEMIS Available Total Ohligated in MEMIS Available

ry B C(&-B) D E (&-D)
HMGP Project Funds: | $ao,oou,oon| | $955,9?9| | $?9,043‘021| | $945,004| | $?9,054,995|
Regular Projects: | $?D.4ou,oon| | 354,41 2| | $59,545588| | $i352,41 2| | $59,54?,588|
Intistive Projects: | s4000000 | ET s4000000 | 50 4,000,000
Flamning Projects: | $s,sou,uon| | 3] 02,55?| | $5,49?‘433| | $92,592| | $5,SD?,4DB|
Subtotal: | $ao,oou,oon| | $955,9?9| | $?9,043‘021| | $945,004| | $?9,054,995|
State Management Cost: | s3p00000 | ET s3poooog | 50| $3,000,000]
Total: | $83,DDD,DDD| | $955,9?9| | 82,043,021 | | $945,004| | $82,054,995|

For disasters declared on or after 114302007 HMWMGP Project Funcs = Regular Projects + Inttistive Projects + Planning Projects.
State Management Cost iz separate from HWMGP Project Funds.

Fiint |
Figure 10-64: Obligated Amount Displayed in HMGP Financial Activity
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Task 2D: Notify Recipient of Obligation

NOTE: This task is executed outside of NEMIS HMGP. It is included in this User
Manual because it completes the Manage Allocations and Obligations
process.

Send a letter to the Governor’s Authorized Representative (GAR) indicating
that the funds are available and have been transferred to the Smartlink
account, if applicable.

A copy of this form letter is provided in the References Section of this unit.
Regions may use a Regional specific format, as long as all necessary
information is included. Enter the project-specific information in the form
letter.

HINT: Save the letter using the “Save As” feature, giving the letter a different file
name.
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Part 3: Deobligation

Execute the Deobligation process in NEMIS HMGP if any of the following
conditions are true:

e A project has a cost under-run during Project Closeout
e Recipient chooses to withdraw a project after funds have been obligated

e The Recipient or Subrecipient are returning unearned or unwanted
administrative funds

The Deobligation process is almost exactly the reverse of the Obligation
process. Figure 10-65 compares the processes of Obligation and Deobligation.

OBLIGATION
Submit .| Approve Allocate | Obligate
Project Project = Funds = Funds

DEOBLIGATION

Amend | Approve .| Deobligate .| Deallocate
Project = Project = Funds 7 Funds*

Figure 10-65: Obligation and Deobligation Processes (*if needed —
see Unit 10 Part 4, Deallocation)
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Task 3A: Create Deobligation and Submit to HMO

1. If deobligating Federal funds, after the project has been amended and
approved, on the MITIGATION menu, click on Funding > Obligations (Figure
10-66).

File Disaster Prajects | Funding Plans Repasitory Admin  Window Help

“ = ) | swe Alt+E

Chg Disaster Chg Group

Figure 10-66: Mitigation > Funding > Obligations

2. The Select Obligation List is displayed. Click the NEW button.

3. The New Obligation list is displayed (Figure 10-67). Highlight the project for
which you wish to de-obligate funds. Click the NEW button.

\@New Obligation Disaster 6120

FEMA Total Previous | Total Previous Total Pending Ayvailable ﬂ
Project Mr| Aplcn 1D Allocation Chligation Ohligation Ohligation
| 4 | 31 | §1,819,251 | $1,818,251 | $n| 50
| 6 | 22 | §10158745|  §10,158,745 | 50 | 50
| 8 | 12 | 30 | 50 | 30 | 30
| 8 | 3 | 50 | 50 | 50 | $0

| 14 | 5 | $27,760 | $27,760 | §0 | §0
[ 17 | 42 340 | 540 | 30| 50
Print Expand Sart Mew Cancel

Figure 10-67: Obligation Project List
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4. Table 10-7 describes the information in the Obligation Project List.

Table 10-7: Obligation Project List Data Fields

DATA FIELD INFORMATION DISPLAYED

FEMA Project Nr Number assigned to the project application during the Eligibility
Determination process; also referred to as FEMA Project
number.

Aplcn ID System-generated Recipient Application ID number for the
project

Total Previous Project amount allocated

Allocation

NOTE: Amount does not include administrative costs
that were included in the total amount of the
allocation submitted and approved by ES.

Total Previous Amount previously obligated

Obligation

Total Pending Amount that has been obligated but not yet approved by ES
Obligation

Available Obligation | Amount that has yet to be obligated for the project

5. The Deobligate Funds dialog box is displayed (Figure 10-68). Click the YES
button to continue.

Obligation

i.’/ The Faderal Funds for this project have been fully alocated and obligated, Selecting Yes will alow you to deabligate project funds. Selecting Mo wil cancel this ransaction,

Yes Mo |

Figure 10-68: Deobligate Funds Dialog Box

6. Three tabs with Obligation information are displayed. On the right side of the
Obligation title bar, note that Action Nr is now "2,” referring to the deobligation
request. The original obligation created in Task 2A was Action Nr "1.”

7. The Worksheet tab is displayed by default (Figure 10-69).
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w,obligatian Dstr: 5120 FEMA Proj: 10 - F Aplcn: 33 Amendment: 0 Action: 2
WorkSheet

Comments | Authorization

~ Past Transactions

Total Amount Total Amount
Previously Allocated Previously Obligated
$12,000 $12,000
— New Obligation -
Project Amount To
Be Obligsted Recipient Admin Est Sub-Recipient Admin Est

Total Amount Available
for Neww Obligation
$0

Total Obligation

| ¥

s |

. Administrative Cost Calculation

= raron upto | $100000| 3% (0.03)
& v e upto | $1.000000f 2%  (002)
5
A SE wto | $5000000[ 1% (0.0)
Excess | $5.000.001| 5% (0.005)
Print

$

Hote: Project Amount Cannot Exceed Total Amount Available for Hew Obligation

0F |

Delete I

Close

Figure 10-69: Worksheet tab showing amounts previously Allocated and
Obligated and selection of the Sliding Scale Radio Button to ensure

proper calculation

followed

8. In the Project Amount to Be Obligated field, enter the minus sign
by the dollar amount to be deobligated.
9. Press the Tab key. The amount is displayed in the Total Obligation field.

Notice the minus sign before the amount and the red font (Figure 10-70).

10.When deobligating project funds as well as Recipient and Subrecipient
Administrative funds, always use the sliding scale radio button to ensure the
Recipient and Subrecipient Administrative funds are calculated correctly by
the system and included in the Total Obligation field along with the Project

Amount to be deobligated (Figure 10-70).

YR Obligation  Dstr: 6120 FEMA Proj: 10 - F Aplcn: 33 Amendment: 0 Action: 2 = E
WorkSheet [ Comments | Authorization |
Past Transactions
Totel Amourt Total Amourt Total Amount Avaliabie
Previcusly Allocated Previously Oblgated for Neww Obligation
$12,000 $12,000 0
New Obligation
Project Amount To
Be Obigated Recipient Admin Est  Sub-Recipient Admin Est  Total Obligabion
?[ $-1 | 52 | 3400 | -$10,452
Note: Project Amount Cannot Exceed Total for Hew
..... alive Cost Calcul
b 100000| 3% 0.03]
£ Pucet e s:woomlr_‘_"zx luuz]
o [ $1.000000
G S w (0.02)
: uw o $5000000f 1%  (001) _]
f Excess $5000001[ 5% (0,005
Print Delste
_oo |

Figure 10-70: Deobligation using the Sliding Scale Radio Button to

ensure proper calculation
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11.1f necessary to override the Recipient or Subrecipient Administrative amounts
generated by the system, the user will be prompted to acknowledge the
continuation of the override (Figure 10-71).

_‘\?‘) “fou are about to override a NEMIS MT Madule system generated Funding amount. This action is not in the best interest of the integrity of the system financial transactions and is not advised. Do you wish to conkinue with this action?

Figure 10-71: Recipient Admin Override acknowledgement message

12. Selecting No will return the amount overridden to the previous amount
calculated by the system. Selecting yes will prompt a second
acknowledgement confirmation. (Figure 10-72).

g/ Are you sure vou wish to proceed with overriding this system generated financial transaction? IF vou select yes you will be required to provide justification which will be automatically sent to HQ HMGP Program Delivery.

Figure 10-72: Recipient Admin Override 2"¢ acknowledgement
message

13.0nce again, selecting No will return the amount overridden to the previous
amount calculated by the system. Selecting Yes will open the Comment
Editor which will require that a comment be entered justifying the calculation
override. This will allow the override, and the user will be able to continue with
the Obligation/Deobligation process.

14.Click the Comments tab (Figure 10-73).

mﬂbligatiun Dskr: 6120 FEMA Proj: 10 - F Aplcn: 33 Amendment: 0 Action: 2

Comment Dt User Id Comment

add | Delete |

Figure 10-73: Mitigation > Funding > Obligations > Comments Tab

15.0n the bottom right part of the tab, click the ADD button. A new row for
adding comments is displayed. The system auto-fills the Date and the Time of
the entry and the User ID (Figure 10-74).
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“Dbligatiun Dstr: 6120 FEMA Proj: 10 - F Aplcn: 33 Amendment: 0 Action: 2

wWorkSheet Comments | ajthaorization
Comment Dt Userild Comment

Q427 M5 20:06:09 E -

agd | Delete |

Close

Figure 10-74: New Row for Comments

16.Double-click inside the Comment field to access the Comment Editor.

17.1n the Comment Editor text area, enter a justification for the deobligation
request.

18. Click the OK button. The comments are now displayed on the Comments tab
(Figure 10-75).

lq'ﬁl:lhligation Dstr: 6120 FEMA Proj: 10 - F Aplcn: 33 Amendment: 0 Action: 2

WinrkShest Comments | Authorization

Comment Dt Userld Comment
RS pi kg il A=l R S e PN SUI T his deobligation was crested bhecause the project costs are. -

tdd | Delete |

Cloze

Figure 10-75: Deobligation Comments Added

19.Click the Authorization tab (Figure 10-76).
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— Preparer

Freparer Name: |

Preparation Date: [ no/00/0000 00:00:00

Submit for HWMO Approval |

General Message

——HMO Approval

HMO Autharization Mame: |

HO Authorization Date: | 00000000 00:00:00

Rewvark to Freparet Submit to SFS

Figure 10-76: Mitigation > Funding > Obligations > Authorization Tab
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20.Click the SUBMIT FOR HMO APPROVAL button. The Forward Work Packet
dialog box is displayed (Figure 10-77).

‘?I’J Forward workpacket to the HMO

Figure 10-77: Forward Work Packet Dialog Box

21.Click the YES button.

22.The system will notify that the deobligation was successfully submitted to the
HMO and for what fiscal year it was submitted. (Figure 10-78)

“Dbligation Dstr: 6120 FEMA Proj: 10 - F Aplcn: 33 Amendment: 0 Action: 2

workSheet I Comments Authorization I

—— Preparer

Deobligation

-
\_12 This decbligation was successfully submitted to HMO For Fiscal vear 2011,

General Message

——HMO Approval

HMO Authorization Mame: |

Hwo Authorization Date I 00000000 O0:00:00

Rework to Preparer Submit ta SFS

Cloze I
Figure 10-78: Deobligation submitted to HMO for FY notification

23.Click the OK button. The Authorization tab now displays the Preparer Name
and Preparation Date (Figure 10-79).
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g obligation Dstr: 6120 F
WilarkSheet I Comments

- F aplcn: 33 amendment: 0 A&ction: 2

FPreparer

Freparer Marme: |GARREN, ERROLD.

Preparation Date: [T 04/27/2015 20:156:47

Submit for HMD Approswal I

——HMO Approval General Message

HMO Authorization Name: |

HmO Authorization Date: | 00000000 00:00:00

Rewvork to Preparer I Subrnit ta SFS I

Close I
Figure 10-79: Authorization Tab with Preparer Information Added

24.0n the bottom right part of the Authorization tab, click the CLOSE button.

HINT: The system will check IFMIS for availability of funds by Fiscal Year,
beginning from the oldest Fiscal Year in which funds were obligated for
this disaster. If the disaster was declared after the implementation of the
SFS process, the system will only check the applicable project for the
availability of funds. The system will keep checking until it finds a Fiscal
Year with sufficient funds to deobligate.

If there are not sufficient funds in any one fiscal year, the user will receive
a message outlining the totals available in different fiscal years. See the
mocked up screen shot below as an example of the message outlining the
totals available in different years. (Figure 10-80)

It may be necessary to create more than one deobligation if there are
insufficient funds in any one fiscal year. If this is the case, delete the
deobligation on the Worksheet tab and start over.
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each fiscal year listed:

You will need to divide the deobligation into multiple
deobligations based on the following available funds for

Fiscal Year Available Fund
2001 $2,673,086
2002 §2
2003 $3
2004 $4
2005 $5
2006 $6
2007 §7

Pt | oK |

Youwill need to divide the deobligation into multiple
deobligations based on the following available funds for

each fiscal year listed:

Fistal Year
2006

2007
2008
2009
2010
2011
012

Print

Available Fund

§6
§7
§8
§9
§10
§11
§12

Available IFMIS Funds By Fiscal Year | | mﬁx Available IFMIS Funds By Fiscal Year I
0 E ql bl§
Mo single fiscal year has enough funds for this deobligation. = = Mo single fiscal year has enough funds for this deobligation.
or

B

Figure 10-80: Screen shot showing amounts available for

deobligation in different years

Addendum: The figures shown on the available funds by FY screen are potentially
rounded either up or down as determined by the exact amount remaining in the
indicated fiscal year. Should your deobligation be rejected and the IFMIS comment
read “Credit status only valid for expends or invoices,” the likely cause is that the
figure shown as available for the applicably FY has been rounded up. Deobligating
$1 less than shown available should rectify the reject and allow you to deobligate

the project successfully.
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Task 3B: Submit Deobligation to SOA Financial Services (SFS)

1. On the MITIGATION menu, click on Funding > Obligations (Figure 10-81).

File Disaster Projects | Funding Plans Repository Admin Window Help

J‘ © | Estimate  AR+E |‘

ChgDisaster ChgGrowp . Allocations Alt+4

Obligations Alt+0

Figure 10-81: Mitigation > Funding > Obligations

2. The Select Obligation List is displayed. Check that you are logged in with the
HMO Group ID. You should not be the same User who completed Task 3A:
Create Deobligation and Submit to HMO. Select the deobligation with the
status of At HMO and double click or select OK. (Figure 10-82).

\ffSelect Obligation Disaster 5120 !IEIE

Total Obligated Amt | Hr Preparer

§-10,502 Barten Ddi27 02015 2001547

0 |_|_| $9142|_| egatten | 7212011 144229 FCCEPT

Prepare Date

u|21

1

B[ 2 | n [ 4 $7‘020|T| Bgarten |11nsr201117:33:45 }&CCEPT | 201 .

4 | _'|J
Prirt | Expand 5ot [V | Ok | Cancel |

$5‘1UB|T| dnaored |05nur201119:1?:33 }&CCEPT |2o11

1|0 IERER $5‘1ss|_| egaten | TTRAON 172034 ACCERT I
BERERER e[ T egmen [WRONIGR0 poBT | 21|
30 [a |2 ] $-125|T| egaren | OSIA3 120411 CCEPT [ o |
|0 ERER $40|T| egaten | 12612012189533 ACCERT | =3 |
3|0 ERER $1‘1rs|1_| givden | DSAOON 145618 (OCEPT I

| I !

| [+ ] |

Figure 10-82: Select the deobligation with status At HMO

3. Three tabs with Obligation information are displayed. The Worksheet tab is
displayed by default.

4. Review the read-only information in the Worksheet and Comments tabs.

5. Click the Authorization tab. On the bottom part of the tab, click the SUBMIT
TO SFS button (Figure 10-83).
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ﬁﬂhligation Dstr: 6120 FEMA Proj: 10 - F Aplcn: 33 Amendment: 0 Action: 2
WorkSheet | Comments  Authorization |

— Preparer

Freparer Mame: |GARREN, ERROL D

Preparation Date: [ n4;27/2015 20:15:47

Submit for HMD Lpproval

General Message

——HMO Approval

HMO Authorization Mame: |

HMO Authorization Date: | 00/00/0000 00:00:00

Cloze I

Figure 10-83: Mitigation > Funding > Obligations> Authorization Tab

6. The Forward Work Packet to SFS dialog box is displayed (Figure 10-84).

Alert Ed

Ej Wiorkpacket will nowe be Forwarded ko SFS. . continue?

: ............ |:| K’ ............. : “ancel I

Figure 10-84: Forward Work Packet to SFS Dialog Box

7. Click the OK button.

8. The Obligation Transmitted to SFS and pending IFMIS reply is displayed
(Figure 10-85).

MT Dbligation

L]
. 1 l) The obligation request submission was successfully transmitted ko 5F5 and is pending IFMIS reply,
s

Figure 10-85: Obligation Submitted Message
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9. The Obligation is now shown on the Select Obligation screen as status At

SFS (Figure 10-86).

ﬁasdect Obligation Disaster 6120

2]

§-10502

2 | BOANTEN

Preparer

Prepare Date

(TN 201347 |4t SRS

I §aTTRO| 4 I BOANEN 41472014 203831 FCCEPT

Figeal Yr

IFMIS Comments

1o [ 2 |T| $.14‘300|T| oot | OSN3 00845 ACCERT [ o |
1] [ 2 |T| $-14‘300|T| garen | DBOGZDI3 173531 ACCERT [ mt |
6 | 2 [ 2 |T| $.14‘593|T| oren | DGIEE0N3 195929 PCCERT [ o |
1] [ 2 |T| $-14‘300|T| e | OS4Z0I3 123522 pCCERT [ mt |
3]0 [ 2 |T| $.125|T| egren [ CSHSE3 120411 ACCERT IEI
1 | 0 | 2 |T| $-14‘300|T| eorden |12f31i20121815?:08 PCCEPT | 201 |

N |

41 |1_| $40|T| egaren |12r31r201213:55:33 }ACCEPT |2ma

r
il | »
Prink | Expand Sort | [ew | oK | Cancel |

Figure 10-86: Obligation Status At SFS

CAUTION: Do not submit more than one deobligation at a time. Wait about an
hour, or until the first deobligation is processed, before submitting

another deobligation. If it is the first obligation or negative obligation

(deobligation) of the new FY, you must wait until the obligation has
been accepted by IFMIS before submitting another transaction.

10. Similar to an obligation, if the status of the obligation is AT SFS you may
need to wait for a few minutes depending on volume to have the obligation
move to the IFMIS module.

11. The Authorization tab now displays the HMO Authorization Name and
Date (Figure 10-87).
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hﬁaﬂhligation Dstr: 6120 FEMA Proj: 10 - F Aplcn: 33 Amendment: 0 Action: 2

warksheet | Comments | &

— Preparer

Preparer Marme: [GARREN, ERROL Dt

Preparation Date: [ n4/27/2015 20:15:47

Submit for H QA proyal

—HMO Approval

HMO Authorization MName: IJORDAN, ERIC .

HMO Authorization Date: I 0472772016 20:54:47

Reswvork to Preparer Submit to 5F5

General Message

Close

Figure 10-87 Authorization Tab with HMO Approval Information

12.Repeat Task 2C: Verify Obligation, but this time, verify the deobligation.

13.Repeat Task 2D: Notify Recipient of Obligation, but this time notify Recipient

of the deobligation.
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Part 4: Deallocation

NOTE: If the system displays the message below (Figure 10-88) while you are
creating the deobligation, this means that the deobligation will be
processed in the current fiscal year and, therefore, a Deallocation is
required.

MT Obligation E3 |

L]
\__l 2 Be sure bo process the deallocation after the deobligation is approved.,

OK

Figure 10-88: Reminder to Process the Deallocation

The Deallocation tasks are the same as the Allocation tasks described earlier in
this Unit. When you enter the deallocation dollar amount, be sure to enter the
minus sign "-" before the dollar amount.

Table 10-8 provides the task names and the corresponding pages in this Unit.
Table 10-8: Task Names and Corresponding Unit

TASK PAGE NUMBER

Create Allocation and Submit to HMO 10-5

Submit Allocation to SOA Financial Services (SFES) 10-17
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References for Managing Allocations and Obligations
Obligation of Funds Form Letter

(Page 1 of 2)

ADDRESS

SUBJECT: PROJECT APPROVAL
FEMA-XXXX-DR-(State)
Hazard Mitigation Grant Program
Subrecipient: NAME OF SUBRECIPIENT
Project #: FEMA ASSIGNED NUMBER

Dear

Funding for the above referenced Hazard Mitigation Grant Program (HMGP)
project has been approved and is available for drawdown. The Federal share
of the eligible project cost is $ and has been posted in Smartlink
(enclosed report). Recipient and Subrecipient administrative costs are included
in the funding obligation.

Please refer the Subrecipient to the State HMGP administrative plan for project
cost overrun regulations. If project costs exceed the approved Federal share,
the Subrecipient must contact the Governor's Authorized Representative
(GAR). The GAR will evaluate requests for cost overruns. Written
determination of cost overrun eligibility shall be submitted by the GAR to the
Regional Administrator. Cost overruns shall meet Federal regulations set forth
in 44 CFR 206.438(b).

The State HMGP administrative plan defines the procedure whereby the GAR
may advance portions of the approved Federal share to the Subrecipient.
Upon completion of the HMGP project, the Subrecipient's closeout
reimbursement for the final Federal share of eligible project costs must be
submitted to the Regional Administrator for review and determination.

If you have any questions concerning this action or the information on the
enclosed report, please contact (name) at
(telephone number).

Sincerely,

Regional Administrator
Mitigation, Disaster Recovery Manager

Enclosure: Financial Analysis
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Obligation of Funds Form Letter

FEDERAL EMERGENCY MANAGEMENT AGENCY
HAZARD MITIGATION GRANT PROGRAM
FINANCIAL ANALYSIS

DISASTER NUMBER:

PROJECT:

PROJECT NUMBER:

AMOUNT OBLIGATED (FEDERAL SHARE):

RECIPIENT ADMINISTRATIVE EXPENSES:

SUBRECIPIENT ADMINSTRATIVE EXPENSES:

TOTAL AMOUNT OBLIGATED:

DATE FUNDS POSTED IN SMARTLINK:

AMOUNT POSTED FOR DRAWDOWN:

AS OF , TOTAL FUNDS FOR DRAWDOWN:

STATE SUBACCOUNT NUMBER:
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Unit 11 — Manage Project and Program Oversight Tasks

(@Y V= PSPPI 11-2
Information REQUIFEMENTS.........cciiiiiiiii e 11-3
Task 1: Document Field SUIVEYS ... 11-4
Task 2: Perform Project Management...........coovveviieiiinieeiiiieeeein e 11-9
Task 3: Review Project ChecKIist...........coooveiiiiiiiiii e, 11-16
Task 4A: Create and Submit a New Quarterly Report...........cccoeeeeenenn. 11-21
Task 4B: Create and Submit a Subsequent Quarterly Report.............. 11-27
Task 4C: Import a Quarterly Report Spreadsheet...........cccooeeveviiienennnn. 11-29
Task 4D: Delete a Previously Submitted Quarterly Report................... 11-32
Task 5: Monitor SF-424 Information...........cooveeuiiiiniiiiiiiiine e 11-34
Task 6: Perform Global Matching...........ccccoviiiiiiiiii e, 11-35
References for Errors Importing a Spreadsheet............ccccooeveiiieennnnn.n. 11-39
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Overview

The NEMIS HMGP Manage Project and Program Oversight process allows
FEMA Regional Mitigation Staff members to oversee HMGP projects that have
been approved. The system provides the following tools to assist users in
implementing the oversight tasks:

e Field Survey Documentation - Provide access to field survey reports;

e Project Management - Provides project activity and work schedule
information;

e Project Checklist - Provides information and dates for critical project
actions;

e Quarterly Reports - Provide quarterly reporting information throughout the
life of the project; and

e Global Matching - Provide monitoring of the overall Federal share of the
program.

Table 11-1 lists questions and answers about performing project and program
oversight tasks.

Table 11-1: Manage Project and Program Oversight Tasks
ITEM ‘ DESCRIPTION

Purpose | Monitor HMGP projects and manage program oversight tasks

When Throughout the disaster
does it

start?

Who Regional Mitigation staff
does it?

How is it Execute six tasks:

5
done? Task 1: Document Field Surveys

Task 2: Perform Project Management

Task 3: Review Project Checklist

Task 4A: Create and Submit a New Quarterly Report

Task 4B: Create and Submit a Subsequent Quarterly Report

Task 4C: Import a Quarterly Report Spreadsheet

Task 4D: Delete a Previously Submitted Quarterly Report
Task 5: Monitor SF-424 Information
Task 6: Perform Global Matching
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Information Requirements

Table 11-2: Tasks, Information Needed and Where It Can Be Obtained

TASK INFORMATION NEEDED LOCATION IN NEMIS
Task 1. Mitigation > Projects >
Document Field Project number and title for which | Application Development >
Surveys survey was conducted Project Info tab
Task 2:

Perform Project
Management

Work schedule information

Mitigation > Projects >
Application Development >
Work Schedule tab

Task 3:

Review Project
Checklist

Application Development and
Eligibility Determination
information

Mitigation > Projects >
Application Development tabs;

Mitigation > HMGP > Eligibility
Determination tabs

Task 4A, 4B, 4C,
4D:

Quarterly Reports

Current Quarterly Reports

Mitigation > Admin > Quarterly
Report

Task 5:

Monitor SF-424 Funding sources for each project | Mitigation > Disaster > Overview
Information to be assigned to the SF-424 > SF 424 Information tab

Task 6:

Perform Global Project Federal Share Mitigation > Funding > Estimate
Matching Percentage tabs
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Task 1. Document Field Surveys

1. On the NEMIS menu bar, click on the MITIGATION icon. On the Mitigation
menu, click Projects > Field Surveys (Figure 11-1).

File Disaster|Pr0jects Funding Plans Repository  Admin  Window  Help

i Application Development
ChgDisaster Che  ENgibility Determination  *

Field Surveys

Managernent
Checklist
Closeout

Figure 11-1: Mitigation > Projects > Field Surveys

2. The Field Survey screen is displayed (Figures 11-2 and 11-3).

7

#1723 = =Ry

Fes 0
T3 Field Survey : |

Project  Final Project

Field Survey Title Sub-Recipient Number Approval Date Project 1
Statewide 1} 02/28/2012 | Library Renovation - Reston

| K1 | i
7 i 7 Document Status
Link to Prujectl Attach I View | | Close |

|Document archival process complete

D t will be vi ble only when document status is ‘Document archival process complete®

Figure 11-2: Field Survey Screen - Left Side

$ Field Survey: DISASTER #1723 EI@

Project  Final Project
Sub-Recipient Number Approval Date Project Title Project Status Do
1} P | 02282012 | Library Renovation - Reston

ma | i
. X X Document Status
Link to Prujectl Attach I View | Close

|Document archival process complete

D t will be vi ble only when do t status is ‘D t archival process complete’

Figure 11-3: Field Survey Screen - Right Side
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3. On the bottom left part of the screen, click the ATTACH button. The
Attachment dialog box is displayed (Figure 11-4).

i attachment

Dizazter Mumber: I 7a12

Documert Type: I Li

Documert Mame: I

Figure 11-4: Attach a Document Dialog Box

4. Enter a unique Field Survey Title.

5. You are strongly urged to read and follow the instructions in Appendix A:
Attach Documents.

CAUTION: Attachments cannot be deleted once they have been added to NEMIS
HMGP. Please make every effort to limit the file attachment size to less
than 1GB. Allow up to one hour to retrieve and view newly attached
documents.

6. The Successful Archive of Document message is displayed (Figure 11-5).

Document Attachment E I

:' Successful Archive of Document

Figure 11-5: Successful Archive Message

7. Click the OK button. The field survey document title is displayed on the left-
most column of the Field Survey screen (Figure 11-6).
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X Field Survey: DISASTER #1723

'

Project  Final Project

Field Survey Title Sub-Recipient Number Approval Date

Statewide

02/28/2012 | Library Renovation - Reston

| KX |
7 : 7 Document Status
Link to Pru]ectl Attach I View | =
|Document archival process complete
D t will be vi ble only when document status iz 'Document archival process complete’

Project 1

I
Close |

Figure 11-6: Field Survey Screen with New Document - Left

8. Highlight the row of the document you attached. Click the LINK TO PROJECT

button (Figure 11-7).

=

E Field Survey: DISASTER #1723

(===

Project Final Project

Sub-Recipient Number Approval Date Project Title

02/28/2012 | Library Renovation - Reston

S|
X . Document Status
Link to Project | Attach I |

IDc—cument archival process complete

Document will be viewable only when document status is '‘Document archival process complete’

Project Status Do

Figure 11-7: Field Survey Screen with New Document - Right Side

9. The Field Survey Project List is displayed (Figure 11-8).

E Field Survey Project Selection

(=]

FEMA Amend Appllc

Proj Nr Number Su b-Re(:iplent Hame Pm]ec"t Title

Approval

Date Grant Amount |:|

N (T R
Statewide Regression 104082011 24,000
1 0 19 Tama Indian Reservation Proji nsMT2011 518,000
12 ] 20 Tama Indian Reservation Proj 2 nsnTz0N 52,500,000
-
ak I Cancel

Figure 11-8: Field Survey Project Selection Screen
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10.Table 11-3 describes the Field Survey Project List information.

Table 11-3: Field Survey Project List Data Fields

DATA FIELD INFORMATION DISPLAYED

FEMA Proj Nr System-generated FEMA project application number when
project is submitted to FEMA

Amend Number Project application Amendment Number

Applic ID Recipient project application number

Subrecipient Name Name of Subrecipient

Project Title Project Title

Approval Date Date on which the project was given final approval in the
eligibility determination process

Grant Amount Total eligible project costs (Federal and non-Federal shares)

11.Highlight the project to which the field survey should be linked. Click the OK
button. The Project is now linked to the attachment (Figure 11-9).

5| Field Survey: DISASTER#: 1723 =

Projecd  Final Project
Fiedd Survey Tl o Feciplart Musmss  Approvsl Date Progacd 1

Tt |Swesss  |[1][P || 02282012 | Loewry Rencvation - Reston |

. B
Link o Fr amach | [ view B Chse
opedl L Diecurnent archival process complete

Document will be viewable ondy when d it status iz T archivol process complete”

Figure 11-9: Field Survey Linked to Project

12.0n the bottom right part of the screen, click the CLOSE button.

HINT: To track the Document Field Survey process, generate the standard Field
Survey Report. Follow the instructions described in Unit 14: Generate
Standard HMGP Reports.
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NOTE: To view a document, highlight the row on which it is listed and click the
VIEW button.
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Task 2: Perform Project Management

1. On the MITIGATION menu, click on Projects > Management (Figure 11-10).

File Disaster | Projects Funding Plans Repository  Admin  Window  Help

( Application Development
Eligibility Determination  »
Appeals
Field Surveys
Management
oA
Closeout

Figure 11-10: Mitigation >Projects sManagement

2. The Select Project List is displayed (Figure 11-11).

Fema Proj Nll Amend Nr I Applic ID ﬂl,_,H Project Title ﬂ
| 12 [ 9 [GILA COUNTY SHELTERS-NECAISE
| 13 | o [P [A&Z [ 9 [7512-16 LaPaz County Multi-Jurisdictional HMP Application
[7& [0 [ 2 [ F [A&Z] 9 [FimaCountGeneratorPhasell
[ 1 [ 0 [ 2 [ R [A&Z] 9 [CiyofPhoenixShelterAppiication
[ 16 [ o [ 27 [P [AZ|[ 8 [laPazCountyMulti-Jurisdictional HMP Application
7 1 37 2 AZ Ridgeland School Creek at Fortuna Road Channel Impovems J
17 0 37 R |AZ | 9 [|Ridgeland School Creek at Fortuna Road Channel Impovemne
| 18 | o [ 3 |[R W | 9 |Maricopa County Acquisition Phase 1
[ 19 [ o [ 2 [RrR [AZ] 9 [BilodFire Stations Wind Retrofit
[200 [ o [ 2¢ [ R [AZ] 9 [BiloxiFire Stations Wind Retrofi
[ 21 [0 [ 3 [ R [AZ[ 9 [RidgelandSchool CreekatFortuna Rd Channel Improvemen
| 2 | 1 | 28 [ R [AZ| 9 |Maricopa CountyAcquisition Phase | Application
|
pit | Expendsort | [ ok | canca |

Figure 11-11: Select Project List

NOTE: The Select Project List displays all project applications, whether they have
been approved or not.

3. Table 11-4 describes the Project List information.

Table 11-4: Select Project List Data Fields

DATA FIELD INFORMATION DISPLAYED

Disaster Nr FEMA disaster number

FEMA Proj Nr System-generated FEMA project application number when
project is submitted to FEMA

Amend Nr Project application Amendment Number
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DATA FIELD INFORMATION DISPLAYED

Applic ID Recipient project application number

Suffix Identifies the funding type of the project—R (Regular); F
(Initiative); P (Project Management)); or M (Management
Costs)

ST State where disaster occurred

Region FEMA Region where disaster occurred

Project Title Project Title

4. Select the project you wish to manage - choose the highest amendment number
to view the most current information.

5. Click the OK button. The HMGP Project Management tab is displayed by
default (Figure 11-12).

HMGP Project M anagement | Furdirg Activity |

— Mitigation Project Description

Amendment Status © Approved Approval Statug: Approved

Froject Title : Ridgeland School Creek at Fortuna Boad Channel Impovement Application

Recipient © Statewide Sub-Recipient : Yuma [County]
Riecipient County Mame : Statewide Sub-Recipient County Mame : “uma
Recipient County Code : 0O Sub-Recipient County Code : 27
Recipient  Place Mame : Statewide Sub-Recipient Place Name : “uma [County]
Recipient Place Code: 0 Sub-Recipient Place Code : 93027

Project Closeout Date: 00000000

—~Work Schedule Status

Description TimeFrame Due Date  Revised Date Completion Dateﬂ
iorant Approval | Feh 26, 2010 9 days | 0000000 | 00000000 | 0000000
‘anineering, Survey & Design | Jul 16, 2010140 days | 0000000 | 00000000 | 0000000
i

Federal Eligibility | Application Dew | Enwviranment Condition

Frint | Cloze i

Figure 11-12: Mitigation >Projects sManagement >
HMGP Project Management Tab

6. The top part of the tab displays Mitigation Project Description information.

7. The bottom part of the tab displays Work Schedule Status information. For each
work schedule item, edit the Due Date, the Revised Date, and the Completion
Date if necessary.

8. On the bottom left part of the HMGP Project Management tab, click the
FEDERAL ELIGIBILITY button to review eligibility information.
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9. The Federal Eligibility tabs are displayed (Figure 11-13). Click the tab where you
wish to view information or add additional comments.

ﬁ-’.ﬁ:deral Eligibility DISASTER #: 7512 FEMA PROJ #: 17-R APPLICATION ID: 37 AMENDMENT #: 0

Costlssues Comments | Application Detail |
i LawsIEOsl MEPA Process | CostReviewl Cost Effectiveness IAtlachments | Authorizations | General Commentsl

Regulatory Criteria Additional Criteria CID Mumber  Commurity Name

!‘r‘__ﬂ Project conforms with State Mitigation Plan. m Codes/Standards Rywe 40102 “uma, City Of
m Project benefits the designated area. m Py Reviews (DSR)
m Project conforms with environmental regulations. m Engineeting Review
m Project solves the problem independently or m MFIRA Review:
iz & functional portion of the solution. m HE Resvicwy
m Project iz cost effective. * The henefit cost ratio is:m s ] ther
m Project funds requested will not substitte m s Disaster Declared Areas

for another federal funding authority.

!1 Flace Code Place Name
!Y vi Project funds are not matched or intended Y. 2 Ay 99009 Graham (County)
to be matched with ancther federal authority. l\( vl MFEIP

95011 Greenlee (County)

[ T [ ] state Admin Plan 27330 Gila River Indian Reservatio
“wWithdraw | Application Status; Approved .
Eligibility Determination 99007 Gila (Courty)
: Approval 02092010 '_j 3 2t :
Woid | Submission: 02096010 ¥ x| Applicant 33560  Hopi Indian Reservation
Received: 02092010 l‘r' :l' Project Type 98017 Mavajo (Courty)
. l l ikl iteti 73350  Tohono O'odham Reservatic
| Relesze: 00J00/0000 21 ¥ | Eligibility Criteria
Arnendment Checklist | = This field is populated from the Cost Effectiveness tab. all | i

Application Dey I Complete Vo Step i HMO

Figure 11-13: Mitigation >Projects >Management >Federal Eligibility

10.To exit out of the Federal Eligibility tabs, click the CLOSE button on the bottom
right part of the screen.

11.0n the bottom left part of the HMGP Project Management tab, click the
APPLICATION DEV button.

HINT: You may get the Project Eligibility Has Been Completed message (Figure
11-14). Click the OK button to view application information.

Application Development

Project Eligibility has been completed, the application will be in
View rode only.

Figure 11-14: Project Eligibility Completed Message

12.The Application Development tabs are displayed (Figure 11-15). Click the tab
where you wish to view information or add additional comments.
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Q%HMEP APPLICATION: DISASTER #: 7512 FEMA PROJ #: 17-R APPLICATION ID: 37 AMENDMENT #: 0

| Pusicoice | ttachments | ety Review | Propeity ste mvertory | Lation | suthorization |
I Problem & Risk Data | Preject Infa |Work Schedue | Cast Estimate | Match Sources | Cast Effectivenzss |

'Statewide State Code : ’E County Code : I a Ftaiewida

Fips Place Code :I o Ftatewide

— Sub-Recipi

iﬁ’uma [Courty) State Cocde @ FZ Cournty Cocde :I 27 I’fuma
Fips Place Code : | 99027 lYuma (County)
Pukblic Entity : l I

MFIP Participation : IY vl Last CAY Date : | 00000000

—Sub-Recipient Mitigation Plan
I” | Enable Manual Entryof Plan Data

Mo approved Sub-Recipient Mutihazard Miigation Plan for
Flan Type I thiz subgrartes. There must be an mitigation plan with &
walidd approval date BEFORE the disaster declaration date

Apryl 0t I 00000000 Expire Ct hefore any projects can be approved for regular or intiative

fom

~Sub-Recipi pplication Preparer

FRAMMEL, DARLEME

Save Amend Close

Figure 11-15: Mitigation >Projects >
Management > Application Development

13.To exit out of the Application Development tabs, click the CLOSE button on the
bottom right part of the screen.

14.0n the bottom left part of the HMGP Project Management tab, click the
ENVIRONMENT CONDITION button. Complete Steps 14a - 14h.

HINT: The ENVIRONMENT CONDITION button is active only if the Monitoring
Required checkbox was checked for Conditions Required in the Mitigation
> Projects > Eligibility Determination > NEPA Process Tab.

By completing Steps 14a - 14h in the system, you indicate that the required
monitoring was completed.

a. The Environment Conditions dialog box is displayed (Figure 11-16).
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‘*Post Approval Environmental Conditions [ x|
Monitoring Monitoring Complete
Mame Conditions Required (4000) Entered User Required Date By
NEPA ENVIRONMENTAL ASSESSMENT [This is & new concition. View AN FFGJUUJUUUD vl
| | il
oK | Cancel |

Figure 11-16: Environment Conditions Dialog Box

b. Enter the Monitoring Complete Date. The system auto-fills your User
Name in the Monitoring Complete By field (Figure 11-17).

\*Pnst Approval Environmental Conditions [ ]
Monitoring Monitoring Complete
Hame Conditions Required (4000) Entered User Required Date By
NEPA ENVIRONMENTAL ASSESSMENT [This is & new condition. _View [EJORDAN Fpm 572010 wiiCharles W. Jordar
4] | 1|
ok | Concel |

Figure 11-17: Monitoring Complete Data Fields

c. Scroll to the right to access the Comment field (Figure 11-18).

% inst Aipproocsl Frvaermment al Uonditions
BAGni 01 g 3 Compdaets
o oneditiorrs Foz-guinesd (4080) Erdered User T | et Bar Post &pprowal ©
[rivks = & ness cortion View [EJORDAH FF-T-'IK‘-"'-'H" :j:hﬂs'.'-l’..ndr. [
o I+]
or | Cancel |

Figure 11-18: Monitoring Complete Comments Field

d. Double-click inside the Comment field to access the Comment Editor.
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e. Enter your comments in the Comment Editor text area. Click the OK
button.

CAUTION: Comments entered here cannot be edited or deleted once you click the
OK button.

f. The comments you entered are displayed in the Environment Conditions
dialog box (Figure 11-19). Click the OK button.

“Mﬂ: Approval Environmental Comditlons

a| H ing £
Conddinne Hemurad (3805 Enbarad Uesr  Required | LEL] ty Fresd ippaorsl Commsm
[Tz b 0 rewe corettion _iwrw [EMCRTRN FP-’""J'?':"'-" rﬁhu-lrsw doman fekonincring for fhis condlion secued |

Figure 11-19: Monitoring Complete Comments Added

g. On the MITIGATION menu, click on Projects > Eligibility Determination >
View All. Highlight the desired project and select OK. Select the NEPA
Process tab. Note that the system auto-filled the Monitoring Complete
data fields (Figure 11-20).

ﬁFederal Eligibility DISASTER #: 7512 FEMA PROJ #: 27-R APPLICATIONID: 18 AMENDMENT #: 0

Costlssues Comments |

Overall Review I LawsfEQs MEPA Process |CustReview| Cost Effectiveness I Attachments | Authorizations | General Cnmmentsl

Indicate Level of Review

FEMA Status
|Environmental Assessmert - Completed | Draft EA Date ﬁzmsrzm 0 v| Final E& Dste [pzmaruio vl
Firal Puklic Motice 209200 v' Fircling of Mo Significant Ezmng il v'
Publication Date Impact (FOMSI)
[Inttisting Public Comment of E&)
Conditions Required (4000} Monitoring Monitoring Completed
{Double Click to edit the Condition} Entered By Required Date By

Go to Project Management screen to complete the Conditions after the Environmental Review is approved.
4| | 2

Comment: B4 and Azzezament has heen completed -CJORDAN-02M0952010 20025 GMT

Append | Yiew |

Figure 11-20: Monitoring Complete Information Added to Mitigation >
Projects >Eligibility Determination >NEPA Process Tab
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HINT: All monitoring requirements for environment conditions required must
be marked complete before you can closeout the project.

h. On the bottom right part of the NEPA Process tab, click the CLOSE
button. The Project Management tabs are displayed.

15.Click the Funding Activity tab. The Funding Activity tab displays approved
Project Costs, and Allocation/Obligation history (Figure 11-21).

HMGP Project Management

Total Approved Federal Total Approved Federsl  Mon-Federal  Total Approved Non-Fed
Filter Cost Share Percent Share Amourt Share Percent Share Amount
( Approved Al & ‘ f $10,500 | ss00% | $3.975 [ soo% $525
Previous Project Allocations
Aloc IFMIS Fizcal  ES Support ESAmend Proj Alloc Amount Recipient Admin - Sub-Recipient Total =
Mr  Status  IFMIES Date  Submission Ot Year Ren ID Mumber Fed Share Amourit Admin &Amourt  Alloc Amourt
| 2 | A | 030172010 | 02262010 | 2010 | 5067149 il 59,975 | 50 30 | $3,975
| 3 l A |osne/2010 | osm4co10 2000 [ 806719 gl $-9,975 | 50 50 | $-9,875
4 00000000 | OS0E2010 | 2010 S06719 4 $9,975 0 50 $9,975
EN I ] I | | | -
Al | »

Previoug Project Obligations

Project Obligated

Action [FMIS Fiseal SFS Support SFSAMend  Amount - Fed  Recipient Admin  =49-RECREN oy opjgateq
bumber Status  IFMIS Date Submission Dt Yesr  RegID Murmber Share Amaurit I i Bl Amourt
1 [» [vesormoto [osmoioto [2010 [ s4sezs 2 $9.975 $0 $0 59,975
2 [A [oamarato [o7A3R010 [2010 [ 846984 3 58,375 30 50 53,975
$0 $0 50 | $0
| | 2

Figure 11-21: Funding Activity Tab

16.1f you wish to view Funding Activity information only for Approved projects, click
inside the “Approved” radio button in the Filter field (Figure 11-22).

HMGP Froject Management Fundin

Fiter ———
’7 Appoved & Al O

Figure 11-22: Approved Filter

17. When you are done reviewing Funding Activity information, click the CLOSE
button.
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Task 3: Review Project Checklist

1. On the MITIGATION menu, click on Projects > Checklist (Figure 11-23).

File Disaster|Prujects Funding Plans Repository Admin Window  Help
” i Application Development
Chg Dizaster Che  ENgiDlity Determination  k

Appeals

Field Surveys

Managemenkt

Checklist

ase0L

Figure 11-23: Mitigation >Projects >Checklist

2. The Project Status List is displayed (Figure 11-24).

@ Project Status Disaster # 7512 ST: A2 [_ O] x|

Project  Project  Aplen Submit Aplen Rowd  Final Appry ﬂ
Dstr M Aplen id Amend By Status Date Date Date Title
i Approved 014132010 01A3L2010 01A352010 0 Test project
1 withdraw 020032010 02032010 Test project
2 0 Approved 1201702009 12072009 120772009 0 W3kR11 Allocation test praoject
1 Yoid 0122172010 014212010 W3MRT1 Allocation test project
] Void Project of Test
0 Woid acy demo
0 Approved 02032010 015282010 020372010 0 Conchise Courty hulti-Hazatrd Mi Plar
1 fpproved 02042010 020202010 020452010 0 Conchise County Wulti-Hazard Mi Plar

[&]

Ok I Cloze |

Figure 11-24: Project Status List

3. Table 11-5 describes the Project Status List information.

Table 11-5: Select Project List Data Fields

DATA FIELD INFORMATION DISPLAYED

Dstr Nr FEMA disaster number

Aplen Id Project application ID number

Project Amend Nr Project application Amendment Number

Project Status FEMA review status of the project, represented by 5
descriptors: Approved, Not Approved, Withdrawn, Voided or
Pending
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DATA FIELD INFORMATION DISPLAYED

Aplcn Submit Date System-generated project application submission date

Aplcn Revd Date If the project application was submitted in NEMIS HMGP,
same as the Application Submit Date

If the project application was submitted in hard copy, date
received at the FEMA Regional Office.

Final Apprv Date Date the FEMA application approval was reported in NEMIS
HMGP
Title Project Title

4. Click the OK button. The Project Checklist screen is displayed.

5. In the Select field, scroll down to select the project whose checklist you wish
to view (Figure 11-25).

4@ Project Checklist for Disaster # :7512 Skate : AZ 1 =1
Select © |Dizaster Mr Project Mr Aplen ID Amend Mr =+ Title -

7512 2 1 1 Test project = m

For Details ... Goto

Applic Crvlp.. I

Dizaster # : Project Mumber Ammend Mr: State 0952052011

Project Info... I Funding Ezt... I
Fed Eligibilit_l,l...l

Allocations. . I

Obligations... I

Claseout. .. I

Appeals. .. I

Figure 11-25: Project Checklist Select Field

6. Click the RETRIEVE button. The Project Checklist information is displayed
(Figure 11-26).
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¥®Project Checklist for Disaster # 17512 State : AZ =l E3

Select : |pizaster Mr Project Mr Aplen ID Amend Mr === Title -

7512 2 1 1 Test project = ml

For Details .. Go to

Dizsaster # : 7512 Project Mumber : 1 Amend Mr ;1 State : AF 050302012
_— Applic Dvlp...
Application Dev  [<] complete 0172172010 Regional PIO Date : | 00/00/0000 M
- [ sF424 Received LOI Revd Funding E st I
Project [nfo... I

Application Submitted: | 014212010 Funding Estimate @ Complete —
Eligibility Review [ complete Allocation(s) Submit Date . | DORGOOGD |+ Fed Ellglblllt_l,l...l
Date Project Received @ | 012152010 Allocation ATt 208,000 |+ Allocations. . I
Cost Revieve Completed @ | 014212010
Ciost Review Elig Amt: [ $380,000 |* Obligation(s} Submit Date : | 00/00/0000 |** Obligations... |
Laws/EOs Completed : [ 01/21/2010 Ohligation Amt : | 298,000 |*
MEP&, Documentation Completed : | 0142142010 Project Closeout [ | Complete | D0/00/0000 m
Environmertal Officer Fyvwy Completed @ | 0152102010 Final Ctr Rpt Rowd @ | 00000000 Appedls... I
Project Decizion Concurrence : | 024052010 SmartLink Report Date : | 00000000
Project Status : “oic] FProject Closed Datel | 00000000
Final Project Approval Date - [ 072002010 *  Excluding Admin Costs Project Summar_l,ll

** Latest Alocation/Shligation
*** Highest Amendment Mumber

Project Appeals Appeal State Appeal Received  Decision Errirt I

Level lzsue Letter Date FEMA Region Date  Due Date
Cloze I

< | i

Figure 11-26: Project Checklist Information

7. You may select multiple projects by holding down the Ctrl key and selecting

the desired rows (Figure 11-27).

§@ Project Checklist for Disaster # :7512 State : AZ M= E3

Select : |pisaster Mr Project Mr Aplen D Amend Re === Title -
15

Far Details ... Goto

Dizsaster # : 7312 Project Mumker : 1 Amend Mr: 1 State : AL 0503022012
Application Dev  [<] complete Regional PIO Date - MI
e (<] sSF424 Received [ Lol Rovd Funding Est... I
L‘“DI Application Submitted: [ 01/21/2010 Funding Estimate ] Complate —
Eligibility Review [ ] Complete Allocation(s) Submit Date - " Fed Ehgubmty...l
Date Project Received : | 01212010 Allocation Amt - _m * Allocations... I
Cost Reviewe Completed : | 017212010
Cost Review Elig &mt: | $380,000 |+ Obligation(s} Submit Date : [ 00000000 |** Obligations... |
Laws/Eos Completed : | 01/21/2010 Obligation Amt: [ $285,000 |
NEPA Documentstion Completed : [ 01/21/2010 |  Project Closeout [[] Complets _Closeout._ |
Environmental Officer Ry Completed : [ 01/21/2010 Final Gtr Rpt Revd : Appeals.. I
Project Decision Concurrence : | 020,200 SmartLink Report Date
Project Status : " oid Project Closed Date:
Final Project Appraval Date : | 07 /2002000 * Excluding Admin Cost= Froject Summar_l,ll

** | gtest Allocation/Obligation
*#** Highest Amendment RMumber

Project Appeals Appeal State Appeal Received  Decision Print I
Lewvel lzsue Letter Date FEMA Region Date  Due Date
Clogze I

| | i

Figure 11-27: Selecting Multiple Projects

8. Click the RETRIEVE button. The system retrieves the checklist for each of
the selected projects. Scroll arrows are displayed on the top left part of the
screen to allow you to scroll to each project checklist (Figure 11-28).
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\%Project Checklist for Disaster # :7512 State : A2

\éflec‘: Disaster Nr Project N Aplcn ID Amend N+ Thle

7512 (7 1 V3MR11 Allocation test project el
ﬂ 2 1 1 Test project g Elneve |

For Details . Goto |
Figure 11-28: Scroll Arrows for Navigating Between Projects

9. On the right side of the Project Checklist screen, buttons provide access
to the different NEMIS HMGP areas (Figure 11-29).

For Details ... Goto
Applic Dvip...
Funding Est ..
Fed Eligibility...
Allocations...
Obligations...

Closeout...

Appeals...

Project Summary

[ EERREER

Figure 11-29: Buttons to NEMIS HMGP Areas

10.Clicking the desired button displays the NEMIS HMGP screen where the
information was entered.

11.0n the bottom right part of the screen, (See Figure 11-27), click the
PROJECT SUMMARY button. The Project Summary report is displayed
(Figure 11-30).
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4]

092072011
11:26

Dizaster Mumber:

State: AZ

FEDERAL EMERGEHCY MAHAGEMENT AGENCY

HAZARD MITIGATION GRAHT PROGRAM
PROJECT SUMMARY REPORT

Fegion: 9 Declaration Date:

11182009

FEhi2, Amend  State  Ststus Praject App Submit - Eligibitty Environmental Final Project Pt
Project # Mumber App D (1) Title Diate Review Date  Reviews Date  Approval Date  IFMIS Date )
2.R 0 1 Y Test project MAS2010 0IMS2010  MM9200  01A9200 02092010
2-R 0 1 Y Test project MAs2010 IMS2010  MM9200  01A9L20M0 0zH7i200
PRCWECT £
1-R 0 2 Yo W3INMR1 Allocationtest project 120702009 12M702009 q2M7s2008 120702009 12M7/2009
1-R 0 2 Yo W3INMR1 Allocationtest project 120702009 12M702009 q2M7s2008 120702009 12M7/2009
1-R 0 2 Yo W3INMR1 Allocationtest project 120702009 12M702009 q2M7s2008 120702009
PROJECT £ o
| o
Frint | Closze |

Figure 11-30: Project Summary Report

12.0n the bottom right part of the screen, click the CLOSE button to exit out
of Project Checklist.

Page 11-20

NEMIS HMGP User Manual MR 3.19.01




September 2016 Unit 11: Manage Project and Program Oversight Tasks

Task 4A: Create and Submit a New Quarterly Report

1. On the MITIGATION menu, click on Admin > Quarterly Report (Figure 11-31).

File Disaster Projects Funding Plans Repositoryl.ﬁ.dmin Window  Help

“ @ E & “4, Project Tvpe Matrix Information AlE+T
Chg Disaster Chg Group Plans MERIS Exit Project Matrix Adminiskration alt+1
Managing Recipient Agreement Roles alt+G

Assigning Recipient Roles by Project alt+3

Quarterly Report A+

inancial Reconciliabion Repart AlE+F

Benefit Cost Report alt+E
Cross Disaster Environmental Conditions Report Alk+C

Letter/Memo Templakes alt+E

Figure 11-31: Mitigation > Admin > Quarterly Report

2. The Quarterly Report screen is displayed. To create a new Quarterly Report for a
project, highlight the project and click the NEW button (Figure 11-32).

FEMA Users Only =
MT Project  Date Total Eligible  Federal Share  Date Federal  Excess  Deobligation Project  |Fiscal Year Quarter Number
Number Approved (Total Approved Costs)  Obligated  Share Obligated Funds Amount  Status
I 400000 | open
E 01/18/2010 200001 150001 p2/17/2010 ‘fes ® No (Open
B [12/03/2010 10500 0 [38/0472010 U Yes ® No [Open
E 210872010 123456 52550 572472014 O Yes ® No [Open
7 [2/09/2010 539215 404411 p4/152015 O Yes @ No Open
impot | submtal | Submt | Save | [ New | eete | cwse |

Figure 11-32: Mitigation > Admin > Quarterly Report > New

3. Select the Fiscal Year and Quarter Number from the pull down menu. After the
Fiscal Year and Quarter Number pulldowns are selected, the rest of the project
information(Application ID, Amendment Number, etc.) auto populates and the
lower half fields are available for data entry (Figure 11-33).
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- FEMA Users Only

WT Project  Date Total Eligible Federal Share  Date Federal Excess  Deobligation Project iCl e Nume
Murnber Ay (Total Approved Costs)  Obligated  Sha Funds Amount  Status 2 B i - |
12 10/12/2011 Cip
[ D1 200001 1580001 p2/17/2010 O Yes ® No Open
&] P2/03/2010 10500 0)08/04/2010 0 es @ o Open
] 02/09,/2010 123456 925582 07 2472014 O Yes @R Open
7 2/09/2010 535215 404411 p4/15/2015 [OETTICT Open

Application ID:I 2 Project Armendment Number:l 0 Project Type: IR Report Generation Date: ’12!19;"2016 Applicant ID:ﬁD']—Dﬁ'BD-DD

Praject Title: 3MR11 Allocation test project

Fublic Entity ID:l

Sub-Recipient Mame: Allentown

NOT SUBMITTED

FIPS Code: !1 780

— Recipient User Only

Final Report : lﬁYES @NO
=l

Status™ : |
Federal Funds Dishursed: |—
Percent ¥Waork Completed: r— %
Sub-Recipient Expenditure To Date: !—DD
Approved POP Completion Date: m
Actual Project Completion Date: !m

Date Final Payment made to Sub-Recipient: i 0,/00/0000
tost Recent Drawdown Date: ﬁDIDDIDDDD

Cost Code: | 'l
Tatal Recipient Drawdown: |

POP Time Extension: YES

POP Extension Date: i 0,/00/0000

MO

Property D List™ I

Tatal Properties: I

Comment:

* FOR ACQUISITION PROJECTS: LIST ALL PROPERTIES ACQUIRED THIS QUARTER BY PROPERTY ID AS DISPLAYED IN THE PSI FOR THE PROJECT. (SUPPORTS GAO AFR)

** Wdork Completed' inthe Status drop-doven menu refers to construction and non-construction projects,

I TEs I

Import I Submit &l i Submit I Save Delete l Cloze |

Figure 11-33: Quarterly Report Input Screen

Enter data in the available fields. After entering data, you may Save the report, or
Delete the report and start over.

After data entry always save the report before submitting.

When the SUBMIT button is selected a series of validations is conducted to
ensure the data entered is appropriate.

Once a report is submitted by selecting the SUBMIT button and by completing
the validations, it can not be edited or deleted. An exception is that if the status
is Closed, which automatically generates Final Report = Yes, the status of a
Submitted closed report may be amended, then saved and submitted as
ammended. The Final Report will revert to = NO. Every project is required to
have a status of Closed, Final Report = YES and be Submitted when all project
activities are completed.

Except when importing several Quarterly Reports for a single project, a second
report for a project cannot be newly created manually unless the previous report
has been submitted. Attempting to do so will generate an error message (Figure
11-34).
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Error

L
_ lr) Unsubritked report exist prior to this Quarter. You cannot create new Quarkerly report.
e

Ok

Figure 11-34: Validation error message

9. Ensure you have entered all of the required information before submitting a
report. As data is entered, certain validations will be performed (Figure 11-35).

' 'E Ikem '0000-10-30 00:00;00:000000" does nok pass the walidation kest,
*

Figure 11-35: Validation message: Item does not pass the validation test

10. A series of Warning messages are generated as you attemp to submit a
Quarterly Report. The first message will ask if you are sure you want to submit
(Figure 11-36). Select Yes or No.

wWarning

‘?ﬁj Lare wou sure wou wank ko subrik?

Yes I Mo I

Figure 11-36: Validation warning

11. After selecting Yes, the validation messages will begin. The Total Properties
field and the Property ID list are required entries (Figure 11-37). After selecting
OK, enter the required data and select the Submit button again. The validation
will continue.
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~FEMA Users Only =
Fiscal Year Guarter Number

MT Project  Date Tatal Eligible Federal Share  Date Federal Excess  Deohligation Project e
Mumber & d  (Total Approved Costs)  Obligated Amount  Status 12016 |1
Il e 400000, Open
£ P1/19£2010 200001 150001 Cpen
B P2/03/2010 10500 0)08/04/2010 ez ® No Open
al [2/09/2010 123486 92592 07 2442014 ) Yes @ No Open
7 P2/09/2010 533215 404411 P4A15£2015 T ez ® No Open

Application 1D: 2 Project Amendrment Number:! 0 Project Type: |R Report Generation Date: 1121’1 972016 Applicant ID:;JEH-EH?EEI-EIEI
Project Title: [\/EMRH Allocation test project Fublic Entity 1D I

Sub-Recipient Name‘IAHenmwn VI aSEoR FIPS Code: i‘l?’BD—
 Recipient User Only
Statug™ ﬁ ‘:@' Federal Funds Disbursed must be entered. Cotttodn m
Federal Funds Dishursed: l_ Total Recipient Dravwdown: '—_
Percent YWaork Completed: r_ al Payment made to Sub-Recipient: m
Sub-Recipient Expenditure To Date: r Most Recent Drawdown Date: m
Approved POP Completion Date: m POP Tirme Extension: YES ®NO
Actual Project Completion Date: ﬁm POP Extension Date: m
Property D List™ | Total Properties: ,—
Comrment:

* FOR ACQUISITION PROJECTS: LIST ALL PROPERTIES ACQUIRED THIS GUARTER BY PROPERTY ID A5 DISPLAYED IM THE PSI FOR THE PROJECT. (SUPPORTS GAO AFR)

** Work Completed' in the Status drop-dowwn menu refers to construction andd non-construction projects

Import i Submit Al i Submit l Save i e i Delete i Close l

Figure 11-37: Validation message: Federal Funds Disbursed must be entered

12. Additional validation messages may be received. Each time a message is
received, select OK, correct or enter the validated data and start the submittal

process again.

13.If Yes is selected in the Time Extension field, a time extension date must be
entered. If a date for Time Extension Date is entered, Yes must be selected
(Figure 11-38).

Cost Code: ICDst Unchanged =]

Taotal Recipient Drawdown: I a

Date Final Payment made to Sub-Recipient: EEIIEIEIIEIDEIEI

’ 0000000

POP Time Extension: YES @0

POP Extension Date; ﬁEIﬂZIEIfEIDEIEI
Total Properties: I

Figure 11-38: Time Extension and Time Extension Date fields

Most Recent Drawdown Date

NOTE: Validation messages will be displayed if the Time Extension Date is not
after the declaration date or is not a date in the future

14.1f project Status = Closed then Date Final Payment made to Subrecipient is
required (Figure 11-39).
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validation

G ¢ Date Final Payment made to Subrecipient iz
' 'reguired if Status is Clozed

Figure 11-39: Validation message: Date Final Payment made to Subrecipient is
required if Status is Closed

15.1f project Status = Closed and Final Report = Yes is selected then Actual
Completion Date is required (Figure 11-40). Validation will also be conducted to

verify date entered is equal to or less than the current date but greater than the
declaration date.

Yahidation Ed

" ]}) fcktual Complekion Date musk be entered.
e

Ik I

Figure 11-40: Validation message: Actual Completion Date must be entered

16.0nce the validation is completed and the report is submitted it cannot be deleted.
The Delete button is greyed out and not active when a submitted report is
selected.

17.0ther Validation messages that will be received if appropriate are:

a. Status must be selected / Cost Code must be Selected / Subrecipient

Expenditures to Date must be entered / Last Drawdown Date is required if
Status is closed.

b. When submitting a Final Report for a closed project, entries must be made
in the FEMA user’s only section by a FEMA employee with the appropriate
position. When attempting to submit a Final Report Validation messages
may include: Calculation of UDO must be entered / Excess Funds must
be entered / and Deobligation Amount must be entered.

18. Any attempt to create a new report for a project in a Fiscal Year and Quarter that
already exists as a submitted report will result in the message below when
attempting to Save or submit the duplicate report. The message will be specific
as to the FY and Quarter of the duplicate data (Figure 11-41).
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Yalidation

L]
\ ll‘) Fiscal vear 2013 and Quarter Mumber 4 combination already exist,
s

I

Figure 11-41: Validation message: Actual Completion Date must be entered

19.Select OK, and then delete the duplicate report by highlighting and selecting the
Delete button.

NOTE: You can now submit all the validated reports for the current quarter in
process with the “Submit All” button.

The “Submit All” button will submit all the quarterly reports for the current
quarter in progress and will not apply to those quarters that are past
due. During submission, reports that fail validation will be shown by their
project number and quarter number on the quarterly report screen. Only
those reports that pass all the validations will be submitted.

The “Submit All” button will not be available for use by HMOS users (will appear
grayed out).

The “Submit All” button is displayed at the bottom of the screen, next to the
“Submit” button.
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Task 4B: Create and Submit a Subsequent Quarterly Report

1. On the MITIGATION menu, click on Admin > Quarterly Report (Figure 11-42).

File Disaster Projects Funding FPlans Repusitorvl.ﬁ.dmin Window  Help

H @ E & “.q Project Type Matrix Information AlE+T

Chg Dizaster Chg Graup Planz MEMIE Exit Project Makrix Administration alt+1
Managing Recipient Agreement Roles Alt+G
Assigning Recipient Roles by Project Alt+5

Quarterly Repaort Alk+0

inancial Reconciliation Feport Alc+F
Benefit Cosk Report Alt+B
Cross Disaster Environmental Conditions Report  AlE+C

Letter/Memo Templates Alt+E

Figure 11-42: Mitigation > Admin > Quarterly Report

2. The Quarterly Report screen is displayed. To create and submit the Quarterly
Report for the next quarter, highlight the appropriate project and select New.

3. Select the subsequent Fiscal Year if applicable and/or the next Quarter Number
(Figure 11-43).

~FEMA Users Only

MT Project  Date Total Eligible Federal Share  Date Federal Excess  Deobligation Project Fiscal Year Quarter Murmnber
Mumber  Approved  (Total Approved Costs)  Obligated Share Obligated Funds Amount  Status

1: 09 255000}10/12/2011 I

[2 11972010 200001 150001 p2A7/2010 ‘Yes ® Mo Open

€] 20372010 10500 008042010 T res ® Mo Open

] 20972010 123456 925592 072472014 T res ® No Cipen

kil 2092010 539215 404411 p4AE2015 T es ® No Open

Application ID:| 2 Project Amendment Murmber: 0 Project Type: |R Report Generation Date; |12f19f2016 Applicant ID:I]D1—D1TBD—DD

Praject Title: I\/3MR11 Allocation test project Public Entity ID:
Sub-Recipient Mame: [Allentown FIPS Code: W
r Recipient User Only

Final Report : m
Status™ : W Cost Code m
Federal Funds Disbursed: I—SD Total Recipient Drawdown I—D
Percent ¥Wark Completed: I—ZEI% Date Final Payment made to Sub-Recipient lm
Sub-Recipient Expenditure To Date: IW Most Recent Drawdown Date Im
Approved POP Completion Date: lm POP Time Extension YES @ pO
Actual Project Completion Date: lm POF Extension Date lm
Property |D List™: I Total Properties I—

Comment:

* FOR ACQUISITION PROJECTS: LIST ALL PROPERTIES ACGUIRED THIS GQUARTER BY PROPERTY I A5 DISPLAYED M THE PSI FOR THE PROUJECT. (SUPPORTS GAC AFR)
= Work Completed' in the Status drop-dovwn menu refers to construction and non-construction projects.

Figure 11-43: Subsequent Fiscal Year and Quarter Number

NEMIS HMGP User Manual MR 3.19.01 Page 11-27



Unit 11: Manage Project and Program Oversight Tasks September 2016

NOTE: To avoid duplication of effort the information in the previously submitted
report is replicated in the new report. Update or edit the existing
information, add any new information such as a change in Status or Cost
Code or Time Extension, and select Submit. The new report will go
through the validation process.
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Task 4C: Import a Quarterly Report Spreadsheet

1. Enter the project data into the spreadsheet. The spreadsheet template is
available within the HMGP MR 3.17.00 Release Notes or contact your FEMA
Regional Office.

2. The spreadsheet can be used to import a single report, or to import data for
either multiple projects within a single disaster (Figure 11-44), or to import
multiple Quarterly Reports for a single project within a disaster (Figure 11-45).

hﬂ Quarterhy_Report
A B C D =
DISASTER APPLICATION FISCAL QUARTER |[PROJECT
1 NUMBER 1D YEAR NUMBER [NUMBER 1
2 6385 821 2013 1 4|
3 6385 855 2013 1 10|
4 B335 857 2013 1 11|10
5 6385 860 2013 1 141(=

Figure 11-44: Import a single report or multiple projects
within a single disaster

i.:‘l] Quarterly_Report
A B C D E
DISASTER APPLICATION FISCAL QUARTER | PROJECT

1 NUMBER 1D YEAR NUMBER | NUMBER |COS]
2 6385 861 2013 1 16 |Cost
3 6385 861 2013 2] 16 |Cost
4 65385 861 2013 3 16JCost
5

Figure 11-45: Import multiple Quarterly Reports for a single
project within a disaster

NOTE: To be successful, the data for the project must be entered in near entirety
and must be entered correctly. No duplicates within the spreadsheet or of
existing reports is allowed.

3. After entering the data for a single project or multiple projects in the spreadsheet,
select the Import button. Navigate to the location of the saved spreadsheet,
highlight the spreadsheet file, and select open. You can also double click on the
spreadsheet to open (Figure 11-46).
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Select File

Look in: I [lé Dezktop

~| = & ok BE-

D My Docurments
j’ My Computer

3 My Metwork Places
L) TOL Import Sheets
¥ ‘Quarterly_Report

File name: |Quarter|}LF|eport

Open I

Files of type: IExceI Files [*=L5]

- Cancel
= [ e )

Figure 11-46: Select the spreadsheet file

4. The system will go through the spreadsheet row by row and column by column
and report any missing or ill-formatted data in need of validation. When
importing, the spreadsheet data is validated. You may receive one or more
importing error messages (Table 11-7). When you receive an importing error
message, select OK, go back to the spreadsheet, fix the error identified in the
message and repeat the import process.

HINT: To save time attempting to conduct multiple imports of the same
spreadsheet, ensure you fill out the spreadsheet to accurately identify the
disaster number, project number, and application ID, as well as the Fiscal
Year and Quarter Number the import is intended to populate. It is best if
all requested data can be entered on the spreadsheet in the format
expected prior to attempting to import the first time.

5. If there are no importing errors, the “Import completeled successfully” message is
displayed.

6. Select OK. The data imported for the project is displayed (Figure 11-47).
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~FEMA Uszers Only
MT Project  Date Tatal Eligible Federal Share  Date Federal Excess  Deohligation Project

[Fiscal Year Quarter Number

Number Approved  (Total Approved Costs)  Obligated  Share Obligated Funds Amount  Status 2014 h 'I
I 5/06/2011 QEEE?l QDDDDE 51172011 | Closed 2014 =]f2 B
Bt ob ] I 2014 I 'i
D5/18/2011 529000 396750 05/19/2011 Open
2014 | l
16 p510/2011 50000 45000 p5410/2011 Closed !F_ﬂ—_i
[21 D5/10/2011 459320 37449005/11/2011 O Yes @ No Open -
23 D5/10/2011 2778667 1000024112013 D Yes ® No Open 2
Application ID:| 853 Project Amendment Mumber. | 1 Project Type: iR Repaort Generation Date: ﬁDJ’DDfDUDD Applicant \D:ﬁDD-SESSD-DD
Project Title ISaferoom at Pechanga Elementary Schaool Public Entity \D:I
Sub-Recipient Mame !F'echanga Indian Reservation FIFS Code EESSD
e NOT SUBMITTED
Final Report : [CYES ¥NO
Status™ : |Repaorting Completed = Cost Code: ICDst Unchanged 'I
Federal Funds Disbursed: 1000 Total Recipient Drawdown: I 100
Fercent ¥Work Completed: 100 % Date Final Payment made to Sub-Recipient: ' 21 2/2015
Sub-Recipient Expenditure To Date: 100.00 Most Recent Drawdown Date: 51202015
Approved POP Completion Date: [10/10/2015 POP Tirne Extension: YES W NO
Actual Project Completion Date: EZHZEEHS POP Extension Date: EZHZED‘\S
Froperty 1D List™ | Total Properties: |
Comment: resl
* FOR ACQUISITION PROJECTS: LIST ALL PROPERTIES ACGUIRED THIS QUARTER BY PROPERTY ID AS DISPLAYED IN THE PS| FOR THE PROJECT. (SUPPORTS GAC AFR)
* "Work Completed in the Status drop-dowwn menu refers to construction and non-construction projects

Import | Subrmit All | Subrnit | Save | Tew Delete | Close |

Figure 11-47: Data imported into Quarterly Report screen

7. Once imported, the Quarterly Report information can be edited, saved,
submitted, or all three. The import process is not considered complete until the
report has been submitted and all potential data validations, as discussed in Task
4A, have been cleared.

8. If you try to import or enter the same Quarterly Report as was imported or
entered previously, the system will display a validation message: Duplicate Fiscal
Year and Quarter Number combination. The report will not be imported a second
time.

9. Select OK. The “Quarterly Import Failed” message is displayed. If you try to
import a blank spreadsheet, a “No valid rows found in the spreadsheet to import”
validation is displayed.

10.When attempting to import a spreadsheet with one project or several, you could
encounter any one of the validation messages. Please refer to the Reference
section at the end of Unit 11.
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Task 4D: Delete a Previously Submitted Quarterly Report

1. Ensure you are signed on with the Hazard Mitigation Operations Specialist
(HMOS) group ID. If you are not, change the group ID to HMOS.

NOTE: In rare instances, a deletion may be necessary to allow for the submittal

of a corrected QPR. Only users with the Hazard Mitigation Operations

Specialist (HMOS) role can delete a submitted QPR. The deletion must be

approved by the Grants Implementation Branch at Headquarters. To
obtain approval, the Regional Branch Chief should email the HMA inbox
at HMAProgram@fema.dhs.gov

2. On the MITIGATION menu, click on Admin > Quarterly Report.

3. The Quarterly Report screen is displayed. To delete a previously submitted

Quarterly Report, highlight the report (Figure 11-48). If the report meets the initial

criteria for deletion, the Delete button will be available.

—FEMA Uszers Only |

MT Project  Date Tatal Eligible Federal Share  Date Federal Excess  Deobligation Project Fiscal Year Quarter Nurnber
Mumber Approved  (Total Approved Costs)  Obligated  Share Obligated Funds Amount  Status 2013 ~]f2 =l

4 05/06/2011 ZEEEY 20000 5172011 T Yes ® No Closed v -

B 05/06/2011 4189058 3141794 0541972011 Cpen

11 D5/18/2011 529000 396750 05/159/2011 Cpen I

51 ESHDQDH E 499320‘ 3?4490%5.-’11.-’2011 ) es @ No ! |Open

[23 |ps072011 | 277EBEY | 1000 [09/11/2013 [Open

Application ID:I 861 Project Amendment Numher:l 0 Project Type: IF' Report Generation Date: ﬁfifoiQDM Applicant ID:ﬁm—DD:’SBZ-DD

Project Title: !City of Alameda, HM Flan - Mojica Public Entity ID:!
Sub-Recipient Name:IAIameda FIPS Code: 562

— Recipient User Only

Final Report : IGYES SNO

Status™ : iOn Schedule l Cost Code: ICost Unchanged YI

Federal Funds Dishursed: 34000 Total Recipient Drawdown: r_ﬁﬂ_ﬂ
Percent Work Completed: I_EQ Yo Diate Final Payment made to Sub-Recipient: EIEEDTD-D-D-D-
Sub-Recipient Expenditure To Date: I—BSED_DD. Most Recent Drawdown Date: m&‘-
Approved POP Completion Date: m POP Time Extension: YES '@ NO
Actual Project Completion Date: lm FOF Extension Date: hﬂfﬂﬂm
Property ID List™ l12123 Total Properties: r_i
Comment:

* FOR ACQUISITION PROJECTS: LIST ALL PROPERTIES ACQUIRED THIS QUARTER BY PROPERTY ID A5 DISPLAYED IMN THE PSI FOR THE PROJECT. (SUPPORTS GAC AFF)
*# fork Completed' in the Status drop-doven menu refers to construction and non-construction projects.
This Guarterly Report is submitted and cannot be modified amymore except status.

Impart | Subarmit Al | Submit I Save | | ey II Delete |I Cloge |

Figure 11-48: Submitted Quarterly Report

4. Click on the Delete button. The warning window is displayed (Figure 11-49): Are

you sure you want to delete? Select Yes or No. If yes, the selected QPR will be
deleted.
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—FEMA Users Only

|
WT Project  Date Total Eligible Federal Share  Date Federal Excess  Deohligation Praject Fiscal Year Quarer Number
Mumber Approved  (Total Approved Costs)  Ohligated  Share Obligated Funds Amount  Status l2m3 =2 |
4 [15/06/2011 2BEE7 20000 p5/17/2011 O ¥es ® No Closed [ [~-1E -]
05/06/2011 4139058 3141794 D51 5/2011 T Yes ® Mo Open
0541872011 520000 396750 0541 9:2011 O yes @ ND I
h
bsmufzuﬂ | 2778667 | 1000 09/11/2013 |OYes@No | [open

Warning

Praoject Title: !City of Alameda, HW Plan - Maojica

Sub-Recipient Name:ll‘xlameda L

— Recipient User Only
Final Report : [

|

Status™ : iOn Schedule
Federal Funds Disbursed: 35000

Application ID:| 861 Project Amendment Numher:l 0 Project Type: |F' Report Generation Date: I 40472014 Applicant ID:i 01-00562-00

:'l Are you sure you want to delete?

| Public Entity ID: |
' FIPS Code: &2

pst Code: |Cost Unchanged 'l
rawedown: | 35000

Percent Work Completed: i 62 %
Sub-Recipient Expenditure To Date: i 35,000.00

Approved POP Completion Date: ﬁBHBQDM
Actual Project Completion Date: ﬁDa‘DDa‘DDDD

Date Final Payment made to Sub-

Recipient: J)0/00/0000
Iost Recent Drawdown Date: ' 5/06/2013
FPOR Time Extension: YES

POP Extension Date: ED;‘UD:‘DDDD

MO

Property ID List™ [12123

Total Properties: I 2

Comment:

This Quarterly Report is submitted and cannot be modified amanore except status.

Import | St A | Suibmmit | Save | ey

* FOR ACQUISITION PROJECTS: LIST ALL PROPERTIES ACQUIRED THIS QUARTER BY PROPERTY 1D AS DISPLAYED IN THE PSI FOR THE PROWJECT. (SUPPORTS GAD AFR)

# iork Completed' inthe Status drop-doven menu refers to construction and non-construction projects.

| Delete I

Close |

Figure 11-49: Warning window - Are you sure you want to delete?

NOTE: The deleted report can be recreated as new and saved by any of the
approved users (HMO, MA, MTSU and SAO). However, if outside of the 45
day submittal window for the selected QPR, only the HMOS user while in
the HMOS group can submit the replacement QPR. Until the newly
created QPR is submitted by the HMOS, the Fiscal Year and Quarter
Number of the QPR will display in Red Font and when selected the QPR
will display NOT SUBMITTED across the body of the QPR (Figure 11-47).
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Task 5: Monitor SF-424 Information

NOTE: NEMIS HMGP assumes that one SF-424 is submitted for each Recipient
with a total funding estimate including total Recipient and Subrecipient
Administrative costs. As that estimate changes, subsequent SF-424s that
are submitted are considered revisions that supersede the previous
version.

As you perform project and program monitoring, check to see that the
SF-424 is up to date. See Unit 3, Task 8: Enter SF-424 Information.
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Task 6: Perform Global Matching

Execute this task if the project has a Federal share other than 75 percent and
after projects have been approved and obligated.

1. On the MITIGATION menu, click on Funding > Estimate (Figure 11-50).

File Disasker Projects

“@

Chg Dizazter Chg Graup F

Funding Flans Repository  Admin  Window  Help

Estimate  Alk+E

Alocabons  AlE+A
Chligations  Alk+C

Figure 11-50: Mitigation >Funding >Estimate

2. The Funding Estimate tabs are displayed. Click the scroll arrow or enlarge
your screen to display the rest of the tabs (Figure 11-51).

"*Funding Estimate Disaster #: 7512 State: AZ Region: 9 Declaration Date: 11,/18/2009

tatewide |
HMGP Financial Activity | Financial Info | Dizaster Lock-in Review | Financizl Details | Budget Planning | CommentsiAtachments | .-‘.-.I,:.I
Projected Total Allocated in MNEMIS Axailable Total Ohligated in MEMIS Aegilable
& B Ca-B) u] E (A-D0
HMGP Project Funds: | $40,000 ,000| | $450,001| | £39,549 ,999| | $450,001| | %39 ,549,999|
Regular Projects: | $35,666 ,55?| | $450,001| | £35,21 s,sss| | $450,001| | %3521 s,sss|
Initistive Projects: | 31,000 ,000| | $D| | 31,000 ,000| | $D| | $1 ,000,000|
Planning Projects: | $3,333 ,333| | $0| | 33,333 ,333| | $0| | §3 ,333,333|
Subtotal: | $40,000 ,000| | $450,001| | $39,549 ,999| | $450,001| | %39 ,549,999|
State Management Cost: | $3.000,000| | $D| | 33,000 ,000| | $D| | 33 ,000,000|
Total: | $43,000 ,000| | F450,001 | | F42 549 ,999| | $450,001| | 542 ,549,999|
For disasters declared on or after 114 32007: HMGP Project Funds = Regular Projects + Initistive Projects + Planning Projects.
State Management Cost is separste from HMGP Project Funds.

|

Figure 11-51: Funding Estimate Tabs

3. Scroll to the right and click the Project Global Match tab. The top section of
the tab lists all approved projects for the disaster (Figure 11-52).
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“Funding Estimate Disaster #: 7512 State: AZ Region: 9 Declaration Date: 11/18/2009

Financial Info | Disaster Lock-in Review Financial Details Budget Planning Commentsiattachments Project Global Match | Al
FEMA Project Amendment Proj Fed ﬂ
Humb A 1] Humb Suffix St Share Pet  Project Title
2 1 0 R AT 75.00% Test project

1 2 0 R AT T5.00% W3MR11 Allocation test project
3 B 1 P AT 95 .00% Conchize County Multi-Hazard Mit Plan -
4] | »
FEMA Proj Amend Total Project
H b H b Eligible A

Proj Fed
it  Share Pct

Total Fed Total Hon-Fed Source
Share Share Agency

Proj Hon-Fed

Share Pct Total Cost

Add Project ta Match Delete Project from Match |

Print |

Figure 11-52: Mitigation > Funding > Estimate >
Project Global Match Tab

4. Table 11-6 describes the Approved Projects List information.

Table 11-6: Approved Projects List Data Fields

DATA FIELD INFORMATION DISPLAYED

FEMA Project
Number

System-generated FEMA project application number when
project is submitted to FEMA

Application 1D

Recipient project application number

Amendment Number

Project application Amendment Number

Suffix Funding type of the project—R (Regular); F (Initiative); P
(Planning); or M (Management Costs)
St State where disaster occurred

Proj Fed Share Pct

percent of the project costs funded by HMGP

HINT: If this is greater than 75 percent, the project
must be globally matched with other projects to
balance the total Federal share to 75 percent or
less.

Project Title

Project Title

5. Scroll down to find the project that has a Project Fed Share Pct other than 75
percent. Highlight the project (Figure 11-53).
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%Funding Estimate Disaster #: 7512 State: AZ Region: 9 Declaration Date: 11/18/2009

Financial Info | Disaster Lock-in Review Financial Details Budget Planning I Commentsfattachments Project Global Match | LILI
FEMA Project Amendment Proj Fed ,‘_‘j
Humb Application ID L Suffix St  Share Pct Project Title =l
1 2 0 R AZ 75.00% W3IMR11 Allocation test project
3 5 95 .00% Conchize County Multi-Hazard Mt Plan
4 10 (1] F AL 75.00% Pima County Generator Phase ll -
< | >
FEMA Proj Amend Total Project Proj Fed Proj Hon-Fed TotalFed Total Hon-Fed Source
Humb Humber Eligible A t SharePct  Share Pct Share Share Agency  Total Cost

Add Project to Match Delete Project from Match

=

Figure 11-53: Select Project for Global Match

6. Click the ADD PROJECT TO MATCH button. The project gets added to
the list of projects in the bottom section of the tab (Figure 11-54).

\*Funding Estimate Disaster #: 7512 State: AZ Region: 9 Declaration Date: 11/18/2009

Financial Info | Disaster Lock-in Review Financial Detsils | Budget Planning | Commentsiattachments Project Global Match | Al
FEMA Project Amendment Proj Fed il
Humb Application ID Humb Suffix St Share Pct  Project Title
2 1 1] R AZ 75.00% Test project
1 i 1} R AZ 7500%  W3IMR11 Allocation test project
4 10 0 F AZ 75.00% Pima County Generator Phase Il b
< | »
FEMA Proj Amend Total Project Proj Fed Proj Hon-Fed Total Fed Total Hon-Fed Source
Humber Humber Eligible Amount Share Pct Share Pct Share Share Agency Total Cost

3 1 $10,500 95.00% 5.00% $9,975 $525 Local $525

Total: $10,500 500000000 $9,975 $525
Add Project to Match ] Delete Project from Match

Print

Figure 11-54: Project Added to Match

7. Repeat Steps 5 and 6 for all projects that have a Project Fed Share Pct other
than 75 percent.

Unit 11: Manage Project and Program Oversight Tasks

CAUTION: The Total Project Fed Share Pct, (Figure 11-54), must be equal to or
less than 75 percent.
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8. Closely monitor the Total Project Fed Share Pct (Figure 11-54) throughout the
obligation process.

CAUTION: Amended projects do not automatically update in the selected

projects screen. The latest approved amendment will appear as
available for selection to the match. However, if the total eligible
project cost or Federal share percentage have changed, it will be
necessary to manually delete the old amendment from the match and
then add the new amendment to the match.
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References for Errors Importing a Spreadsheet

The system will go through the spreadsheet row by row and column by column and
report any missing or ill formatted data in need of validation. Table 11-7 shows a list
of possible importing errors and validation messages.

Table 11-7: Possible Importing Errors and Validation Messages

POSSIBLE IMPORTING ERRORS AND VALIDATION MESSAGES

No valid rows found in the spreadsheet to import

Error Importing, "Disaster Number in row #" must be same as the selected Disaster
in the application

Disaster Number cannot contain characters, in row #

Project Number does not exist in the application, in row #

Application ID does not exist or is not approved in the application, in row #

Application ID cannot be empty, in row #

Application ID cannot contain characters, in row #

Closed Project in the application cannot be imported, in row #

Fiscal Year must be 'Year

Fiscal Year cannot contain characters, in row #

Quarter Number must be between 1 and 4, in row #

Quarter Number cannot contain characters, in row #

Subrecipient Expenditure to Date must be an amount, in row #

Total Recipient Drawdown must be an amount, in row #

Last Drawdown Date has an invalid format, in row #, expected format is
mm/dd/yyyy'

Federal Funds Disbursed must be an amount, in row #

Time Extension Date has an invalid format, in row #, expected format is
mm/dd/yyyy

Invalid Time Extension flag, in row #, expected value is Y or N

Percent Work Completed must be number, in row #

Comment cannot exceed 500 characters, in row #

Total Properties must be number, in row #

Property ID List cannot exceed 500 characters, in row #

Date Final Payment made to Subrecipient has an invalid format, in row # expected
format is mm/dd/yyyy
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POSSIBLE IMPORTING ERRORS AND VALIDATION MESSAGES

Approved Completion Date has an invalid format, in row #, expected format is
mm/dd/yyyy

Actual Completion Date has an invalid format, in row #, expected format is
mm/dd/yyyy

Invalid Cost Code, in row #

Invalid Status, in row #

Actual Completion Date is required, in row #

Actual Completion Date must be less than or equal to the current date, in row #

Actual Completion Date must be greater than or equal to Declaration Date, in row #

Date Final payment made to Subrecipient is required if Status is Closed, in row #

Last Drawdown Date is required if Status is Closed, in row #

Time Extension Date is required, in row #

Time Extension Date must be a future date, in row #

Time Extension Date must be after Declaration Date, in row #

Quarterly Report import failed

Import Completed Successfully — Total Number of Reports Imported _.

Error Examples:

1. In this example, the user is attempting to import reports for several different
projects within the same disaster. However, the user has transposed the Disaster
Number in Row 2 (Figure 11-55).

‘lﬂ Quarterly_Report
A B C D E 7 G H |
SUBGRANTEE

DISASTER  APPLICATION FISCAL QUARTER PROJECT EXPENDITURE TOTAL GRANTEE
1 NUMBER ID YEAR NUMBER NUMBER COST CODE STATUS TO DATE DRAVDOWN
2 | 6358 821 2013 2 4]|Cost UnchangOn Schedule 25000 20000
3 G385 885 2013 2 10|Cost Unchang Clased k35625 BE000
4 B384 B57| 2013 2 11|Cost Underrun Suspended 525000 525000
& £385 859 213 2 14|Cost Overrun |Completed 285000 285000
[

Figure 11-55: Disaster Number transposed in the spreadsheet

SUPER CIRCULAR TERMINOLOGY NOTATION: While the figure above shows the
terms Grantee and/or Subgrantee, please note that the new terminology
under the Super Circular is Recipient and Subrecipient.
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HINT: Row 1 of the spreadsheet is the header, so the first row of project data is
row 2.

2. The system will return the following Error Importing message (Figure 11-56).
Select OK, correct the Disaster Number and attempt to import the spreadsheet
again using the process described previously.

Error Importing E

L]
lr) Disaster Mumber 6358 must be same as the selected Disaster 6385 in the application,
T

ok

Figure 11-56: Disaster Number 6358 must be same as the
selected Disaster 6358 in the application error message

3. In this example the Application ID in Row 2 was entered incorrectly (Figure 11-

57). The Application ID cannot be blank and must match exactly the Application
ID of the Project Number.

‘lﬂ Quarterly_Report
A B (B o} E F G H |
SUBGRAMTEE

DISASTER APPLICATION FISCAL QUARTER FPROJECT EXPEMDITURE TOTAL GRA
1 MNUMBER |n] YEAR MNUMBER MNUMBER COST CODE STATUS TO DATE DA DO
2 EBEEEI EI-I 2013 1 4 Cost Unchane On Schedule 25000
3 5355 555 2013 1 10 Cost Unchang Closed B95E25 =}
4 E385 857 2013 1 11 Cost Underrur Suspended 529000 =3
5 5385 860 2013 1 14 Cost Overrun Completed 285000 2
=1

Figure 11-57: Application ID entered incorrectly

SUPER CIRCULAR TERMINOLOGY NOTATION: While the figure above shows the

terms Grantee and/or Subgrantee, please note that the new terminology
under the Super Circular is Recipient and Subrecipient.

4. The system will return the following Error Importing message (Figure 11-58).
While the message says “Project Number does not exist”, this message or
another possible message, “Application ID does not exist or is not approved in
the application” will be displayed anytime the MT Project Number and Application
ID do not match or if the project does not exist in the system as eligible to be
reported out. Select OK, correct or enter the Application ID or Project Number or
both and attempt to import the spreadsheet again.
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Error Inlmmporting E

L]
lr') Projeck Mumber does nok exist in the application, in row 2
TR

(o] I

Figure 11-58: Project Number does not exist error message

5. In this example the date entered under Last Drawdown Date in Row 3 was not
entered in the correct format (Figure 11-59). The forward slash (/) separators are
missing. The expected format is MM/DD/YYYY. Also, in this instance the date is
required for a Status of Closed.

hﬂQuarterly_Re[;mrt -2 X
A B C D E I” G H | J K L [~
SLUBGRANTEE
DISASTER  APPLICATION FISCAL QUARTER PROJECT EXPENDITURE TOTAL GRANTEE LAST DRAWDOWN DATE FEDERAL FUNDS TIME EXTENSION TIME EXTEI
1 NUMBER D YEAR MNUMBER NUMBER COST CODE STATUS TO DATE DRAWDOWN (MMIDDAYY YY) DISBURSED [N (MMADO Y
2 6385 621) 203 1 4|Cost UnchangOn Schedule 25000 20000‘ 0912723 20000{N
3 B3g5 B85 203 1 10|Cast Unchang Closed B35625 B0 9122013 BIR000|N
4 8385 B57) 203 1 11]Cast Underrur Suspended 529000 529000] 094122014 52900(
a 8385 BRO) 2013 1 14|Cast Owerrun |Completed 265000 285000 0912723 26500{N
c

Figure 11-59: Date not entered in the correct format

SUPER CIRCULAR TERMINOLOGY NOTATION: While the figure above shows the
terms Grantee and/or Subgrantee, please note that the new terminology
under the Super Circular is Recipient and Subrecipient.

6. The system will return the following Error Importing message (Figure 11-60).
Select OK, enter the date in the correct MM/DD/YYYY format and attempt to
import the spreadsheet again.

Error Importing E

-
11) Last Drawdown Dake has an inwvalid Format, in row 3, expected Farmat is mmfdd s
T

Figure 11-60: Last Drawdown Date has an invalid format error message

7. In this example, the Status of Closed in Row 3 requires the Actual Completion
date be entered and the date is missing (Figure 11-61).
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Uj Quarterly Report

G A | J K s i i 0 2 0 R 3 T

SUBGRANTEE FERCENTAGE DATE FINAL PAYMENT ~ APPROVED ACTUAL

EXPENDITURE TOTAL GRANTEE LAST DRAWDOWN DATE  FEDERALFUNDS TIME EXTENSION TIME EXTENSION DATE WORK TOTAL ~ PROPERTY D MADETO SUBGRANTEE COMPLETIONDATE  COMPLETIONDATE

TODATE  DRAWDOWN  (MWDDAYYYY) DISBURSED (1) (MDD YYY) COMPLETED  COMMENT PROPERTIES LIST {MWODIYYYY) (MMIDDIYYYY) {MM/ODAYYY)

ZSDUU‘ ZDDDU‘ 091272013 2000[ 01 |This is g B[12,123,1 3412366, 1,

4| )| 0922013 BIBOD[N » 1 B
52000 529000 0912014 S280| Y 1 0 0
JEE)] JEE)] 09122013 A0 50338000 kmn I

1 5TATUS

2 On Schedule
3 Closed

4 Suzpended
& Completed

Figure 11-61: Actual Completion Date is missing in spreadsheet

SUPER CIRCULAR TERMINOLOGY NOTATION: While the figure above shows the
terms Grantee and/or Subgrantee, please note that the new terminology
under the Super Circular is Recipient and Subrecipient.

8. The system will return the following Validation message (Figure 11-62). Select
OK, enter the missing Actual Completion Date in the correct MM/DD/YYYY
format and attempt to import the spreadsheet again.

¥alidation

-
l|) Actual Completion Date must be less than or equal ko the current date, in row 3.
e

Figure 11-62: Actual Completion Date must be less than
or equal to the current date validation message

9. In this example, in Row 4, Time Extension has been entered as Y and thus the
Time Extension Date is required and the date is missing (Figure 11-63).

'lﬂ Cuarterly Repart
G H | J K Li 1] N
SUBGRANTEE PERCENTAGE
EXPENDITURE TOTAL GRANTEE LAST DRAWDOWN DATE FEDERAL FUNDS TIME EXTENSION TIME EXTENSION DATE WORK
1 STATUS T0 DATE DRAWDOWN — (MMIDDAYYYY) DISBURSED (YiN) (MMIDDAYYY) COMPLETED
2 On Schedule 25000 20000 091202013 20000{M 101
3 Closed B95625 BAR000 0941202013 RIR000(N 4
4 | Suspended 520000 529000 0941202014 529001Y 1
5 Completed 285000 285000 0941202013 28500(N al
E

Figure 11-63: Project Date is missing

SUPER CIRCULAR TERMINOLOGY NOTATION: While the figure above shows the
terms Grantee and/or Subgrantee, please note that the new terminology
under the Super Circular is Recipient and Subrecipient.

NEMIS HMGP User Manual MR 3.19.01 Page 11-43



Unit 11: Manage Project and Program Oversight Tasks September 2016

10.The system will return the following Validation message (Figure 11-64). Select
OK, enter the missing Time Extension Date in the correct MM/DD/YYYY format

and attempt to import the spreadsheet again.

Yalidation Ed

L]
" 11') Time Extension Dakte is required, in rowve <+,
—,

Ik |

Figure 11-64: Time Extension Date is required validation message

11.While this should not occur frequently, in this example in Row 5 the Comments
entered exceed 8000 characters (Figure 11-65).

] fe | 999000kmn na kbakb ckbkhbaCjk bChbaschhbckhbchbe hbghbaACIHoaChlbg bt Cihbe hbchlbeblochjbghb Ckbhekbkhbeshkbebhkekbokbhlcbekhl bekbekbhekbghbijbl chokbikjbkbe b hbg hbcb
bekUhaojhajiagjigajioagiojagaijgojgiojgoijgsvijgustgipgijiogiopgiljilj ki kiklbvkbvvkk; kv jkbgisrg kljkbjkl bkl sfkd; srkd; skol-
BOAZ38; kI, o, QUL LIFLF MAKAGK; SGK, G KKHILHK L SDOPHOPHP DKL SKLILK; SKL SHEL SHEL SHK LI 2LAR YLEFAHUYHBE GYWTYHDFILGUK L GDELDUKL G LKL dstpoifk] gak)gakl gk gloj wouywequioyolb..m
bm, b, ndi SHahjlkelicvjlbvkgobjboijblknmbzndilijfgjbglijbalijbafhawkuhdghkhakljcowakuhfubkafijbejkbnkjbekb Ok Lhbokuhwakjbekbcbn
l:;] Quarkerly Report
E G H | J K L M N 0 P Q A
SUBGRANTEE PERCENTAGE [DATE FINAL PAYMENT ~ APPRE
EXPENDITURE TOTAL GRANTEE LAST DRAWDOWN DATE FEDERAL FUNDS TIME EXTENSION TIME EXTENSION DATE WORK TOTAL PROPERTY ID' MADE TO SUBGRANTEE COMPYI
1 COSTCODE STATUS T DATE DRAWDOWN  (MMIDDAYYYY) DISBURSED (M) (MMDDNYYYY) COMPLETED  COMMENT PROPERTIES LIST (MMADDAYYY) LI
2 Cost UnchangOn Schedule 25000 20000 0522013 IUII‘.‘.' 101|This s a e S12,123,1234 12345 1
3. Cost UnchangClosed 695625 E6000 wi2an3| ezl | » 1 bz 04022013
4 Cost UndermuSuspended E2000 529000 02122014 52000|Y 05250014 1 0 0
5 Cost Overmun |Completed 285000 265000 08122013 JE00[M B0jE38000kmn 0

Figure 11-65: Comments entered exceed 8000 characters in spreadsheet

SUPER CIRCULAR TERMINOLOGY NOTATION: While the figure above shows the
terms Grantee and/or Subgrantee, please note that the new terminology

under the Super Circular is Recipient and Subrecipient.

12.The system will return the following Error Importing message (Figure 11-66).
Select OK, limit the comments to 8000 characters and attempt to import the

spreadsheet again.

Error Importing

I:o'l Comment cannot exceed 8000 characters, in row 5 .

Figure 11-66: Comment cannot exceed 8000 characters message
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13.Some data errors made on the spreadsheet will not be validated by the system
until the import process. In this example the Approved Completion Date is
missing for all of the projects (Figure 11-67). Approved Completion Date is
required for all projects but is only validated during the Submit process (Figure

11-68).

UﬂQuarter\y_Repm

e 6 f \ J K
SUBGRATEE

NMEER COSTCODE STATUS TOOATE  DRAMDDA (IMIDIYHT) OEURSED (1

L

I

WYY

I 0
PERCENTAGE

PROJECT EXPENDIURE TOTAL GRANTEE LAST ORAMCOWNDATE FEDERALFUNDS THME EXTENSION TE EXTENSION DATE WORK
CONPLETED _ COMMENT PROPERTEES LAT

P

T4

0

i i T

OATE FHALPANENT ~ APPROVED ATUAL
PROPERTY D MADE TO SUBGRANTEE: COMPLENGNDATE  COMPLETION

(IDOYYYY) (DO YY) (KOOI

=1

t

A‘Cnst (hegn O S

W‘Thisisates

§

12131341361,

10t Unchanghsad f

B

1

jar]

4003

!

]

S T e p—

e f

it

!

[

14t Oon o ]

il

[

A

Figure 11-67: Missing Approved Completion Date fields

]

SUPER CIRCULAR TERMINOLOGY NOTATION: While the figure above shows the
terms Grantee and/or Subgrantee, please note that the new terminology
under the Super Circular is Recipient and Subrecipient.

ok

Yalidation E3

L]
1{) Approved Completion Dake must be entered,
e

Figure 11-68: Approved Completion Date must be entered validation message

14.There are also additional validations for projects that have previously been
submitted as closed. For example, if you try to import a new report for a project
that was closed in the previous quarter, the system will return the Error Importing
message shown below (Figure 11-69). To import or enter an updated report for a
project submitted as closed it will be necessary to change the status of the
submitted closed report to something other than closed which along with Final
Report = Yes, are the only changes that can be made to a submitted report.

Error Innporking

ik

L]
\__1{) Closed Project in the application cannok be imporkted, inrow 3,

Figure 11-69: Closed Project in the application cannot be imported message
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15.The last example is of the message that will be generated should the user
attempt to import reports using a spreadsheet that does not have the approved
pull down menus or if the user attempts to enter data in a field that deviates from
the data in the pull down menus. For example, the user below has overridden the
pull-down for Time Extension using a small n (Figure 11-70).

Uﬂ Quatery Report
R o J [ L i T T ; g r
SBERAE FERCETAGE WERMLPNED SROED AT
BIPENVTIR TR FATE ASTORAVIOMI DA FOEGALFLAS THE BRSO THEEVEISN DA WO A, RCPETYD NAETOSIBSANEE CONPETONOAE  (OWPETON 4
| COTO0E ST TODATE ORI (MDD RRASED (N MOV COPETED COME MOPEMESLST WMDY GADRYY) MDY
Ditoemsiete | BN 00 momy 2 | e SBIBE) | | |
el 20 20 TR i 0 i

|
Figure 11-70: Unapproved spreadsheet entry

|
|

SUPER CIRCULAR TERMINOLOGY NOTATION: While the figure above shows the
terms Grantee and/or Subgrantee, please note that the new terminology
under the Super Circular is Recipient and Subrecipient.

16.When attempting to import the spreadsheet the system returned the following
message (Figure 11-71). The entry will need to be changed to N before the
spreadsheet can be imported.

Error Importing E

L]
]}) Imvealid Time Extension flag, in row 3, expected walue is ¥ or M,
e

54

Figure 11-71: Invalid Time Extension flag message

17.While examples of all of the possible Submit or Import Validation and Error
Importing messages were not replicated in this document, they are all well
described and it should be intuitive to the user as to what steps are necessary to
successfully submit a Quarterly Report regardless of whether it was manually
entered or imported via the approved spreadsheet.

18.To save time attempting to conduct multiple imports of the same spreadsheet,
ensure you fill out the spreadsheet to accurately identify the disaster number,
project number, and application ID, as well as the Fiscal Year and Quarter
Number the import is intended to populate. It is best if all requested data can be
entered on the spreadsheet in the format expected prior to attempting to import
the first time. Please keep in mind that closed projects and Final Reports have
special validation issues over and above those reports for ongoing projects.
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Unit 12 — Manage Project Closeout
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Overview

The NEMIS HMGP Manage Project Closeout process allows FEMA Regional
Mitigation staff to close out HMGP projects.

Projects with "Approved" status are closed out when: all project activities have
been completed; project funds have been reconciled; and administrative,
financial and reporting requirements have been complied with. Regional
Mitigation Staff verify that all applicable fields in the following areas of the
Mitigation module are completed:

Projects > Application Development
Admin > Quarterly Report

Admin > Environmental Conditions
Projects > Management

All other project applications that were entered in NEMIS are required to be
closed out through the project closeout process irrespective of whether they were
submitted to the Eligibility Determination process or not. This is required before
Program Closeout (described in Unit 13). Table 12-1 provides an overview of the
Manage Project Closeout process in NEMIS HMGP.

Table 12-1: Manage Project Closeout Overview

DESCRIPTION

Purpose Close out HMGP projects when all applicable administrative and
required work has been completed

When does it start? | Upon receipt of request from the Recipient to close out the

project
Who does it? Hazard Mitigation Officer (HMO)
How is it done? Execute eight tasks:

Task 1: Determine Project Status

Task 2: Enter General Information

Task 3: Enter Financial Information

Task 4: Enter Property Information

Task 5: Enter State Management Cost Information

Task 6: Review Environmental Conditions

Task 7: Enter Closeout Report Information
Task 8: Close Out the Project

CAUTION: Project closeout cannot be completed in the system if any of the
following conditions are true: (1) An amendment is open, (2)
Environmental conditions information is incomplete, (3) Property site
inventory information is incomplete.
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Information Requirements

FEMA Regional Mitigation staff needs the Recipient's Final Project Report with
the following supporting documentation (where applicable):

Closeout Inspection Report

Final Performance Report

Final Financial Report

SF270 - Request for Advance or Reimbursement

FF20-18 - Report of Government Property

Project Documents such as:

(0}

O O0OO0OO0Oo

(0]

Administrative Costs

Project Scope

Project Finances

Copyright Issues

Substantial Completion Certificate
Work Schedules

Procurement Contracts

Property Site Inventory type projects may include the following
documents:

(0]

OO0O0O00O00O00O0O0O0

Applicable Assurances

No Use of Eminent Domain
Duplication of Benefits Verification
Appraisals

Privacy Act Release
Hazardous Materials
Covenants

Closing Statements

Copies of Recorded Deeds
Relocation Assistance
Permits

Engineering Certifications
Elevation Certificates

CAUTION: Allow up to one hour before retrieving and viewing newly attached

documents.
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Task 1. Determine Project Status

1. On the NEMIS menu bar, click on the Mitigation icon. On the MITIGATION
menu, click Projects > Closeout (Figure 12-1).

File Disaster |F‘r-:ujeu:ts Funding Plans Repository Admin Window  Help

| Application Development
Chg Disaster Che  ENgibility Determination  »

Appeals
Field Survews
Management

Figure 12-1: Mitigation >Projects >Closeout

2. The Project Closeout List is displayed (Figure 12-2).

|Fema Proj NrI Amendment NrI Applic 1D I Sufﬁxl Closeout I Project Title I =
£ W3MR11 Allocation test project j
0 5 Froject of Test
0 4 levation of County Courthouse
0 5 g dema
3 2 B P onchize County Multi-Hazard Mit Plan
a 7
a g
a 9
4 1 10 F ima County Generator Phase Il
5 1 11 P 512-02 La Paz County Multi-Jurizdictional HhP Application
7 1 12 =] FISBEE FIRE STATICN-AND RETROFIT
a 13
|
Expand Sort | 01,4 Cancel |

Figure 12-2: Project Closeout List

3. Table 12-2 describes the Project Closeout List information.
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Table 12-2: Project Closeout List Data Fields

DATA FIELD ‘ INFORMATION TO BE REVIEWED/ENTERED

Disaster Nr FEMA disaster number

FEMA Proj Nr System-generated FEMA project application number when
project is submitted to FEMA

Amendment Nr Number assigned to the amendment by the system during the
Amendments process

Applic ID Recipient project application number

Suffix Type of funding requested; Suffix codes are R (Regular project
funding), P (Planning), M (Management Costs), and F (Initiative
projects)

Closeout System-generated date project was closed out

Project Title Name given to the project during the application development
process

4. Select the project that needs to be closed out. Click the OK button.

5. If the project meets the conditions for closeout, the Project Closeout tabs are
displayed without any project closeout validation message.

a. The General tab is displayed by default.

b. On the bottom left part of the tab, take note of the Project Status. If the
status is "Approved,"” execute Tasks 2 — 8 of this unit.

c. If the status is "Void," "Withdrawn," or "Denied," proceed to Task 8:
Closeout the Project.

6. If the approved project does not meet the conditions for closeout, the
appropriate project closeout validation message is displayed. Figure 12-3 is
an example of the message you receive in approved projects when the
Property Site Inventory (PSI) has missing information.
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Y

¥alidation X|

Please review all Property Site Inventory data in Application Development,

Q.

Figure 12-3: Missing PSI Information Validation Message

7. With the V3.15.04 release of June 2013, a new project closeout validation
message was introduced. Figure 12-4 shows the new validation message
related to the validation of the Number of Properties in Project field found in
the Property Site Inventory (PSI) tab. (See Figure 12-5)

Yalidation

®  The humber of Properties in the Project and the number of properties in the Property Ste Inventory Includzd in the Final Project do not match, These
‘_12 numbers musk match far the project ko be closed, Prior to Close Qut - Update either the Mumber of Properties in Praject field or the PSI data pertaining
* toPropetties Included in the Final Praject ar both so that these bwo numbers match, Or the Mumber of Praperties in the Praject must be validated by
an HMO3,

Figure 12-4: Number of properties in project not validated message

mHMEP APPLICATION: DISASTER #: 4000 FEMA PROJ #:27-R APPLICATION ID: 39 AMEN... [H[=] E3

Match Sources | Cost Effectiveness | Mairtenance Assurance | Puklic Motice I Aftachments |
Applicart Information | Prablem & Risk Data | Project Info | YWork Schedule | Cost Estimste |
Eligyibility Resviey: Property Site Inventory |Lat.l'l_0n | Authorization |

Number of Properties in Prujet:t:l 1 j

MORALES

Marrative I
Owner Info | MT Property Site Froperty Infa Flood Zone Dezsignation | MFIP Info | Hazard T:
Froperty IT: 1
I= thiz property included as part of the final project m ;l

Hame Damaged Address City
, ROBBIE 7001 IMTERBAMN BLWD #5024

SEVE | Amend | Close |

Figure 12-5: Number of Properties in Project field
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8. When encountering the validation message displayed in Figure 12-4, the user
will have up to two options for resolving the message. Option #1 as detailed
below will be available for all project types and will be the only option
available for project types that require detailed property information to be
captured by the PSI, such as acquisition and elevation projects.

Option #1 — The Number of Properties in Project field must match the PSI
number on the input field “Is this property included as part of the final project” that
are selected as YES. To remove the message, it will be necessary to either
revise the number entered in the Number of Properties in Project box to match
the PSI or update the PSI inventory to include the same number of properties
marked YES to the part of final project question as are identified by the Number
of Properties in Project field.

Option #2 — Project types that could include hundreds or thousands of
properties within their scope of mitigation, such as dams, flood control,
stormwater management, or flood wall projects, have the option of requesting a
FEMA HQ validation of the Number of Properties in Project field in lieu of
entering extensive detailed property information in the PSI, which is not required
for these types of projects.

The projects that have been identified as eligible for HQ Validation are identified
under Project Matrix Admin on the Project Types tab. As shown in Figure 12-6
below, project types that can be HQ Validated have a check mark in the newly
created Hmos Valid Flg column.

File Disaster Projects Funding Plans Repository !W window Help

@ [ Project Type Matrix Information AT

hGrowp  Plws  NEME  Ext Project Matrix Administration Alt+1

Managing Recipient Agreement Roles Al+G

g T R oy |
PrnJectTypesJ HEEERD I SIS i Quarterly Repart A+
Project Financial Reconciliation Report A+ EMIS eGrants Proj Proj Proj Hmos Valid ‘

Type Code Benefit Cost Report AlB PSl PSI__ SMC 300 600 800 Legacy Fig

Cross Disaster Enviranmertal Conditians Report Alt+C
50014 RETRO - Flood Control - Flootwal =2 Il r ¥ [ [l [m] 2
500 2, RETRO - Flood Control - Berm, Leves, o Leterfiema Templates AlL+E ¥ O Ol & | O O C 4
500,34 RETRO - Flood Control - Dam [m] ~ [m] r ¥ [m] [m] | ~
304.1 (Creation of) Defensible Space (Wildfire) [m] [m] [m] r V¥ [m] [m] r [mj
112 Test Nov30th 2009 r ¥ [m] [l lin] [m] [mj r r
13.1 Test By EADIS - &pril 2015 r ¥ [m] (=l =] [m] [m] =] [m]
93.2 Tribal Multihazard Mtigation Plan - NEW F [ [ Ol 0 [ [ =] r
ikl mph tesst test test agsin O] & [m] =l =] [m] a r r
204 6 Dry Floodpronfing Private Structures - Coastal (Residertial-Histaric) [m] = = Ol b [m] [ r [}
2045 Dry Floodproofing Private Structures - Rivering (Residential-Historic) O I I Ol O - [ =] -
4002 Utility Protective Measures (Residential) [m] [} [m] r ¥ [m] [m] | [mj
2072 Mitigation Reconstruction [m] ~ ~ Ol O [m] [m] r [m]
205 Public Awwareness Brochures, Public SwarenessTraining (obsolete) [m] | ] [l Ol O [mj [ i M -
206 Bury Existing Water and Power Lines (ohsolete) ] [m] [mj Ol O [ O ~ -
£07h PP - Dam Study and Engineering Reports (Obsolete) [mj [ [ Ol 0 [ [ ~ r
A07C PF - Developing Zoning and Euilding Code Ordinance (oksolsts) [m] [m] [m] r O [m] ¥ -
A07d PP - Developing Hazard Mtigation Plans (obsolete) [m] [m] - Ol b [ [l ~ [}
A080 PPFR - Seismic Retro. Exist. Structures (obsoléts) O [=] O Ol O - [ 7 -
B0 Structural - Replacing, Enlarging, Constructing Culverts (obsolsts) [mj & [m} Ol D [m} [m} =2 [m]
B02 Structural - Drainage Projects (obsolste) [m] [m] [m] Ol O [m] [m] ~ [mj
209 Regulation/Legiskation (oh=olete) O [m] [m] O]l O O [m] 172 -
11 Technical &ssistance (ohsolete) ] [m] [mj Ol O [ O ~ cd
413 Insurance (ohsolete) [mj [ [ Ol 0 [ [ ~ r

Kl
Add Delete

Figure 12-6: Project Matrix Admin screen and HMOS Valid Flg
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Option #2 (Cont.) — For project types that only require the total number of
properties mitigated and not detailed property information as indicated by the
HMOS validation flag, the project can be closed if the requirements of Option #1
are met or if the new HMOS validation process described below is used:

a. Send an email to your HMO Specialist indicating the DR number, the
project number, the number of properties protected by the project, and
either the documentation to support the number of properties claimed
or the source for the documentation necessary to support the claim.

b. The HMO Specialist will review the documentation and validate your
claim. This may include revising the Number of Properties in the
Project Field (See figure 12-5).

c. The HMO Specialist will select the HQ Validation box (See Figure 12-
7). Once the HQ Validation box is checked, the Number of Properties
in Project field can no longer be revised. To revise the field, the HQ
Validation box must be unchecked.

Q%DISASTER #: 7512 FEMA PRO] #: 1-R APPLICATION ID: 2

General | Financials | Prope BS§| State Managment Costs IEnvnr_znmem Canditions !Repon IComments |

Eminert Domain Mot Used

to Acouire Property: [ 1 Hazardous Materials Checklist ! N Relocation Assistance Letter: I N
DOB Yerification: I M Statement Of Azsurances: | M Property Inventory Complaed:l M

Appraizals On File I M Covenants On File: | M Desd Restrictions : I M
Privacy Act Release: | N Demolition Completed: l M HG valication : 77
Project Closeout Required Property Closeout Data Error Report -
Dizaster: 7312 Application D 2 Amendment M. 0
Property Actual Actusl Miticrstion Repetitive
Property patt of final Amourt To Amount Action Property Loss
] Damaged Address proj County Ovvner Diate: Type Use Mumber L

Figure 12-7: HQ Validation box in project closeout

CAUTION: The validation messages are only required for closeout of an
approved project. For any Withdrawn or Void project, all properties in
the PSI will automatically be marked as “NO” under the Part of Final
Project question.

HINT: You are required to address any validation errors before proceeding
with the Project Closeout process. An amendment may be required.
However, an amendment is not necessary to enter a missing funds
commitment letter date or a missing lat/long.

a. If the validation message says that an amendment is pending (Figure 12-
8), you have the option to void the amendment by completing Steps
6b — 6d.
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Yalidate

x]

An amendment is pending.

2K

Figure 12-8: Amendment Pending Validation Message

b. On the bottom part of the General tab, click the VOID AMENDMENT

button (Figure 12-9).

\'aDISASTER #: 7512 FEMA PROJ #: 2-R APPLICATION ID: 1

Financials I Froperties | State Wanagment Costs I Ervironment Conditions I Report | Comments I

HMGP - Total Ohligation Date : ! 0000000 HMEGP - Closeout Date (Reconcilistion) : | 00000000
Closeout Dates Other Cl it i Cl rt Requir
Matified Project Completion Date: | 00000000 Admin Cost: [ 1 Fedl Owned Prity Provided : | 1
Financial : I M Fed Owned Inyv : rN—

Project Completion Date - From Guarterly Repart : I 000000 Scope : i M Clozeout Inspn Reguired : I ]

i i ificati - work Schedule het:
Project Completion Werification Diete: | 00000000 S e e m— I I

00,00/0000

Clogeout Inspection Date:

Form20-18enFie:[ W getent T

Recipient Closeout Letter To FEMA Date: ! 00000000 Copyright : |_N_
3 E Closeout I 00000000
: | 0000000 i i . I
Recipient Final Performance Report Received Date: Final Finance Report &pproved M Date:
Recipiert Final Financial Report Recieved Date: | 00/00/0000 HMTAP : [
Financial Report Approved Date: | 00000000 — NFIRA Updste Status ——

" plot Updsated

Smartlink Report Approved Date: I Q000000

Letter FEMA To Recipient Date Requesting Addl Info: I 00,00/0000
Final Project Closeout Letter To Recipient Sioned Date: i 00000000

-Attachment - 5o eyment Status
Project Status: I A pproved

Attach I

Wiew I Document will be viewable only when document
status is D t ¥ E

' Updisted
& plot Applicakble

pdate HEIRA I

Close

Werify | Clozeout | Fe-Open |V0idAmendment|

Figure 12-9: Void Amendment Button

c. The Void Amendment dialog box is displayed (Figure 12-10).

DISASTER #: 7512 FEMA PRO] #: 2-R APPLICATIONID: 1

'@' Are you sure you want bo void the amendment?
B e

Mo

Yes

Figure 12-10: Void Amendment Dialog Box
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d. Click the YES button.

e. The amendment is now voided and the project becomes available for
closeout.
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Task 2: Enter General Information
Execute Tasks 2 — 8 if both of the following are true:

e No closeout validation messages are displayed, which means that the
project meets all the conditions for closeout

e The Project Status is "Approved"

1. After selecting the project in the Project Closeout List, the project closeout
tabs are displayed. The General tab is displayed by default (Figure 12-11).

“DISJ&STER #: 7512 FEMA PRO] #: 52-F APPLICATIONID: 61

General | Financials I Properties l State Managment Costs l Ervironrment Condition I Report | Comments I
HMGP - Total Obligation Date : ] 00/00/0000 HMGP - Closeout Date (Reconciliation) : | 00000000
Closeout Dates Other Cl it Rewi Cl it Requirements
Notified Project Completion Date: | 00/00:0000 Admin Cost: |~ N Fed Owned Proty Provided: [ N
Financial:[ N FedOwnedinv:[ N
Project Completion Date - From Quarterly Report : | 00/00/0000 Scope :| N Closeout Inspn Required : | M

9 - [ nooomoon Work Schedule Met: I N
Project Completion Verification Date: | 00/00/,0000 Procurement Contracting [N—
Closeout Inspection Date: | 00/00/0000 Closeout

Form 20-18on File: [ N v I—
Recipient Closeout Letter To FEMA Date: | 00000000 Coryiidtt: lT
Recipient Final Performance Report Received Date: | 00000000 Final Finance Report Approved : I'_N Ch?s;::: | 0000000
Recipiert Final Financial Report Recigved Date: | 00/00:/0000 HMTAP - N
Financial Report Approved Date: | 00/00/0000 — NFIRA Updste Status ——

Smartlink Report Approved Date: | 00000000 € Not Updlated
Letter FEMA To Recipient Date Requesting Addl Info: |  00/00/0000 " Updated

Final Project Closeout Letter To Recipient Signed Date; | 00/00/0000 & bt Applicable

[ Attachment poeyment Status

Project Status: | Approved Attach |
Wiew | D t will be viewable only when document

status is "D

Werify | Closeout | [ |

Figure 12-11: Mitigation >Projects >Closeout >General Tab

2. In the Closeout Dates section of the tab, enter the information described in
Table 12-3.

Table 12-3: Closeout Dates Section Data Fields

DATA FIELD INFORMATION TO BE ENTERED

Notified Project Completion Date that FEMA received notice from the Recipient
Date that the project was completed

Project Completion Date - Date filled-in from the most recently generated
From Quarterly Report Quarterly Report

Project Completion Verification | Date when FEMA verified that the project was
Date completed
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DATA FIELD INFORMATION TO BE ENTERED

Closeout Inspection Date Date of Recipient's final verification inspection
Recipient Closeout Letter to Date of the letter from the Recipient requesting
FEMA Date closeout

Recipient Final Performance Date the Final Performance Report was received
Report Received Date by FEMA

Recipient Final Financial Date the Finance Report was received
Report Received Date

Financial Report Approved Date the Finance Report was approved

Date

Smartlink Report Approved Date the Recipient certified that all funds were
Date drawn down

Ltr FEMA to Recipient Date Date the letter requesting information from the
Requesting Addl Info Recipient was sent by FEMA

Final Project Closeout Letter Date of FEMA's final project letter to the Recipient
To Recipient Signhed Date

NOTE: Many of the date fields may have the same values depending on the
regional closeout process.

3. In the Other Closeout Reviews section of the General tab, select "N," "Y" or
"N/A" for each field described in Table 12-4.

CAUTION: The system selects "N" by default so you need to edit the selection if
necessary.

Table 12-4: Other Closeout Reviews Section Data Fields

DATA FIELD QUESTION TO BE ANSWERED

Admin Cost Was the Administrative Cost Review completed?

Financial Was the Financial Review completed?

Scope Was the Scope Review completed?

Procurement Contracting Was the Procurement Contracting Review
completed?
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DATA FIELD QUESTION TO BE ANSWERED

Form 20-18 on File Is Form 20-18 on file?

Copyright Was the copyright issues review completed?

Final Finance Rpt Aprvd Was the Final Financial Report approved?

HMTAP Has the HM Technical Assistance Program contract
been completed?

4. In the Closeout Requirements section of the General tab, select "N," "Y" or
"N/A" for each field described in Table 12-5.

CAUTION: The system selects "N" by default so you need to edit the selection if
necessary.

Table 12-5: Closeout Requirements Section Data Fields

DATA FIELD QUESTION TO BE ANSWERED

Fed Owned Prpty Provided Did the project affected Federally-owned property?

Fed Owned Inv Were costs related to Federally-owned property
invoiced?

Closeout Inspn Required Is a Closeout Inspection required?

Work Schedule Met Was the Work Schedule met?

5. Select the (National Flood Insurance Reform Act) NFIRA Update Status.

6. Click the Comments tab (Figure 12-12).

WRDISASTER #: 7512 FEMA PROJ #: 52-F APPLICATION ID: 61
General | Financials | | | | Report | Comments

Comment Date Comment User Comement

Add Dedete
vedly | Croseou | | - |

Figure 12-12: Mitigation >Projects >Closeout >=Comments Tab
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7. A new row for comments is added. The system auto-fills the Date and Time of
entry and your User Name (Figure 12-13).

WRDISASTER &: 7512 FEMA PROD &: 52-F APPLICATION ID: 61
Ganeral |Finanl:ia!s I | et et | it Report Cnmmanls|
Cormmedi Date Comitend Liser Commert
TAIRM0 1R43 2 -
asd | Deme |
N e N e

Figure 12-13: New Row for Comments

8. Double-click inside the Comment field to access the Comment Editor.

9. In the Comment Editor text area, document the changes you made to the
Project Closeout Information.

10. Click the OK button. The comments are now displayed on the Comments tab
(Figure 12-14).

“Dl‘iﬁ'_;!l_'k &: 7512 FEMA PRO] #: 52-F APPLICATION ID: 61

General |Fmancis!s I He il et it Report Cnmmanls|

Comment Dafe Comiment Liser Comment

A0 1422 ejorcian This project is reachy for clasecut because of the changes that heve been made to Project Closeout m.

v | o | i | L] o= |

Figure 12-14: New Comments Added
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Task 3: Enter Financial Information

Financial information is taken from the Final Financial Report, the Quarterly
Report submitted by the Recipient, or the Project Closeout Report.

1. Click the Financials tab (Figure 12-15).

MDISASTER #:7512 FEMA PRO] #: 52-F APPLICATION ID: 61

General Fmanclalsl eries I State Managment Costs I Emvironrment Condition: I Report | Comments l
Total Project Cost : | $90,000 Federal Share : ] $85,500
Total Eligible Project Amourt ; | $90,000 Non-Federal Share : $4,500
Project Recipient Admin Sub-Recipient Admin Total
Amourt Amount Amount Amount
Allocated Amounts: | | | |
Obiigated Amourts © | | | |
Difference : I I I

(Allocated - ObligatedAmts)

Total Eligible Federal Project Expenditures : $ Total Eligible Mon-Federal Project Expenditures : $

Total Federal Share Program Income : $ Total Non-Federal Share Program Income : $
Current Proiect Federal Share Balance : [ $85,500 Currerit Proiect Non-Federal Share Balance $4,500

Figure 12-15: Mitigation >Projects >Closeout >Financials Tab

2. The top section of the tab displays read-only financial information. Table 12-6
describes the read-only data fields.

Table 12-6: Financials Tab Data Fields - Top

DATA FIELD SOURCE OF INFORMATION

Total Project Cost Mitigation > Projects > Application Development > Cost
Estimate tab > Total Project Cost Estimate field

Total Eligible Project Mitigation > Projects > Eligibility Determination > Cost
Amount Review tab > Total Approved Net Eligible Project Cost field
Federal Share Mitigation > Projects > Application Development > Match

Sources tab > Proposed Federal Share field

Non-Federal Share Mitigation > Projects > Application Development > Match
Sources tab > Proposed Non-Federal Share field

3. In the middle section of the tab, review the read-only Allocated Amounts,
Obligated Amounts, and the Difference (Allocated Amounts minus Obligated
Amounts).
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4.

In the bottom section of the Financials tab, enter the information described in

Table 12-7. You can obtain the information from the Final Financial Report
provided by the Recipient.

Table 12-7: Financials Tab Data Fields - Bottom

DATA FIELD INFORMATION TO BE REVIEWED/ENTERED

Total Eligible Federal
Project Expenditures

Final total amount of expenditures reported by the
Recipient that are attributed to the Federal portion of the
project

Total Federal Share
Program Income

Reported income attributed to the Final Federal portion

Total Eligible Non-
Federal Project
Expenditures

Final total amount of expenditures reported by the
Recipient that are attributed to the non-Federal portion of
the project

Total Non-Federal
Share Program Income

Reported income attributed to the Final non-Federal portion
of the project

Current Project Federal
Share Balance

Remaining funds to be expended from the HMGP — auto-
filled by the system

Current Project Non-
Federal Share Balance

Remaining funds to be expended from non-Federal
sources of funding — auto-filled by the system

NOTE: The Current Project Federal Share Balance must be zero to close out
the project. If the balance is not zero, contact your Regional Point of

Contact for assistance.

5. On the bottom right part of the Financials tab, click the CLOSE button.
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Task 4: Enter Property Information

1. Click the Properties tab (Figure 12-16). This tab is active only if properties
are included in the project.

“DISASTER #: 7512 FEMA PRO] #: 42-R APPLICATION ID: 51

General | Financials PFDPEﬂiesl | | Report | Comments |

Eminent Domain ot Usedd

to Acouire Property: I 1 Hezardous Materials Checklist I 1 Relocation Assistance Letter: 1]
DOB Werification: I M Statement Of Assurances: I M Propetty Inventory Completed: M

Appraizals On File: I ¥l Covenants On File: I ¥l Deed Restrictions : 1]
Privacy Act Release: I &l Demolition Completed: I &l H@& Yalidation I_
Project Closeout Required Property Clogeout Data Error Report
Disaster: 7512 Application I0: 51 Amendment M. 1
Property Actual Actual hiitigration Repetitive

Property part of final Amourt To Amaount Action Property Loss [o]n]

18] Damaged Address proj Courty Dwenier Date Type Ise Mumber Latitude Longitude Mumber

1 30350 HAY 603 e | e [ O [l O 1 [l 1

Motes: For all properties included in the final property list, (1) the county cannot be Statewids, (2) the property action cannct be blank,
and (3) if a repetitive lost property, then the repetitive loss number cannot be blank.
If property ofter applicable then (1) the date actual amourt paid cannot be blank and (2) actual amourt paid cannot be blank

4] |+

Save As | Print |
Figure 12-16: Mitigation >Projects >Closeout >Properties Tab

2. Table 12-8 describes the data fields to be completed in the top section of the tab. For
each field except HQ Validation, select "N," "Y" or "N/A."

CAUTION: The system selects "N" by default, so you need to edit the
selection if necessary.

Table 12-8: Properties Tab Data Fields - Top

DATA FIELD ‘ QUESTION TO BE ANSWERED

Eminent Domain not Used to Was Eminent Domain not used to acquire

Acquire Property property?

DOB Verification Was a Duplication of Benefits Verification
conducted?

Appraisals On File Are appraisals on file?

Privacy Act Release Was a Privacy Act Release required?

Hazardous Materials Checklist Is this checklist on file?

Statement of Assurances Is the Statement of Assurances on file?

Covenants on File Are covenants on file?
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DATA FIELD ‘ QUESTION TO BE ANSWERED

Demolition Completed Is the Demolition Permit on file?

Relocation Assistance Letter Is the Relocation Assistance Letter on file?

Property Inventory Completed Was the Property Inventory completed?

Deed Restrictions Were required restrictions recorded with the
property deed?

HQ Validation If applicable, HQ validates that the correct number
of properties in project was entered in PSI

3. In the bottom part of the Properties tab, review the Project Closeout Required
Property Closeout Data Error Report (See figure 12-16 above).

HINT: If any checkboxes appear on the screen, required information is
missing. Checkboxes with an "X" represent missing information.
Missing information must be provided before an approved project
can be closed out.

Withdrawn or voided applications will not be considered to be
missing property information.

Go to Mitigation > Projects > Application Development > Property Site
Inventory tab to enter the required information.

4. On the bottom right part of the tab, click the PRINT button to print the report.
You may use the report as a source of information when creating an
amendment to the project application.
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Task 5: Enter State Management Cost Information

State Management Cost information is taken from the project file and the
Smartlink report.

1. Click the State Management Costs tab (Figure 12-17).

WRDISASTER #: 7512 APPLICATION ID: 30
General | Financials | : State Managment le | Report | Comments I

ParclBudget Art: [ 30 EquphwBudigetamt| 20 w0
Payrcl Actuslant: [ 0] Emmmmzl—m
Supples Bugel At 0 EquplesssBudgmtame|  ®0
amsmm:r—'.ﬁ EqupLeate Actusiamt[ 50

Lease End Fig [

Verily | Closecadt | i I | Clage

Figure 12-17: Mitigation >Projects >Closeout >State Management
Costs Tab

2. Enter the State Management Costs information described in Table 12-9.

CAUTION: If one or more fields have $0 dollar amount and you click the
VERIFY or CLOSEOUT button, the system displays the Data
Fields validation message (Figure 12-18).

validation I

:g/‘ &l data fields are not yes...Do you wish to continue ?

Yes ] |

Figure 12-18: Data Fields Validation Message
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Table 12-9: State Management Costs Data Fields

DATA FIELD INFORMATION TO BE ENTERED ‘

Payroll Budget Amt Amount budgeted for the project payroll
Payroll Actual Amt Actual amount spent on the project payroll
Supplies Budget Amt Amount budgeted for supplies

Supplies Actual Amt Actual amount spent on project supplies

Equip Inv Budget Amt Amount budgeted for equipment inventory

Equip Inv Actual Amt Actual amount spent on equipment inventory

Equip Lease Budget Amt | Amount budgeted for lease of equipment

Equip Lease Actual Amt | Actual amount spent on lease of equipment

Lease End Flg Has the lease for equipment ended? If yes, click inside
the checkbox.
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Task 6: Review Environmental Conditions

1. If the tab is active, click the Environment Conditions tab (Figure 12-19).

¥@DISASTER #: 6999 FEMA PROJ #: 6-R APPLICATION ID: 3
General | Financials | Properties | State Wanagment Costs | Environment Conditions

Maonitoring Monitoring Complete
Date By Post App

v D0AO0M0000 -
v 0000000 ﬂ

Report | Comments |

Entered User Required
stricia =. Bovwwman
stricia 5. Bovvinan

Conditions Required (4000}
shestos removal process must confc Wiew
doding & condition that reguires monitc Wiew

anse Act (AHERA)

L

You must go to Project Management screen to complete the monitoring information for the listed conditions.

Close

Werify | Clogeout | Fe-Open |

Figure 12-19: Mitigation > Projects >Closeout > Environment
Conditions Tab

2. Review the Conditions Required items displayed in the table.
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Task 7: Enter Closeout Report Information

1. Click the Report tab. The Report Table listing 112 project closeout items is
displayed. The Date and Item Description columns display read-only
information (Figure 12-20).

T DESASTER B 1723 FEMA PROJ®: 1.9 APPLICATION [D:1 [E=REER =
Genesal | Financiats | | Repon | Comments
DISASTER # 1723 FEMA PROJ & 1.P APPLICATION ID. 1 STATE. GA REGION. 4

PROJEET CLOSEOUT REPOAT
BOW  DATE  MEM ACTION HOURID

Dt Reciierd Uifigation Pan Appraved (208 405(e})

2 Date Hecpiers Adrasteative Pan Appraved (208437041

O0DMO000  Cute SFaT

Relersss | Pt |

vetr | ]vmmmwj oo |

Figure 12-20: Mitigation >Projects >Closeout >Report Tab

2. If applicable, enter the Action Required for the checklist item by completing
Steps 2a — 2c.

a. Double-click inside the Action Required field. The Comment Editor is
displayed.

b. Inthe Comment Editor text area, enter a description of the action required
for the checklist item.

c. Click the OK button. The comments you entered are displayed on the
appropriate row on the Report tab (Figure 12-21).

T DISASTER #: 1723 FEMA PROJ 2 1-P APPLICATIONID: 1 [e=]=]

General lFinanciaIs } } l Report lComments

DISASTER #: 1723 FEMA PROJ #: 1-P APPLICATIONID: 1 STATE: GA REGIOr *

PROJECT CLOSEOUT REPORT
ROW DATE ITEM ACTION REQUIRED

1 Date Recipient Mitigation Plan Approved (206.405(e)) The approved state
Mitigation Plan needs to be
added

2 Date Recipient Administrative Plan Approved (206 .437(d))

3 00/00/0000  Date SF424 Received (206.436 (d) (5))

Figure 12-21: Action Required Added

3. On the bottom right part of the Report tab, click the RE-GENERATE button.
The Report table is refreshed with the new entries.
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4. Some items require a "Yes," "No" or "N/A" selection. Click on the selection
field to display the drop-down list (Figure 12-22).

GRDISASTER #: 7512 FEMA PROJ #: 52-F APPLICATION ID: 61 H[=] E3
General | Financials | Properties | State Wanagmment Costs I Environrrient Conditions Report |Cummems l
DISASTER # 7512 FEMAPROJ# 52-F APPLICATION ID: 61 STATE: AZ REGION: @ B
PROJECT CLOSECOUT REPORT
R DATE ITEM ACTION REQUIRED
8 Disposition Report 13.50(h) (5) Mo
78 FEMA Form 20-18 in File
Ho -
80 Were Copyrights or Peterts swarded for sny sction as a result of this
grart? 44CFR 13.34
ReGenerate Print
Verify Eloseout | Helpen | id. Amendmanll

Figure 12-22: Drop-down Selection List

HINT: Table 12-10 in the References section lists the Report Table
Checklist Items and the information source of each item.

5. On the bottom right part of the Report tab, click the PRINT button.

HINT: For audit purposes, include a hard copy of the Project Closeout
Report in the Project File.
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Task 8: Close Out the Project

Generally, the HMO is authorized to execute this task. This task must be executed
for all projects before completing Unit 13: Manage Program Closeout

1.

Click the General tab. Review all the information to make sure that everything
is complete.

On the bottom left part of the tab, click the VERIFY button. If the project is not
ready for closeout, the system displays a validation message appropriate to the
closeout requirements.

Address and resolve each validation item.
Click the CLOSEOUT button. The project is now closed.

Follow the Regional procedures to notify the Recipient that the project is
closed.

To re-open a closed project, click the RE-OPEN button. The project is re-
opened.
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References
Report Table Checklist Items

Table 12-10: Report Table Checklist ltem - NEMIS Location

CHECKLIST ITEM SOURCE OF INFORMATION

Date Recipient Mitigation Plan Mitigation > Disaster > Overview > Recipient Information

Approved tab > Aprvl Date field

Date Recipient Administrative Plan Mitigation > Disaster > Overview > Recipient Information

Approved tab > Approval Date field

Date SF-424 Received Mitigation > Disaster > Overview > SF424 Information
tab >

SF-424 Federal Funding Amt Mitigation > Disaster > Overview > SF424 Information
tab > Fed Est Funding Amt field

SF-424 Applicant Funding Amt Mitigation > Disaster > Overview > SF424 Information
tab > Applicant Est Funding Amt field

SF-424 State Funding Amt Mitigation > Disaster > Overview > SF424 Information
tab > State Est Funding Amt field

SF-424 Local Funding Amt Mitigation > Disaster > Overview > SF424 Information
tab > Local Est Funding Amt field

SF-424 Other Funding Amt Mitigation > Disaster > Overview > SF424 Information
tab > Other Est Funding Amt field

SF-424 Program Income Funding Mitigation > Disaster > Overview > SF424 Information

Amt tab > Prgm Inc Es Funding Amt field

SF-424 Total Funding Amt Mitigation > Disaster > Overview > SF424 Information

tab > Total Est Funding Amt field

Date Project Received Mitigation > Projects > Eligibility Determination >
Authorizations tab > Application Received Date field

Date Project Approved Mitigation > Projects > Eligibility Determination >
Authorizations tab > Final Project Approval Date field

Statement of Work Approved Mitigation > Projects > Eligibility Determination >
Authorizations tab > FEMA Review sub-tab > FEMA
Project Approval Decision

Last Statement of Work Amendment | Mitigation > Projects > Eligibility Determination >
Authorizations tab > FEMA Review sub-tab > FEMA
Project Approval Decision of the last amendment
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CHECKLIST ITEM SOURCE OF INFORMATION

Initial Federal Public Notice

Mitigation > Disaster > Overview > Federal Public Notice
tab > Appearance Date field

Benefit-Cost Reviewed

Mitigation > Projects > Eligibility Determination > Overall
Review tab > Regulatory Criteria section > Project is
cost effective field

Benefit-Cost Ratio

Mitigation > Projects > Eligibility Determination > Overall
Review tab > Regulatory Criteria section > The benefit
cost ratio is: field

NHPA Completed

Mitigation > Projects > Eligibility Determination >
Laws/EOs tab > Laws/EOs section > NHPA Status field

Signed CATEX

Mitigation > Projects > Eligibility Determination > NEPA
Process tab > Level of Review section > CATEX -
Completed FEMA Status > Documentation Complete
field

Final Notice Published for FONSI or
EA Date

Mitigation > Projects > Eligibility Determination > NEPA

Process tab > Level of Review section > Environmental
Assessment - Completed FEMA Status > Finding of No
Significant Impact field

News Release Date

Environmental Impact Statement News Release Date

Federal Register Notice of Intent to
Prepare an EIS

Mitigation > Projects > Eligibility Determination > NEPA
Process tab > Level of Review section > Environmental
Impact Statement - Completed FEMA Status
>Publication of Notice of Intent to Prepare EIS field

Initial EIS of the Scoping Process

Field no longer in NEMIS HMGP

EIS Monitoring Program

Field no longer in NEMIS HMGP

Draft EIS Available

Field no longer in NEMIS HMGP

Final EIS Available

Field no longer in NEMIS HMGP

Signed EIS

Field no longer in NEMIS HMGP

News Release

Field no longer in NEMIS HMGP

EIS Record of Decision

Mitigation > Projects > Eligibility Determination > NEPA

Process tab > Level of Review section > Environmental
Impact Statement - Completed FEMA Status > Record
of Decision field

Notified that project was completed

Mitigation > Projects > Closeout > General tab > Notified
Project Completion Date field
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CHECKLIST ITEM SOURCE OF INFORMATION

Project completion verified and/or
field inspection of construction
project

Mitigation > Projects > Closeout > General tab > Project
Completion Verification Date field

Final Project Performance Report
received

Mitigation > Projects > Closeout > General tab >
Recipient Final Performance Report Received Date
field

Work schedule milestones met

Mitigation > Projects > Closeout > General tab > Work
Schedule Met field

Final Quarterly Reports Received

NEMIS Wide > Management Reporting > Management
Reporting > Mitigation (MT) > Quarterly Report Tracking

Initial Closeout Letter to Recipient
from FEMA requesting closeout of
project

Mitigation > Projects > Closeout > General tab > Ltr
FEMA to Recipient Date Requesting Addl Info field

Recipient Letter to FEMA requesting
project closeout

Mitigation > Projects > Closeout > General tab >
Recipient Closeout Letter to FEMA Date field

Bills/Invoices — Provided by
Recipient

Documentation in project file or closeout package

Bills/Invoices calculated correctly
and in project file

Documentation in project file or closeout package

Amended Budget Non-Construction
Projects Approval Date

Documentation in project file or closeout package

Cumulative Transfers Among Direct
Cost Categories >10% or
>$100,000

Documentation in project file or closeout package

Transfer of Training Funds

Documentation in project file or closeout package

Increased Budget for Construction
Projects Approval Date

Documentation in project file or closeout package

Construction/Non-Construction
Funding Transfers Approval Date

Documentation in project file or closeout package

Extending Time Period for
Availability of Funds Approval Date

Documentation in project file or closeout package

Non-Construction Contracting Out,
Third Party Services or
Subcontracting Approval Date

Documentation in project file or closeout package
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CHECKLIST ITEM SOURCE OF INFORMATION

Changes in Key Personnel Approval
Date

Documentation in project file or closeout package

Copy of Notification that Eminent
Domain would not be used to
acquire property

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab >
Eminent Domain Not Used to Acquire Property field

DOB Verification for All Properties

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab > DOB
Verification field

Appraisals on File for All Properties

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab >
Appraisals on File field

Privacy Act Release required only if
pre-flood property value is used

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab >
Privacy Act Release field

Hazardous Materials Checklist
completed for each property

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab >
Hazardous Materials Checkilist field

Statement of Assurances signed by
Subrecipient, GAR, or Regional
Administrator

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab >
Statement of Assurances field

Restrictive Covenants on all
property deeds

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab >
Covenants on File field

Demolition or Removal of all
Structures Completion Date

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab >
Demolition Completed field

Relocation Assistance
Determination Letters in File

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab >
Relocation Assistance Letter field

Floodplain Management and
Protection of Wetlands Decision-
Making Process Completed and in
File

Documentation in project file or closeout package;
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CHECKLIST ITEM SOURCE OF INFORMATION

Engineering Certificates Documentation in project file or closeout package

Property Inventory Form Completed | Documentation in project file or closeout package
by Project Monitor

Property Inventory Form Sent to Documentation in project file or closeout package
FEMA HQ

Verify Staffing Level and that Time Documentation in project file or closeout package
and Attendance Records Exist

Payroll Wages Mitigation > Projects > Closeout > State Management
Costs tab > Payroll fields

Budgeted Amount Mitigation > Projects > Closeout > State Management
Costs tab > Payroll Budget Amt field

Actual Cost Mitigation > Projects > Closeout > State Management
Costs tab > Payroll Actual Amt field

Supplies Mitigation > Projects > Closeout > State Management
Costs tab > Supplies fields

Supply Budget - Budgeted Amount | Mitigation > Projects > Closeout > State Management
Costs tab > Supplies Budget Amt field

Supply Budget - Actual Cost Mitigation > Projects > Closeout > State Management
Costs tab > Supplies Actual Amt field

Disposition of Supplies with Documentation in project file or closeout package
Aggregate Value >$5,000, FEMA

Form 20-18

Equipment

Inventory of Equipment Mitigation > Projects > Closeout > State Management

Costs tab > Equip Inv fields

Equipment Budget — Budgeted Mitigation > Projects > Closeout > State Management
Amount Costs tab > Equip Inv Budget Amt field
Equipment Budget — Actual Cost Mitigation > Projects > Closeout > State Management

Costs tab > Equip Inv Actual Amt field

Lease Agreements Disposition of Mitigation > Projects > Closeout > State Management
Equipment Costs tab > Equip Lease fields

NEMIS HMGP User Manual MR 3.19.01 Page 12-29



Unit 12: Manage Project Closeout September 2016

CHECKLIST ITEM SOURCE OF INFORMATION

Lease Agreements - Budgeted Mitigation > Projects > Closeout > State Management
Amount Costs tab > Equip Lease Budget Amt field
Lease Agreements - Actual Cost Mitigation > Projects > Closeout > State Management

Costs tab > Equip Lease Actual Amt field

Did Lease End on or Before the Mitigation > Projects > Closeout > State Management
Ending Date of the Award? Costs tab > Lease End Flg field

Federally-Owned Property

Inventory Mitigation > Projects > Closeout > General tab >
Closeout Requirements section > Fed Owned Inv field

Disposition Report Documentation in project file or closeout package

FEMA Form 20-18 in File Mitigation > Projects > Closeout > General tab > Other
Closeout Reviews section > Form 20-18 on File field

Were Copyrights or Patents Mitigation > Projects > Closeout > General tab > Other
Awarded for any Action as a Result | Closeout Reviews section > Copyright field
of this Grant?

Approved Project Estimate Mitigation > Projects > Eligibility Determination > Cost
Review tab > Total Approved Net Eligible Project Cost
field

Federal Share Percentage Mitigation > Projects > Application Development > Match

Sources tab > Federal Share Percentage field

Federal Share $ Mitigation > Projects > Application Development > Match
Sources tab > Proposed Federal Share field

Non-Federal Share Percentage Calculate (100 minus Federal Share Percentage)

Non-Federal Share $ Mitigation > Projects > Application Development > Match
Sources tab > Proposed Non-Federal Share field

Date of Last Budget Amendment Documentation in project file or closeout package

Total Project Costs Mitigation > Projects > Closeout > Financials tab > Total
Project Cost field

Net Eligible Mitigation > Projects > Closeout > Financials tab > Total
Eligible Project Amount field

Net Eligible Fed Share Mitigation > Projects > Closeout > Financials tab >
Federal Share field
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CHECKLIST ITEM SOURCE OF INFORMATION

Allocated Project Funds Mitigation > Projects > Closeout > Financials tab >
Allocated Amounts row/Project Amount column

Obligated Project Funds Mitigation > Projects > Closeout > Financials tab >

Obligated Amounts row/Project Amount column

Subrecipient Admin. Obligation Mitigation > Projects > Closeout > Financials tab >
Obligated Amounts row/Subrecipient Admin Amount

column

Recipient Admin. Obligation Mitigation > Projects > Project Closeout > Financials tab
> Obligated Amounts row/Recipient Admin Amount

column

State Management Project
Allocations

Documentation in project file or closeout package

State Management Obligations Documentation in project file or closeout package

Income Generated by Project SmartLink Report

Total Federal Share Mitigation > Projects > Closeout > Financials tab >

Current Project Federal Share field

Total Non-Federal Share Mitigation > Projects > Closeout > Financials tab >

Current Project Non-Federal Share field

Final Request for Payment Documentation in project file or closeout package

Cost Adjustment Documentation in project file or closeout package

Cost Overrun Documentation in project file or closeout package

Cost Under-run Documentation in project file or closeout package

Cash Adjustment Documentation in project file or closeout package

Unobligated Federal Funds

Documentation in project file or closeout package

Deobligated Federal Funds

Documentation in project file or closeout package

Deallocated Federal Funds

Documentation in project file or closeout package

Reconciliation

Documentation in project file or closeout package

Final Financial Reports Approved

Mitigation > Projects > Closeout > General tab > Final
Finance Rpt Aprvd field

IFMIS

Documentation in project file or closeout package
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CHECKLIST ITEM SOURCE OF INFORMATION

NEMIS Documentation in project file or closeout package

SmartLink Mitigation > Projects > Closeout > General tab >
SmartLink Report Approved Date field

Final Project Closeout Letter from Mitigation > Projects > Closeout > General tab > Final
FEMA to State Signed Project Closeout Letter to Recipient Signed Date field
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Unit 13 — Manage Program Oversight and Closeout
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Overview

The NEMIS HMGP Program Oversight and Closeout process allows FEMA
Regional Mitigation Staff to close out the Hazard Mitigation Grant Program
(HMGP) when all applicable administrative requirements have been completed.

NOTE: Closeout of a disaster can be delayed if the Hazard Mitigation Technical
Assistance Program (HMTAP) has not been closed at FEMA HQ. When
the NEMIS HMGP Disaster is finally closed, FEMA HQ will enter the
closeout date. It is advisable that all project records be made available
for audit purposes.

HINT: To ensure that the program financial and project activity reporting are
complete, each project entered into the system must be closed out (Unit
12: Manage Project Closeout).

Table 13-1 provides an overview of the program closeout process in NEMIS
HMGP.

Table 13-1: Manage Program Closeout

‘ DESCRIPTION

Purpose Complete HMGP closeout

When does it When all projects have been closed out and all funds have been
start? reconciled

Who does it? Regional Mitigation Staff, usually the Hazard Mitigation Officer (HMO)

How is it Execute one task:

2
done* Task 1: Close out the Program
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Task 1: Close out the Program

Events A — H below occur outside of NEMIS HMGP before the program is closed
out in the system.

A. FEMA Regional Office sends the Recipient the Letter from FEMA to
Governor's Authorized Representative™ (GAR) to Close out HMGP
(Sample on Page 13-13).

B. The Recipient sends the FEMA Regional Office the Letter from State to
FEMA to Close out HMGP (Sample on Page 13-14). The letter is
signed by the GAR. The following must be sent together with the letter:

e Completed FEMA Form 20-10 for each project (Sample on Page
13-15)

e Final Quarterly Report indicating all projects have been closed and
all funding has been drawn down from Smartlink

C. FEMA Regional Office reviews the letter and information submitted by
the Recipient. If correct, the documentation is forwarded to FEMA HQ
together with the Letter to FEMA HO Requesting Grant Closeout
(Sample on Page 13-16).

D. FEMA HQ concurs that the Hazard Mitigation Grant Program is
financially reconciled and sends the FEMA Regional Office the
Notification that Program is Closed (Sample e-mail on Page 13-17).

E. FEMA Regional Office sends the Recipient the Request from FEMA for
GAR’s Concurrence on Disaster Closeout (Sample on Page 13-18).

F. GAR signs the Concurrence and sends the letter back to the FEMA
Regional Office.

G. FEMA Regional Office sends FEMA HQ the Memo to HQ Disaster
Finance Division to Close out Disaster (Sample on Page 13-19).

H. FEMA HQ closes the Disaster FEMA/State Agreement Contract and
sends the FEMA Regional Office the Memo to Region from HQ Closing
FEMA/State Agreement (Sample on Page 13-20).

* In cases where Indian tribal governments receive a declaration under their own
authority, the term Tribal Chief Executive's Authorized Representative (TAR) is used
instead of Governor's Authorized Representative (GAR). For more information, go to
your favorite browser and search for "FEMA Tribal Declarations Pilot Guidance," "42
USC 5122 (6)" and "42 USC 5122 (8)."
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1. After Event D above occurs, enter the Reconciliation date in NEMIS HMGP
by completing Steps 1a — 1d.

a. On the NEMIS menu bar, click on the Mitigation icon. On the MITIGATION
menu, click Disaster > Overview. The Disaster Information tab is
displayed by default.

b. Inthe HMGP - Closeout Date (Reconciliation) field, enter the date when
FEMA HQ notified the Regional Office that the program is closed (Figure
13-1).

ﬁ'-’.Disaster Overview: DISASTER #: 6947 STATE:¥A REGION #:3 DECLARATION DATE: 10/02/2002

Froj Matrix Exceptions I Froperty Actions | SGEA Audit I Adrnin Justify I

i Recipient Information I SF424 |nformation I Federal Public Motice I Aftachments Uszer to Recipient Link I

Final Due Date HWMGP - Clozeout Date
For hew dpplication |  D4/022012 (Reconcilistion) : | 100272017

Isaster Closeout Lﬁe
(FEMA, - State Agreement

HMGP - Total Okligation Date © I 100272014 clozed by HGy: | 040272018
Dizaster Period of Digaster Clozeout Date
Perfarmance End Date: I 00.00,0000 (From Declaration Module) : 0000000

Extension # POP Extension Date
Add

[Velete l

Figure 13-1: HMGP - Closeout Date (Reconciliation)

c. Click the Recipient Information tab. Enter the same date in the HMGP -
Closeout Date (Reconciliation) field (Figure 13-2).

Proj Matix Exceptions I Property Actions I SGA Audit | Adrin Justify |
Disaster Infarmation Recipient Information ; SF424 |nformation I Federal Public Maotice i Attachments Uszer to Recipient Link I
lof2 =
Recipient : iEnateW\de More Fecipient Info...! Mew
state: | wA  county: [ 0 [Etatewice e I
Place Code: [ 0 [tatewide
Applicant Descr: iStaie Emergency hManagement Agency Edit Percent ... I
CID humber - [
e [0 I Private Mor-Profit: € es @ Mo Lefter of Intent Recy'd; | 01/02/2003
Recipiert Parcem:ED_DDD_D?G. SmartLink Paricipant: & wes € No SmartLink Dramedown: WTEDDS_
Mew Spplication Final Due: Iw‘ SmartL [ geeavan Edit &dm Link ...
HMEF - Tatal Ohligation: l 100272004 HMGP - Closeout (Reconcillation), | 10/02/2007 E E dit Mit Link ..
| Recipient HMGP Administrative Plan

Figure 13-2: HMGP - Closeout Date (Reconciliation)

d. Repeat Step 1c for each Recipient.
2. After Event H above occurs, enter the Disaster Closeout Date (FEMA-State
Agreement closed by HQ) in NEMIS HMGP by completing Steps 2a — 2b.

a. On the MITIGATION menu, click Disaster > Overview. The Disaster
Information tab is displayed by default.
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b. In the Disaster Closeout Date (FEMA-State Agreement closed by HQ)
field, enter the date of the FEMA HQ Memo to Region closing the FEMA-
State Agreement (Figure 13-3).

¥fiDisaster Overview: DISASTER #: 6947 STATE:¥A REGION #:3 DECLARATION DATE: 10/02/2002

| Froperty Actions | SGA Audit | Admiry Justify |
| Recipient |nformation | SF424 Infarmation I Federal Public Matice | Altachments User to Recipient Link |

Firal Due Date HMGP - Closeout Date
For Mew &pplication : I 04/02/202 {Reconcilistion): | 100262017
ST T N S

Dizaster Closeout Date

[FEMA - State Agreement
HMGP - Total Cbligation Date : | 100272014 closed by HE) ¢ | 04/02/2018
Digaster Period of Dizaszter Closeout Date
Performance End Date: I 00/00/0000 (From Declaration Module): | 0000/0000

Extension # POP Extenzion Date

Add

[ elete |

Figure 13-3: Disaster Closeout Date (FSA closed by HQ)

3. On the MITIGATION menu, click Disaster > Closeout (Figure 13-4).

File | Disaster Projects  Funding Plans Repository Admine Window  Help

CvEryisn E & “4
” chafl  Closeout Plans HEMIS Exit

Figure 13-4: Mitigation > Disaster > Closeout

4. If some projects are still open, the system displays the Projects Still Open
message (Figure 13-5). All project applications, irrespective of status or
regardless if submitted for eligibility review, are considered open unless
closed out.

Close-0ut Disaster 6947 E3

| There are still open projects, Disaster cannot be dosed out

Figure 13-5: Projects Still Open Message

5. Click the OK button. The Disaster Closeout tab is displayed. The top section
displays read-only information about the program (Figure 13-6).
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B DISASTER &: 6947 =1 E3
Dizaster Closeout |.ﬁna:1mrls IE‘o-rrI'm: |

Tmﬂmo!ﬁﬁeﬂs:i’ 18 Clossout Date IW Mu.l

Tntnlhhnbumﬂumdwﬁvjcd::i 1] W.Tmuowmnm;l 102004 *
HMGP - Closeout Dabe 022007 +

it B titeconchialon) ittt
Disaster Closeout Date [ 4022008 ]

(FEMA - Stabe Agreement

chosed by HE)

Figure 13-6: Mitigation >Disaster >Closeout >Disaster Closeout
Tab - Program Information

6. Table 13-2 describes the program information read-only data fields.

Table 13-2: Program Information Read-Only Data Fields

DATA FIELD ‘ INFORMATION TO BE REVIEWED

Total Number of The number of project applications developed either partially or
Projects fully regardless of status or if submitted for eligibility review
Total Number of The number of projects closed out

Closed Out Projects

Total Number of The number of projects still to be closed out
Projects Open

Closeout Date Auto-filled by the system when the DISASTER CLOSEOUT
button is clicked

HMGP-Total Date all HMGP funds were obligated
Obligation Date

HMGP-Closeout Date | Date FEMA HQ concurred with the Region's financial

(Reconciliation) reconciliation and closed the HMGP program for the disaster
Disaster Closeout Date FEMA HQ financially reconciled ALL funds for the disaster
Date (FEMA-State and closed the FEMA-State Agreement (FSA)

Agreement closed by

HQ)

Userid Auto-filled by the system with the User Name of person who

clicked the DISASTER CLOSEOUT button

HINT: If the Total Number of Projects Open is "0,” the program can be closed
out. If not, resume closing out individual projects as described in Unit
12: Manage Project Closeout.
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7. The bottom section of the Disaster Closeout tab displays read-only
information about each project in the program (Figure 13-7).

YRDISASTER #: 6947
Disastes Closeout | Anachments | Comments |
Total Mumber of Projects | 19 Closeout Dobe - |"_'_""'_"'""_ Userid - [
r«ummumomwﬁwﬂ HMGP - Tolad Obgation Date : | 100272004
Total Mumber of Projects Open [ 13 EE - Coment L | Ozo0oT: = # These values are from the Disaster
Vil CrverviewiCeneral INTormation 1sb.
MMMMa:I O 02008 *
(FEMA - State Agresment
clessied by HQ)

Fema  Sulfix Application Amendment NFFe &
Project  Type o MNumber  Final Decision Decision Date Ciageout Dobe Closeod Agent St
T W [100 [0 [ Apoved [ Oro0a003 | 000DG0D0 | e
2 F | 1 1] | Approved | 07 3072003 | 0000000 [ rﬂl
3 |F [z 0 [ Appoved [ 0im0@003 | 0OGODG0 | fum

a g [ 0 [ Approved | CoOWEG3 | 00000GI0 | |
5 [ [=o 0 [ Apwoved | ormomots | 0omo0000 | [
a | LI—I

Figure 13-7: Mitigation >Disaster >Closeout >Disaster Closeout
Tab - Project Information

8. Scroll to the right to see the rest of the data fields (Figure 13-8).

WRODISASTER #: 6947

Disastes Closeout | anachmert: | Comments |

Tatal Mumiber of Projects | 19 mml—“—""_m m:[
TMW&MNM::]H m-Tddeﬂn:l 1002200

Totsi Musmiber of Projects Open [ 18 i WM 100272007 #: These vohies re from the Disaslsr

S |'3"‘— - Crvaryies G ensral INformation 1ab.
(FEMA, - State Agreement
clozed by HJ)
Ewm NFIRA Update -
i Humber  Final Decision Decision Date Closeout Dale  Closecut Agent Shabus
[ [o [ Amreved [ oreoeoss [ cooooooo | fua
| 10 |13 j Apprervad | 07 /302003 | D00 | }m.
102 |a [ Aemroved [ Grcomms [ ocodomoso | i
[ [o [ Apoved [ ocoddzos [ oooooooo | [
[ 50 [ o | Approved | 070203 | 00O0OOOO | [_ ]
£ | L’J

Figure 13-8: Mitigation >Disaster >Closeout >Disaster Closeout
Tab - Project Information

9. Table 13-3 describes the project information read-only data fields.

NEMIS HMGP User Manual MR 3.19.01 Page 13-7



Unit 13: Manage Program Oversight and Closeout September 2016

Table 13-3: Project Information Read-Only Data Fields

DATA FIELD INFORMATION TO BE REVIEWED

FEMA Project FEMA project number assigned when the project application is
submitted
Suffix Type Funding type: R (Regular), M (Management Costs), F (Initiative),

or P (Planning)

Application ID Project number entered by the Recipient during the application
development process

Amendment The highest amendment submitted for the project
Number
Final Decision Project approved or denied, as determined in the eligibility

determination process

Decision Date Date of the project approval or denial decision

Closeout Date Date the project was closed out

Closeout Agent | NEMIS HMGP User Name of the person who closed out the
project

NFIRA Update NFIRA update status of the project
Status

10.Click the Attachments tab. Allow up to one hour to retrieve and view newly
attached documents.

11.Click the Comments tab to add any comments to the program closeout
(Figure 13-9).
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YR DISASTER #: 6947 M= E
Disaster Closeout | Ahachmerts  Comments |

Comenert Date Coenment Liser Comment
mrizmth [ 3MR2 Testing

Do ot precs s the ADD buthon winds enbaring & comment, Otherwise the current entry 'will be deleted

Evoes]. D]
|

Figure 13-9: Mitigation >Disaster >Closeout >=Comments Tab

12.Click the ADD button. A new row for comments is added. The system auto-
fills the Comment Date, Time, and User Name (Figure 13-10).

WRDISASTER &: 6947

Do e precss the ADD button wihils enbening & comiment . Ctiersizs the current entry will be deleted.

Figure 13-10: New Row for Comments

13.Double-click inside the Comment field. The Comment Editor is displayed.
14.1n the Comment Editor Text area, enter your comments. Click the OK button.

15.The comments are now displayed on the Comments tab (Figure 13-11).
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W DISASTER #: 6947 Bi=lE3
Disaster Closeoust | itachmerts  Comments |

Coenement LUiser Comment
OF 20 1 2h 38 Clordan iz dizaster i ready for closeod -
0722003 182853 it l‘.-’}klﬁz Testing

D et precs 5 thee A0 buthon winde: enbaring & comimeant. Otherwizs the current sniry will be delebed.

Figure 13-11: Comments Added

16. At the bottom of the Comments tab, the system displays the warning
message that clicking the ADD button will delete your entry (Figure 13-12).

[a not press the ADD0D button wwhile entering & comment. Ctherwize the current entry swill be deleted.

Figure 13-12: Comments Warning Message

HINT: Save the comment you just entered by clicking on another tab first. Then
click back on the Comments tab to add another comment.

17.Click the Disaster Closeout tab. At the bottom of the tab, click the
DISASTER CLOSEOUT button (Figure 13-13).

' | =

Figure 13-13: Disaster Closeout Button

18.The Disaster Closeout message is displayed (Figure 13-14).
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Disaster CloseDut E I

j |) Successfully Completed

OK

Figure 13-14: Disaster Closeout

19.Click the OK button. On the top right part of the Disaster Closeout tab, the
system fills in the Closeout Date and Userid fields (Figure 13-15).

Cioseout Date: | 072672010 Utserid - | clordan

Figure 13-15: Closeout Date and User id Fields

20.You can re-open the program by clicking the RE-OPEN DISASTER button
(Figure 13-16).

' | =

Figure 13-16: Re-open Disaster Button

21.1f you click the RE-OPEN DISASTER button, the Disaster Re-opened
message is displayed (Figure 13-17).

Disaster CloseDut X |

.E_l ‘) Successfully Re-Opened

x|

Figure 13-17: Disaster Re-opened

22.0n the bottom right part of the tab, click the CLOSE button.
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References for Manage Program Closeout

Sample Letters

NAME OF LETTER PAGE
NUMBER

Letter from FEMA to GAR to Close out HMGP 13-13
Letter from State to FEMA to Close out HMGP 13-14
FEMA Form 20-10 13-15
Sample Letter to FEMA HQ Requesting Grant Closeout 13-16
Notification that Program is Closed 13-17
Request from FEMA for GAR’s Concurrence on Disaster Closeout 13-18
Memo to HQ Disaster Finance Division to Close out Disaster 13-19
Memo to Region from HQ Closing FEMA/State Agreement 13-20
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Sample Letter from FEMA to GAR to Close out HMGP

DATE

Governor’s Authorized Representative

Re: FEMA-DR-1268-ND

Dear:

Upon review of our records for the above disaster, it appears that the Hazard Mitigation
Grant Program (HMGP) is ready to be closed.

Please review your records and if you concur, please submit the following:

1. Letter from the Governor’'s Authorized Representative (sample enclosed),
recommending closeout of the HMGP and stating that all Federal assistance has
been provided and no claims are outstanding.

2. FEMA Form 20-10. We have enclosed a blank form for your use and a sample
completed 20-10 to assist you in completing the form by project.

3. Your Mitigation Final Quarterly Report indicating the total project funds disbursed by
project, total Subrecipient funds disbursed by project and the total disbursed for the
disaster including Recipient admin. (see attached)

Recipient and Subrecipients must retain all programmatic and financial records for three
(3) years including documentation as to how the administrative costs were spent.
Administrative allowances provided for such costs are auditable in accordance with
financial grant audit procedures.
If you have any questions, please contact (staff name) or me.

Sincerely,

Mitigation Division Director
Enclosures

FEMA Form 20-10
Sample Letter
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Sample Letter from State to FEMA to Close out HMGP

DATE

Regional Administrator

FEMA Region

ADDRESS

Attn:  MITIGATION DIRECTOR

Re: FEMA-DR-XXXX-(STATE)
HMGP PROGRAM CLOSEOUT

Dear

Our records indicate that we have disbursed $ for Federal Projects, $ in
State Management Costs, $ in Subrecipient and $ in Recipient admin for
a total of $ . FEMA Form 20-10 is enclosed covering the total project costs.

All grant actions have been completed with no pending bills or claims. Our Final Quarterly
Report dated on grant activities is also enclosed.

The Hazard Mitigation Grant Program (HMGP) for the above disaster is ready to be
closed.

If you have any questions, please contact me.

Sincerely,

Governor’s Authorized Representative

Enclosures
FEMA Form 20-10
Final Quarterly Report
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FEMA Form 20-10

FEDERAL EMERGENCY MANAGEMENT AGENCY See Reverse for Instructions and OMB NO. 3087-0206
FINANCIAL STATUS REPORT Papenwark Burden Disclosure Notice Page____aof ___ pages Expires February 28, 2007
1. FEDERAL AGENCY AND ORGANIZATIONAL 2. FEDERAL GRANT OR OTHER IDENTIFYING NUMBER 3. RECIPIENT ORGANIZATION (Mame and complete address, including zip code)
ELEMENT TO WHICH REPORT IS SUBMITTED ASSIGNED
[4. EMPLOYER 1.D. NO. 5. RECIPIENT ACCT. NO. OR 1.D.|6. FINAL REFORT 7.BASE 8. Funding/Grant Pericd 9. Pericd Covered This Report
CASH From: From:
ACCRUAL Te: Ta:
STATUS OF REPORT
10. {a) (B) ] id) ()
PROGRAM ACRONYM — TOTAL
CFDANUMBER ————————=
a. MNet Qutlays
b. Recipient share of outlays

. Federal share of outlays

d. Total unliquidated chligations

. Recipient share of unliguidated obligations

f. Federal share of unliguidated obligations
g. Tatal Federal share {Sum of line ¢ and line f)

h. Total Federal funds authorized for this funding

period
i. Unobligated balance of Federal funds (Line h
minus line g}
COMPUTATION OF TOTAL INDIRECT COST EXPENSE AS REPORTED ON LINES 10a TO 10g
11a. Type of indirect cost rate (Place x in the appropriate box) I:[Provisional-ﬁnal E[F'nedetem:ined D

b. Indirect cost rate

c. Base

d. Total Amount of Indirect cost

e. Federal share of indirect cost

12. REMARKS: Attach any explanations deemed necessary or information required by Federal sponsoring agency in compliance with governing legislation.

award document.

=dge an his report 5 correct and complete and that all outlays and unliguidated obligatons are for the pUrposes set

[TYPE OR PRINT NAME AND TITLE SIGNATURE OF AUTHORIZED REFRESENTATIVE [TELEPHONE NO. (Include area code, and extension) DATE

FEMA Form 20-10, MAR 01
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Sample Letter to FEMA HQ Requesting Grant Closeout

Federal Emergency Management Agency
Region VIII
Denver Federal Center, Building 710
Box 25267
Denver, CO 80225-0267

September 10, 2003

MEMORANDUM FOR: Mark McLachlan, Chief C@
Disaster Finance Branch @
Financial and Acquisition Management Division %

Administration and Resources Planning Directorate

ATTENTION: JeDonne Anderson
Disaster Closeouts
FROM: John Kainrad

Director, Response and Recovery

SUBJECT: Request for Closure of the Hazard Mitigation Grant Program for
FEMA-1268-DR, Declared February 17, 1999, for the State of
Wyoming

The attached final Financial Status Report signed September 9, 2003, indicates that all actions
have been completed for the Hazard Mitigation Grant in FEMA-1268-DR-WY.

Please close the Hazard Mitigation Grant for this disaster contract. If you have any questions,
please contact Dawn L. Jacoby of my staff on (303)235-4874.

Enclosure
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Notification That Program is Closed

Stapleton, Cathy

From: Jacoby, Dawn
Sent: Wednesday, September 17, 2003 13:44
To: Sondeen, Tracy
Cc: Heyder, Diana; Stapleton, Cathy
Subject: FW: DR-1268-WY
fyi
-—-—0Original Message---—
From: Jenkins, Sherry
Sent: Wednesday, September 17, 2003 1:41 PM
To: Jacoby, Dawn
Subject: DR-1268-WY
Dawn,

As requested, the Hazard Mitigation Program for
DR-1268-WY was closed on September 17, 2003.
The totai cost for this program was $120,352.00.
Thanks.

Sherry
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Request from FEMA for GAR’s Concurrence on Disaster Closeout

DATE

Governor’s Authorized Representative
Address

Reference: FEMA —XXXX-DR-State
Dear State Director/Governor’s Authorized Representative:

Our records indicate that all actions in connection with the Disaster Assistance
Grants for FEMA-XXXX-DR-State have been completed. If you agree that you have
complied with all of the terms and conditions of the FEMA/State agreement, that
there are no outstanding claims, and that the FEMA-XXXX-DR-State contract can
be closed, please sign the statement below in the space provided and return this
letter to me.

If you have any questions, please contact of my staff at

Sincerely,

Regional Administrator

CONCUR:

Name Date
Governor’s Authorized Representative
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Memo to HQ Disaster Finance Division to Closeout Disaster

DATE

MEMORANDUM FOR: , Director
Disaster Finance Division

ATTENTION: , Name
Disaster Closeouts

FROM:
Regional Administrator
Region Vil

SUBJECT: Request for Closure of FEMA-XXXX-STATE
State of

Our records indicate that all required actions have been completed for FEMA-XXXX-
STATE. The Governor’'s Authorized Representative concurred with this by his signature on
the enclosed letter. His signature also certifies that the State will file no further claims
against this disaster. We recommend that the FEMA/State Agreement for this disaster be
closed.

If you have any questions, please contact at 303-

Enclosure
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Memo to Region from HQ Closing FEMA/State Agreement

FM-DF-DR

MEMORANDUM FOR: Richard P. Weiland
Regional Director, Region Vil

ATTENTION: DirectorResponse and Recovery Division
o Direc%og,,/éperanons Support Division

/’ /J() _(/,L- /
FROM: P A“Englj’s’h; —

Acting Chief Financial Officer

SUBJECT: Closing of FEMA-State Agreement

As recommended in your memarandum of April 27, 2000, the FEMA-State

Agreement for DR-1113-MT was closed on May 8, 2000.

If you have any comments or questions, please contact Bob McDonald at (540)

542-7322 or JeDonne Anderson at (540) 542-7336.
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Unit 14 — Generate Standard HMGP Reports

(@ V] RV (<) PR 14-2

Task 1: Generate Reports from the NEMIS Wide Management Reporting

T OO < 14-4
Task 2: Generate Reports from the Mitigation > Admin > Area......... 14-11
References for Generating Standard Reports...........ccccevevvvviieeeennnnnn, 14-14

Save a Report in a Different File Type ......ccooveveiiiiiiiiiiciieeeeeenn, 14-14
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Overview

The NEMIS HMGP Generate Standard HMGP Reports process allows FEMA
and Recipient users to monitor HMGP information one disaster at a time.

NOTE: To prepare ad hoc and cross-disaster reports, use the Enterprise Data
Warehouse (EDW).

Table 14-1 provides an overview of the process.

Table 14-1: Generate Standard HMGP Reports

ITEM DESCRIPTION
Purpose Produce reports of HMGP information
When does it start? Throughout the disaster response
Who does it? FEMA and Recipient users
How is it done? Execute two tasks:
Task 1: Generate Reports from the NEMIS Wide
Management Reporting Tool
Task 2: Generate Reports from the Mitigation > Admin Area

The system provides standard format reports that may be generated at any time.
Table 14-2 provides the list of NEMIS HMGP processes and the corresponding
system reports.

Table 14-2: NEMIS HMGP Process - System Reports — NEMIS Wide

NEMIS HMGP PROCESS SYSTEM REPORT
Unit 3: Manage Disaster Information Disaster Overview
Unit 4: Manage MT Plans Repository Recipient HMGP Administrative Plan

Multihazard Mitigation Plan

Unit 5: Manage Funding Estimate Funding Estimate
Funding Estimate Budget Planning

Funding Estimate Financial Activity
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NEMIS HMGP PROCESS SYSTEM REPORT

Unit 6: Manage Project Applications Application Development
Environmental Report
Project Cost Line Item
Project Non-Federal Share
Property Site Inventory
State Application

Unit 7: Manage Eligibility Determination Federal Eligibility Work Packets
Project Eligibility
*Project Worksheet Report

Unit 8: Manage Amendments Application Development
Environmental Report
Project Cost Line Item
Project Non-Federal Share
Property Site Inventory
State Application

Unit 10: Manage Allocations and Obligations Allocation Request

Allocation Request with Signature
Fiscal Year Management Report
Obligation

Obligation with Signatures

Unit 11: Manage Project and Program Oversight Field Survey
Tasks Full Project History

Project Management
Project Status

Quarterly Report by Project

Quarterly Report Tracking

Unit 12: Manage Project Closeout Project Closeout

Unit 13: Manage Program Closeout Disaster Closeout

*The Project Worksheet Report is listed under the Infrastructure Support (IS) folder in the
NEMIS Wide Management Reporting Tool.
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Task 1. Generate Reports from the NEMIS Wide Management
Reporting Tool

1. On the NEMIS menu bar, click on NEMIS Wide > Management Reporting >
Management Reporting (Figure 14-1).

File Application Area  Disaster ‘Window Help

”@“zémwcxa&fwiwn«

(B0 FDA Declaration  PublicInfo Donations E% Infraztructu... Mitigation HE System  MEMIS Wide Exit

ADD
G5
Seanming

Reference Library
MFIRA
‘Wieb Browser

eCAPS
Elank Forms

lanagernent
warking 4 HS Management Reporks
Management Reporting

Figure 14-1: NEMIS Wide >Management Reporting >~Management
Reporting

2. The NEMIS Wide Management Reporting Tool is displayed (Figure 14-2).

-3 EC - 1 Incident Activities

--D EC - 2 Preliminary Damage Assessment (PDAj
---I:I EC - 3 Declaration Activities (DA}
#-£3 EC -4 Donations

&£ EC -5 Public Information (Pl)
w-£3 EC - 5.1 Public Affairs

---l:l EC - 5.2 Congressional Affairs
@£ EC - 5.3 Community Relations
-3 Emergency Support (ES)

#-L Infrastructure Support{IS)

=-L0 Mitigation (MT)

£ NEMIS Wide (NW)

Figure 14-2: NEMIS Wide Management Reporting Tool

3. To generate a standard Mitigation report, complete Steps 3a — 3i.

a. Double-click the Mitigation (MT) folder. The list of Mitigation Reports is
displayed (Figure 14-3).
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\'-SNEMIS Wide Management Reporting Tool

=-£3 Mitigation (MT)

-[=] Mlocation Request

-[5] Allocation Request with Signature
-[Z] Application Development

-.[=] Disaster Closeout

-[S] Disaster Overview

-[=] Environmental Report

-[Z] Federal Eligibility Work Packets
-[=] Field Survey

-.[=] Fiscal Year End

-[=] Fiscal Year Management Report
-[Z] Full Project History

-[Z] Funding Estimate

-[Z] Funding Estimate Budget Planning
-[=] Funding Estimate Financial Activity
-[Z] Grantes HMGP Administrative Plan
[ Multihazard Mitigation Plan

-.[] Obligation

-[=] Obligation with Signatures

Figure 14-3: Mitigation Reports List

b. Double-click on a Mitigation report. The Select Disaster window is
displayed.

c. Inthe Disaster field, enter the Disaster Number you wish to generate
reports for.

d. Click the OK button. The MT Report Generator is displayed (Figure 14-4).

W@MT Report Generator
Disaster

7530
7533 —

E|
Fema  Proj

Disaster hr  Projhr Amend ApplicD Suffix ST Resion Project Thie ___l Sert
| -

S ] 1 S —

FEDERAL EMERGENCY MAHAGEMENT AGENCY R
;21’;1/”24015 HAZARD MITIGATION GRANTS PROGRAM o

Full Project History

b

fORR bl

Printer Setup

Sawe Ag

Figure 14-4: MT Report Generator

e. The top portion of the screen provides the report criteria fields. Enter a
selection in each field.
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HINT: Use the SORT, FILTER, and FIND buttons to refine the report
criteria. In the Sort, Filter or Find window, enter the requested
information to reorder, select, or locate information.

f. Click the RETRIEVE button.
The Mitigation report is displayed (Figure 14-5).

G MT Report Generator H=
Disaster
Change Disaster
7530
o j Retrieve
Fema  Frol E Sor
Disaster M Projiy Amend Appiic|D Suffic ST Region Project Title =
3 ocat Filter
7512 1 0 2 R [BZ [ 9 =
A= = Find
FEDERAL EMERGENCY MANAGEMENT AGEHCY S
j2dezms HAZARD MITIGATION GRANTS PROGRAM o
520 PM Prirt
Full Project History
Frinter Setup
Disaster  FEMAProject  Amendmernt  ApplD  Stale  Recipient
Number Murmber humber Save s
7512 1-R 1 2 AZ Statewide
Sub-Recigiert : Allertown
FIPS Code ; 001-01780 Project Title : V3MRI1 Allocation test project
Clos
Eliggibility i Closeaut
Date Submitte : 0172112010 LawsiEOs: Ves Dt et Complstert
Project Stalus: vaid MEPA Type: CATEX
Date Project Closed
Date Receive o 0172112010 NEPA Status: Completed
Dete Reviews o 0172172010 HQ Review:
Decision Date: 07202010 -

Figure 14-5: Generated Standard Report

g. Use the scroll bars to view the entire report.
h. If you need a hard copy of the report, click the PRINT button.

i. Click the CLOSE button. The NEMIS Wide Management Reporting Tool is
displayed.

4. To generate a standard Infrastructure Support (IS) report, complete Steps 4a
- 49.

a. Double-click the Infrastructure Support (IS) folder. The list of Infrastructure
Support Reports is displayed (Figure 14-6).
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=1 Infrastructure Support(l 5)

@ Applicant Status Report (53)

(=] CEF Repont

..[S1 Cost Code Report (G2)

@ Cross Disaster Public Assistance Summary (5$5)
@ Disaster Closeout Report

2 E Environmental Review

-.[=l FMAGP Threshold Report

@ Grant Details Report (P5)

@ Headquarters Review Report

-.[=] Inspector Listing Report (G5)

@ Miscellaneous Project Forms

@ Mitigation Profile Report

-.[=] Obligated Fund By County

-.[=} PA Profile Report

.[S1 Package Status Report

@ Project Application Grant Report (P4)

..[S] Project Application Summary (P2)

2 E Project Delinquency Report

WP ojcct Workshoet Report (D1)]

--.[=1 Public Assistance Grant Summary Report ($1)
-.[=] Public Assistance Summary (S$5)

@ Quarterly Project Listing by Applicant Report
@ Quarterly Project Listing by County Report
@ RPA Location Report

-.[=] RPA Report (N.1)

--[=] RPA Statewide Listing

@ RPA Sumary ReportfLabels (MN2,N3,N4)

-.[S1 Special PW Listing Report

@ Standard PW Comments Report (G4)

F=1 Commdcd MM M imctn e dC

Ready

Figure 14-6: Infrastructure Support Reports List

b. Double-click on an Infrastructure Support report. The Report Generator is
displayed (Figure 14-7).

T Damage Survey Report Summary (D.1) [E=8ECR| =5
Disaster # [~ Optional Fields PW Fitter Criteria (use after retrieving data)
[ [
65895  big flood A
9] 00/00/0000
65656 BIG flood p ol (‘
" By Applicant " By County " By Category
Date: 05/15/2013 13:12 Project Worksheet (D1) Large Project Threshold:
Retrigve
Applicant: County:

Filter

Find

Save Az

Print

Zoom

PFrinter Setup

FIEKE e

Close

Figure 14-7: Infrastructure Support Report Generator

c. The top portion of the screen provides the report criteria fields. Enter a
selection in each field.

d. Click the RETRIEVE button. The Infrastructure Support report is displayed
(Figure 14-8).

NEMIS HMGP User Manual MR 3.19.01 Page 14-7



Unit 14: Generate Standard HMGP Reports

September 2016

¥ Damage Survey Report Summary (D)

Disaster # 1607 -

1806  On September 20, 2005, Governor Rick Pe _

PW Fiter Criteria (use after refrieving data)

1607  On September 22, 2005, Governor Kathles

" 1AIPWS
" 2AllUnobiigated PWs with Final Review
" 3 Obligated PWs (Accepted)

~

~

00/00/0000

5 Suspended PWs

" By Applicant " By County ¢ By Category
Date: 05/15/2013 13:15 Project Worksheet (D1) Large Project Threshold: $55,500.00 -
Disaster # 1607
PAID 000-U04A1-00  Applicant: LOUISIANA DEPARTWENT OF TRANSPORTATION AND DEVELOPMENT County: STATEWIDE
Cost % Review Dates Completion Dates Obligation Dates .- -g?ua Filtes
PWi-V# Cat. Proj# Elig INF Share  PWAmount Compl  Date Initial Final Projected  Actual  Pkg Apprvd Processed # PAC {jmp. Find
6320 A 189 Y N N 52,277,52380 96 01/21/2006  01/28/2006 0372412006 02/03/2006 02/08/2006 78 BENJAMIN MCVEA
6324 A 189 Y N N 51772,136.07 92 02152006 03/01/2006 0372412006 04/27/2006  0S/01/2006 122 BENJAMIN MCVEA Save As
6322 A 189 Y N N (526,137.20) 100 04052011 0412011 0372412006 04122011 04122011 564 BENJAMIN MCVEA
M40 A 189 Y N N $58,270.69 100 04/17/2006 D4i26/2006 0372412006 04/27/2006  0S/01/2006 122 BENJAMIN MCVEA Print
%460 A 199 Y N N §19,560.00 100 04/11/2006  D4/18/2006 0372412006 04/18/2006  04/20/2006 118 BENJAMIN MCVEA
27520 A 199 Y N N $50,864.83 100 04252006 0S/0S/2006 0372412006 05/08/2006  05/08/2006 126 BENJAMIN MCVEA Zoom
27600 A 199 Y N N $35,134.90 100 04/11/2006  D4/18/2006 0372412006 04/18/2006  04/20/2006 118 BENJAMIN MCVEA
4300 A 199 Y N N $212,80572 100 05/19/2006  05/23/2006 0372412006 05/26/2006  05/26/2006 133 BENJAMIN MCVEA Printer Setup
38280 A 199 Y N N $230,788.31 100 06/21/2006  06/28/2006 0372412006 07M0/2006 07/10/2006 140 BENJAMIN MCVEA 4
40480 A 199 Y N N §30,133.45 100 03/02/2006 0BI032006 0372412006 08/22/2006 08/22/2006 151 BENJAMIN MCVEA
4580 A 199 Y N N $85,152.57 100 09/07/2006 09M2/2006 032412006 09/30/2006  10/02/2006 158 BENJAMIN MCVEA Cless
43650 A 199 NN N $0.00 0 0314/2007  O7THO/2007 0372412006 07182007 07H9/2007 283 BENJAMIN MCVEA
43670 A 199 NN N $0.00 0 0312/2007  OTMO/2007 0372412006 07182007 0792007 283 BENJAMIN MCVEA
4790 A 199 Y N N $92,530.05 0 08/03/2007 0912007 032412006 09/12/2007 09/3/2007 309 BENJAMIN MCVEA
47941 A 199 Y N N 100 04052011 04112011 02412006 04122011 04122011 564 BENJAMIN MCVEA
46020 A 199 Y N N $13,287.00 100 020042008 02I08/2008 0372412006 02/11/2008  02/11/2008 352 BENJAMIN MCVEA
%60 B 299 Y N N $59,974.30 100 1211372005 12A7/2005 0302412006 12182005 12182005 31 BENJAMIN MCVEA

Figure 14-8: Generated Standard Report

e. Use the scroll bars to view the entire report.

f. If you need a hard copy of the report, click the PRINT button.

g. Click the CLOSE button. The NEMIS Wide Management Reporting Tool is
displayed.

5. To generate a standard NEMIS-Wide (NW) report, complete Steps 5a — 5g.
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a. Double-click the Infrastructure (1S) folder. The list of NEMIS-Wide (NW)
Reports is displayed (Figure 14-9).

o MEMIS

0388

S8 FNEMIS Wide Report Utility

e efefrjrfe{e]eir]nfe

Wide Management Reporting Tool

L1 EC -1 Incident Activities

EC - 2 Preliminary Damage Assessment (PDU/A)
EC - 3 Declaration Activities (DA)

EC - 4 Donations

EC - 5 Public Information (PI)

EC - 5.1 Public Affairs

EC - 5.2 Congressional Affairs

EC - 5.3 Community Relations
Emergency Support (ES)

Infrastructure Support(l5)

Mitigation (MT)

NEMIS Wide (NWW)

Account Balances by Declaration
Declaration Fund Budget Report
Declarations Summanry

Mission Assignment Obligations
Obligation by FEMA Program
Public Assistance by Work Category
Unliquidated Obligations to Date

=
=
=
=
=
=

Figure 14-9: NEMIS-Wide Reports List

b. Double-click on a NEMIS Wide report. The Report Generator is displayed
(Figure 14-10).

Report Period of Decl;

From: To: Incident Code: [

Period of Declaration:
Incident Code:

DstrNo. ST  Rgn

Page 1 of 1 Rieliizve

Federal Emergency Management Agency

Public Assistance by Work Category Sart

Date: 05/15/2013

Time: 13:19:18 Fil

]

Find
Final
iqati Total Save bs

Finl;
Prink Preview
Zoom

Piinter Setup

Close.

i1

The to
selecti

14-11)

Figure 14-10: NEMIS-Wide Report Generator

p portion of the screen provides the report criteria fields. Enter a
on in each field.

Click the RETRIEVE button. The NEMIS-Wide report is displayed (Figure
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Report Period of Declaration From: | 09/01/2005 To: 05/01/2013 Incident Code: ,_
Federal Emergency Management Agency Page 10f23 = Im
Public Assistance by Work Category 7 Sort
Date: 051572013
Period of Declaration:  09/01/2005 - 05/01/2013 Time: 13:31:13 Filter
Incident Code: All .
Find
Final
Dstr Ho. ST  Rgn A B C D E F G Deobligation Total Saveds |
1606 ™ ] 120,455,401 129,064,818 46325M 11,676,431 75,007 474 61,387,188 16,060,890 -45,159,471 375,193,833
1607 LA 6 52,287,340 242,159,284 23,533,105 38,132,213 339,263,174 37,453,929 41285158 148,728,795 667,430,718 w
1608 NC 4 2,724,299 0 822,460 16,273 486,966 1,524,634 11,500,373 663,438 16,920,858 ErE
1609 FL 4 1,022,005,849 208 844,829 43,377,154 28,431,575 385,263,489 46,403,977 131,076,402 481444704  1,488,174,080
1610 NH 1 1,667 422 1,316,082 8,533,750 28,505 84,201 561,686 406,547 -297,204 12,314,320 Zaam
1611 MP 9 150,118 314,521 132,851 0 104,984 334,906 107,981 191,803 1,046,674
Printsr Setup
1612 IN 5 1,177,251 1,098,635 51,902 ] 166,146 0 39,991 67,264 2,507,109
1613 PR 2 2,221,417 1,602,474 8,674,835 2,011,873 51,554 606,433 166,111 1,683,158 14,110,754
1614 MA 1 123,784 797,638 4,599,358 421918 302,323 324,957 177,348 171,381 7,207,477 Clese
1615 Ks 7 339,585 279,476 5,390,467 363,078 157,300 796,116 1,797,623 1,142,387 8,128,420
1616 ND 8 452,808 281,441 104,950 0 1945 1,101,974 2,720 83,208 1,990,803
1618 AK 10 291,008 143112 386,501 36,397 ] 531,578 1,458,568 -1,647,215 1,415,483
1619 cT 1 178,201 862,587 1,862,583 389,787 329,308 398,263 778,357 700,585 3,698,478
1620 SD 8 1,095,596 1,020,327 0 ] 127,703 23,305,195 34,737 -993,219 24,647,040
1621 ND 8 19,938 201,380 0 0 1,182 1,944,883 0 219,000 1,982,624
4 . v

Figure 14-11: Generated Standard Report

e. Use the scroll bars to view the entire report.
f. If you need a hard copy of the report, click the PRINT button.

g. Click the CLOSE button. The NEMIS Wide Management Reporting Tool is
displayed.
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Task 2: Generate Reports from the Mitigation > Admin > Area

1. To generate the Financial Reconciliation Report, complete Steps la — le.

a. On the MITIGATION menu, click on Admin > Financial Reconciliation
Report (Figure 14-12).

File Disaster Projects Funding Plans Repositorylndmin Window  Help

“ @ E @ lF, Project Type Matrix Information Alt+T

Chg Disaster Chg Group  Flans MEMIZ Exit Project Matrix Administration Ale+3

IManaging Recipient Agreement Roles Alk+G
Assigning Recipient Roles by Praject AlE+5

Cuarterly Report Alk+0
Financial Reconciliation Report Alt+F
Benefit Cost Report Alt+E
Cross Disaster Environmental Conditions Report Alk+C

Letter/Memo Templates Alt+E

Figure 14-12: Mitigation ~>Admin >Financial Reconciliation Report

b. The blank Reconciliation Analysis Report is displayed (Figure 14-13).

\g Reconciliation Analysis Report

~Select —— Region: Select
&+ Disaster I 7512 & Fisedl e vl
I 39
= Stale I j {* DateRange  Frome |00/00/0000 Too [00/00/0000
This report can be run either by Disaster, or You must select one criterion to retriswve the repart for the state
by State and Fiscal Year or Date Range. Sffcied; Retrieve |
12162006 FEDERAL EMERGEHCY MAHAGEMENT AGEHCY Disaster Change
172628 Reconciliation Analysis Report (1)
[for HWGP-MEMIS Dizasters) Print |
REGION: STATE SELECTION CRITERIA: z
7 7 v - = Print 5 etup |
DR# State FEMA Project Recipient Sub-Recipient Total Praject Recipient Sub-Ri
[21(&4] ApplD P Amount Admin Est Admin Est Allocation Amount Admin Ac! e
12106] (2)(C) 12110] [21[E) [211F) (2) [G] 12)1H) @m 2] —Iave =

Closs |
Refresh |
More Info. |

(1) Fiscal Year and Date Range selections for this report are available in HMGP-NBWIS for DR 1239; DR 1241 OR 1257; DR 1260; DR 1261; DR 1262; and [
data for @ similar report that can be run for DR 820 thru DR 1238: DR 1240 DR 1240; DR 1242 thru DR 1256: OR 1253: DR 1259 and DR 1263,

(2) Al of the fields, Athrough K, are autofilled from either the Alocation, Worksheet or the Obligation, Worksheet sereens.

() This SMARTLINK date and amount are autofilled from the HWGP-NEWIS Disaster Overview, General Information screen. |k is recommended that the “F C(
quarterty, and used to derve and enter this date and amourt in the Disaster Owerview, General Information screen

Page1af1

4| | 1=

Figure 14-13: Blank Financial Reconciliation Analysis Report

c. The top portion of the screen provides the report criteria fields. Enter a
selection in each field.

d. Click the RETRIEVE button. The generated Reconciliation Analysis
Report is displayed (Figure 14-14).

e. Use the scroll bars to view the entire report.
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\'ﬁ Reconciliation Analysis Report

~Select Fegion: Select

i Disaster I 7512 IT € FiscalYear I vl
i State I j  DateRange From: |00/00/0000 To: IDD/DDJDUUU

“fou must select one criterion to retrizwe the report for the state

This report can be run afther by Disaster, or i

by tate and Fiscal Year or Date Rangs.

1241642016 FEDERAL EMERGEHCY MAHAGEMENT AGEHCY
172808 Reconciliation Analysis Report (1)
(for HMGP-MEMIS Disasters)
REGION: 1 STATE: A2 SELECTION CRITERIA: By Disaster
DR # State  FEMA Project FRiecipient Sub-Recipient Total Project Riecipient Sut
[2)[4) ApplD  Proj Amaunt Adrmin Est Admin Est Allacation Armaunt Adrmin
121[6] (21C) 12110] [211E] [2]1F) (2] 1G] 1211H) @m
Smartlink Drawdown Date (3): Smartlink Drawdown Amount (3):
Fiscal Year:2010
L1 T2r1 $150,001] i | i | $150,001] [ $150,001] |
[z TI1R 1 $258.000 | i | $258.000 [ $258.000 0

(12 Fiscal Year and Date Range selections for this report are available in HMGP-NBWIS for DR 1239: DR 1241: DR 1247: DR 1260: DR 1261: DR 1262: 3
data for a similar report that can be run for OR 820 thro OR 1238; DR 1240; DR 1240; DR 1242 thru OR 1256; OR 1258; DR 1258 and DR 1263

(2) A of the fields, Athrough K, are autofilled from either the Alocation, Wiorksheet orthe Obligation, Worksheet sereens

() This SRARTLIMK date and amourt are autofilled from the HMGP-NBWIE Disaster Overview, General Information screen. b is recommended that the *
quarterty, and used to derive and enter this date and amourt in the Disaster Dverview, General Information screen

Page 1 of 4 -
4| | 3

= Dizaster Change |
Print |

Frint Setup |
Save bs |
Close |
FRefresh |

Muore Info. |

Figure 14-14: Generated Financial Reconciliation Analysis Report

f. If you need a hard copy of the report, click the PRINT button.

2. To generate the Benefit Cost Report, complete Steps 2a — 2e.

a. On the MITIGATION menu, click on Admin > Benefit Cost Report (Figure

14-15).

File Disaster Projects Funding  Plans Repository | Admin Window  Help
@ 5 & m Pro]:ect Type_ Matri:f I_nforrﬁatinn
Chg Disaster ChaGrowp  Plans NEMIE Exit Project Matrix Administr ation
Managing Recipient Agreement Roles
Assigning Recipient Roles by Project

Al+T
Alt+1
Alt+5
Alt+5

Cuarkerly Repork

Financial Reconciliation Repork

Benefit Cost Repaort

Zross Disaster Environmental Conditions

At
alt+F
Alt+E
Report  Alk+C

LetteriMemo Templates

Al+E

Figure 14-15: Mitigation >Admin >Benefit Cost Report

b. The blank Benefit Cost Report is displayed (Figure 14-16).
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\“atost Reduction Outcomes Report

This report can be run either by Dizaster, or by State for the specified region.
Fegion :

IS[=] E3

State FEMA Amend Total Project Total Federal Project
App (D Projg Mo Cost Share Oblig  Type  Community

& Digaster I 712 l 3 " State _'_!

In order to print this report for states outside the cument Region, type in 3 dizaster no. in the desined
Region, select State and choose either Al or the particular State desired. Disaster Change I
Sort |

1241642016 FEDERAL EMERGENCY MANAGEMENT AGENCY
17.29.32 Cost Effectiveness Report Filter |

[for HMGP-MEMIS Dizasters]
Find |
REGION: STATE: SELECTION CRITERIA: Save bs |
Met Present
Yalue of Taotal

Proj Benefits  Project Cost Benefit-Cost  Analps
1A] (B

Frint |

Ratio [4/8)  Twpe

4 |

Frint Fresigw |
Zoom |
Frinter Setup |

Cloge |

-

Figure 14-16: Blank Benefit Cost Report

selection in each field.

Click the RETRIEVE button. The generated Benefit Cost Report is
displayed (Figure 14-17).

[0 %]

Q‘-’, Cost Reduction Outcomes Report

This report can be run either by Disaster, or by State for the specified region
Region :

& Disaster i 181z l g " Slate I l
In orderto print this report for states outside the cument Region, type in 3 disaster no. in the desired
Ragion, selact State and choose sither Al or the particular State desired. Disaster Change I
4 |
Sort
12416/2018 FEDERAL EMERGENCY MANAGEMENT AGENCY
173014 Cost Effectiveness Report Filter I
[for HMGP-MEMIS Dizasters)
Find I
REGION: 9 STATE: &2 SELECTION CRITERIA:By Disaster Save fs I
Met Present
. . Walue of Taotal Print |
State FEM& Amend Total Project Total Federal Project . Proj Benefits  Project Cost Benefit-Cost Anals
spp D Projft Mo Cost Share Oblig  Type Community ) [B] Ratio [5/8)  Twpe - -
Frint Preview I
DR #: 7512
Proj Title: Test project Zoam l
1 J2rR[ o T szo00m]  $150001][ 134 Printer Setup I
Cloze I
[pache Courty * [ $300000]  sz00001] 1 500 crwver
Bound
Sub - Total $200,001] $150,001 $300,001 $200.001
D Tiblee Tt it

o

ol |

Figure 14-17: Generated Benefit Cost Report

If you need a hard copy of the report, click the PRINT button.
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References for Generating Standard Reports

Save a Report in a Different File Type

Reports can be saved in a different file type whenever the SAVE AS button is
available.

CAUTION: Once a report is saved in a different file type, the report is no longer
connected to the system database. If you make a change to the report,
it will not update the information in the system database. If there is a
change in the system database, the report you saved as a different
file will not reflect the latest information.

1. To save a report as an HTML table, complete Steps 1a — 1g.

HINT: Not all reports, especially the Property Site Inventory (PSI), will format
well as an HTML table. In such cases, try using Excel5 with Headers
instead.

a. From any generated report screen, click the SAVE AS button. The Save
As dialog box is displayed.

b. In the Save as type field, click the drop-down list. Select "HTML Table"
(Figure 14-18).
5“;1_ Save As [=Z
~| == =F EE-
Mame = Date modified Ty

1
L

Sawve in: |

Mo iterms match your search.

Fl [T 3
Save as type: | HTML Table - Cancel

Encoding: [ansiDECS |

Figure 14-18: Save As HTML Table

c. Inthe Save in field, navigate to the folder where you wish to save the
HTML file.

d. In the File name field, enter a descriptive file name.
e. Click the SAVE button.

f. Navigate to the HTML file you just saved.
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g. Double-click the file name. The report is displayed as a table in an HTML

page (Figure 14-19).

05/15/2013 N A AN S [ S HMGP-

14:04:14 FEDERAL EMERGENCY MANAGEMENT AGENCY BC-01

14:04:14 Cost Effectiveness Report

(for HMGP-NEMIS
Disasters)
_ SELECTION -
REGION: | 6 STATE: LA CRITERIA: By Disaster
Total Net Present
Amend |Total Project Fe;e;:‘al Project Value of Total ‘Analysis
No. Cost . T Proj Benefits ota Benefit- | T
S;ate FEMA o os Share Oblig ¥pe (A) Project Cost Cost ype
~[pr Proj# (B) Ratio Exempt
Community (A/B) Type
IiR 1607
Proj Title: State Management Costs
1 1-M 0 $2.518.458 $433.544
STATE
Statewide S0 S0 0.000 Exempt MANAGEMENT
COSTS
Sub - Total $2,518.458 $433.544 S0 S0
Proj Title: State Management Costs
1 1-M 1 §578.059 30
STATE
1

Figure 14-19: Report Saved as HTML Table

2. To save areport as a Word document, complete Steps 2a — 2j.

a. Execute Steps la - 1g.

b. On the menu bar of the HTML page, click File > Edit with Microsoft Office

Word (Figure 14-20).

[Fle Edt Wew Favorkes Tock Heb
Hews Tab = B | |
= ' FEDERAL EMERGENCY MANAGEMENT HMGP-
Save e AGENCY EC-01
Close Tab W Cost Effectiveness Report
Page Satup. {for HMGP-NEMIS
Priit... Chrip Disasters)
Prrink Presvie.
Send » IATE: AZ gﬁg;}gb‘ By Disaster
Trpoet and Export.., .
Net
Progertie
wo.kow:.g f Total Present
Exit Federal Project Value of Total Analysis
l No. Cast ih.a:{-e Type = P“”"{ Project | Benefit | 1¥Pe

Figure 14-20: Edit HTML File with Microsoft Office Word
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c. The document opens as a Microsoft Word file.
d. On the top left part of the screen, click the Office button.
e. Select Save As > Word Document. The Save As dialog box is displayed.

f. Inthe Save in field, navigate to the folder where you wish to save the
Microsoft Word file.

g. Inthe File name field, enter a descriptive file name.

h. Click the SAVE button.

i. Navigate to the Microsoft Word file you just saved.

j. Double-click the file name. The report is displayed as a Word document.

3. To save a report as an Excel 5 Document with Headers, complete Steps 3a —
39.

a. From any generated report screen, click the SAVE AS button. The Save
As dialog box is displayed.

b. Inthe Save as type field, click the drop-down list. Select "Excel 5 with
headers" (Figure 14-21).

$ Save As @
Save in: |! Desktop j I‘=_"\'i< "

Libraries

R S
A

[ L (_: omputer -
File name: |
Save as type: Cancel
Encoding: | J

Figure 14-21: Save As Excel5 with Headers

c. Inthe Save in field, navigate to the folder where you wish to save the
Excel file.

d. Inthe File name field, enter a descriptive file name.
e. Click the SAVE button.

f. Navigate to the Excel file you just saved.
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g. Double-click the file name. The report is displayed as an Excel
spreadsheet (Figure 14-22).

EHI= = Figure14-18.xls [Compatibility Mode] - Microsoft Excel
Home | Insert  Pagelayout  Formulas  Data  Review  View  Acrobat
= & e Arial o AT S S Wirap Text General - =i P (W = D H | E Autosum - -
Paﬂ LRl & D -0 .00 CUEE%HB\ F:UFrEAr;t Ef zeﬂ D;':(E F?r;‘l ﬂ i 2{«:
 Format Painter | B 4 U 7| LH Edmergeaicenter - | § - % 5 | T SB Formatting  as Table = Styles =~ - - &2 Ceart  Fijter]
Clipboard Font Alignment Number Styles Cells Editing
Al - Je | rgn_nr
A B c D E F G H | J K L M N o B Q R
1 lrgn nr__ldstr nr  aplen_id  proj_amen st_cd proj suffix status proj_ttl aprvd_amt total_actio net_preser proj_cost_ cid_nr be_analysi community be_exemp be_exemp tyg|
26 1607 1 0LA " M Y State Man 2518458 433544 0 0 229399 5 Statewide SMC STATE M£Ex|
3% 1607 1 1LA ] M Y State Man 578059 0 0 0 229999 & Statewide SMC STATE M£Ex|
4% 1607 1 2LA ] M Y State Man 591069 13010 0 0 229999 5 Statewide SMC STATE MAEx|
56 1607 1 3LA " M Y State Man 2518458 1442289 0 0 229999 5 Statewide SMC STATE M£EX|
6 6 1607 1 4 LA ] M Y State Man 2518458 629615 0 0 229399 5 Statewide SMC STATE M£Ex|
7% 1607 1 5 LA ] M Y State Man 3472868 954410 0 0 229999 & Statewide SMC STATE M£Ex|
86 1607 1 6 LA ] M Y State Man 3495368 22500 0 0 229999 5 Statewide SMC STATE MAEx|
ERG 1607 1 TLA " M Y State Man 4138910 643542 0 0 229999 5 Statewide SMC STATE M£EX|
10 6 1607 1 8 LA ] M Y State Man 4373333 234423 0 0 229399 5 Statewide SMC STATE M£EX|
16 1607 1 9 LA ] M Y State Man 4426853 53520 0 0 229999 5 Statewide SMC STATE M£Ex|
126 1607 1 10 LA ] M Y State Man 4607626 180773 0 0 229999 5 Statewide SMC STATE MAEx|
136 1607 1 11 LA " M Y State Man 4769388 0 0 0 229999 5 Statewide SMC STATE M£EX|
14 6 1607 1 12 LA ] M Y State Man 4614426 6800 0 0 229399 5 Statewide SMC STATE M£EX|
156 1607 1 13 LA ] M Y State Man 4776188 161762 0 0 229999 5 Statewide SMC STATE M£Ex|
16 6 1607 1 14 LA ] M Y State Man 4930054 153866 0 0 229999 5 Statewide SMC STATE MAEx|
1776 1607 1 18 LA " M Y State Man 4935711 5657 0 0 229399 5 Statewide SMC STATE M£Ex|
186 1607 1 16 LA ] M Y State Man 5092266 1565654 0 0 229999 & Statewide SMC STATE M£Ex|
19 6 1607 1 17 LA ] M Y State Man 5317265 0 0 0 229999 5 Statewide SMC STATE MAEx|
207 1607 1 18 LA g M Y State Man 5724550 632285 0 0 229999 5 Statewide SMC STATE M£Ex|
217 1607 1 19 LA " M Y State Man 5788825 64275 0 0 229399 5 Statewide SMC STATE M£Ex|
2% 1607 1 20 LA ] M Y State Man 5799858 11033 0 0 229999 & Statewide SMC STATE M£Ex|
236 1607 1 211A ] M Y State Man 5802281 2423 0 0 229999 5 Statewide SMC STATE MAEx|
2476 1607 1 22 LA " M Y State Man 5902572 100291 0 0 229999 5 Statewide SMC STATE M£EX|
2576 1607 1 23 LA ] M Y State Man 5998247 95675 0 0 229399 5 Statewide SMC STATE M£EX|
266 1607 1 24 LA ] M Y State Man 6022600 24353 0 0 229999 5 Statewide SMC STATE M£Ex|
276 1607 1 25 LA ] M Y State Man 6149912 0 0 0 229999 5 Statewide SMC STATE MAEx|
286 1607 1 26 LA " M Y State Man 6212445 189845 0 0 229999 5 Statewide SMC STATE M£EX|
2976 1607 1 27 LA ] M Y State Man 7129330 916885 0 0 229399 5 Statewide SMC STATE M£EX|
306 1607 1 28 LA " M Y State Man 7301830 0 0 0 229999 5 Statewide SMC STATE M£Ex|
H 4+ M| Figure 14-18 /% [al il

Figure 14-22: Report Saved as Excel Spreadsheet with Headers

NOTE: The system provides many other file formats for saving the
report file. Select the one that suits your documentation needs.
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Overview

The process of attaching documents is performed throughout numerous tasks
within NEMIS. It is used to link documents to a NEMIS record.

In the NEMIS—Mitigation functional module, the record is usually a project
application. The supporting documentation is linked to the project application
record to make the documents available for viewing by NEMIS HMGP users.
This includes documents required by NEMIS HMGP (such as the project
description and maintenance assurance documents) and any other documents
that users elect to add (such as environmental review reports, maps, and
photographs). Whether you are attaching a plan, a map, or a Declaration
Request Letter, the instructions are the same.

CAUTION: Attachments cannot be deleted once they have been added
to NEMIS HMGP. Please make every effort to limit the file
attachment size to less than 1 GB. Allow up to one hour to
retrieve and view newly attached documents.

When you select the ATTACH button from various screens in NEMIS HMGP, the
Attachment dialog box is displayed (Figure A-1).

\"gnttachment I

Dizaster Mumkber: ! 7514 Application d: ES Project Amendment M ?3

Document Type: I LI

Documert Mame: !

i Archive i Cancel |

Figure A-1: Attachment Dialog Box

This appendix describes the following tasks:

e Attach a document
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DMARTS Information

DMARTS is a component of FEMA’s National Emergency Management Information
System (NEMIS), an agency-wide system that provides a technology base to FEMA and
its partners.

DMARTS supports NEMIS by providing document capture, repository, and workflow
functions. NEMIS HMGP will use DMARTS to attach project documents. ViewStar will
no longer be supported in NEMIS HMGP.
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Task 1: Attach a Document

1. Click the Attachments tab (Figure A-2).

NOTE: The Attachments tab displayed here is located in the NEMIS >
Mitigation > Disaster > Overview area. All Attach screens are

similar.

Q%Disaster Overview: DISASTER #:7519 STATE:MS REGION #:4 DECLARATION DATE:02/18/2010

Froj Matrix Exceptions | Froperty Actions |

Dizaster Information i Recipient Information l SF424 Information Federal Public Motice

D D it Title Document Status:

it Type

Document will be viewable only when document status is 'Document archival process complete’

Altach | Wigw I
o]

Figure A-2: Attachments Tab

2. On the bottom right part of the tab, click the ATTACH button. The Attachment

dialog box is displayed (Figure A-3).

\‘a Attachment
Dizaster Mumber: ! 7519
Dacument Type: l ;j

=

Dacument Marme: I

Archwe' Cancel |

Figure A-3: Attachment Dialog Box
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3. In the Document Type field, select the document category from the drop-
down list.

4. In the Document Name field, enter a descriptive name for the document.
5. Click the ARCHIVE button. The Select Attachment dialog box is displayed.

6. Navigate to the file to be attached. Select the file (Figure A-4).

i select Attachment I

Lock ir: | [T NEMIS ~| « & e B

Mame = I"I Date modified Ivi Type *l
[l oEC 11302016 10:2... File folde—
[T 12 11/30/2016 10:2...  File Folde
[T poa 11/30/2016 10:2...  File Folde
81| ADDDSN 6/10/2003 9:15 AM  Applicatic
- ADDRlabelnarnes 21712000 3:23 PM Texk Doc
| AFTERACT D 711401997 12:23,,, DOC File
1| | b

File name: [| Open

Filez of type: IFiIes "% L‘ Cancel

Figure A-4: Select Attachment Dialog Box with Selected File

7. Click the OPEN button. The Successful Archive of Document message is
displayed (Figure A-5).

Document Attachment

ik

Figure A-5: Successful Archive Message

8. Click the OK button.

9. The document name is displayed on the Attachments tab (Figure A-6).
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Froj M atrix Exceptions I Froperty Actiohs |
Disaster |nfarmation ] Recipient Infarmation l SF424 |nformation Federal Public Motice Attachments | |lzer to Fecipient Link ]
Document Type  Document Title Document Status

Misc |Test attachment EF.”E! extraction to O/S directo ry pending

Document will be viewable only when document status is 'Document archival process complete'

Wiew i

Figure A-6: Attachments Tab with Document List
10.To view a document, highlight the document row and click the VIEW button.

11.Document may not be immediately archived in DMARTS. It will be available
to view only after the archival process is complete (Figure A-7).

¥iew Attachments l

Document is nok archived in DMARTS ek, It will be available to
# wiew only after archival process is complete,

] 4

Figure A-7: DMARTS View Attachments Window
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Overview

Enter a Name from the Personnel Databases.........cccoooiiiiiiiiiiiiin. B-3
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Overview

The NEMIS Personnel Databases provide information on:
e Contacts
e FEMA Staff Members
e Mitigation Property Owners

The Contacts database includes names and information on a variety of non-
FEMA contacts such as:

e Representatives of State, county and local governments
e Managers and Directors for Recipients and Subrecipients
e Contacts for specific sites (i.e., floodplain managers)

The database gets updated when a new contact is entered.

The FEMA Staff Members database includes:
e Permanent Full-Time (PFT) employees
e Disaster Employees
e Local hires
e Cadre of On-call Response Employees (CORES)

This database is downloaded from the Automated Deployment Database (ADD)
and is updated periodically.

The Mitigation Property Owners database is populated by property owners added
to the Property Site Inventory tab in the Mitigation > Projects > Application
Development area.

Because all three databases contain the same elements, the instructions for
entering, editing or selecting names are the same.
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Enter a Name from the Personnel Databases

1. NEMIS HMGP displays one of the following windows, depending on the
personnel database that needs to be accessed:

Look up a Contact window — for searching the Contacts database

Look up a FEMA Staff Member window — for searching the FEMA Staff
Members database

Look up a Mitigation Owner window — for searching the Mitigation
Property Owners database

This appendix provides instructions for the Look up a Contact window (Figure
B-1), but all three windows operate the same way.

\"*Lnok up a Contact

Enter Criteria:

First Middle Last Search |
Hame: [ | e
ContactD:[ F_l
Nickname: | Prefix: | x| Suffix:| | Add |
Title: | —
Organization: | Jmil —
Address 1: £
Address 2: |
Street Num: r—_ Street Name:| —‘I—I
Unit Typei_ Unit-Num:r_ LCaneel I
City: | State:|| | z1P:| = -
Directions: |
Note: |
Carrier Code: i— USPS Bar Code: l—

Locatn Cnde:i Lungitude:i Latitude:l

EMail: |

This information is subject to the Privacy Act of 1974,

Area| Phone | EXT| PIN | Area| Phone | EXT| PIN |

Figure B-1: Look Up a Contact Window

2. To speed up the search, enter as much information as you have about the
person.

HINT: If you are not sure how the person’s name is entered in the database, use

only the initial of the first name followed by an asterisk (*). All forms of
the name will be retrieved (i.e., T* will find Tom, Tommy, Thomas). You
may also want to follow the last name with an * in order to retrieve
personnel records whose last name may end with a name suffix.
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a. To the right of the Organization field, click the ellipsis (...) button to access
a database of organizations including FEMA, other Federal agencies,
contractors, and State and local organizations. The Look up an
Organization window is displayed.

b. Select an organization type from the drop-down list. Click the Search
button.

HINT: If the organization type drop-down list is not working, click the
Search button to retrieve all the records, or leave the field blank.

c. Scroll through the organizations listed. If the organization you want is
displayed, click the OK button.

d. The organization you selected is displayed in the Look up a Contact
window.

3. Click the SEARCH button. The system displays records that match your
criteria (Figure B-2).

Search Results: 1 of 6 records
First Middle Last o Huery |
| AR NG HAM :
Contact ID: 25254214 j &l
Nickname: | Prefix: [Mr | Suffix: | | &dd l
Title: [PASTOR e |
Organization: [PUBLIC ENTITY iy =
Address 1: [ENFIELD CHRISTIAN SCHOOL _E.T.'e_l
Address 2: |HC 67 BOX 1034
Street Mum: I— Street Nama: | L‘
Unit Typel_ Unit Num:l_ Cancel i
City: MVEST ENFIELD State:|ME x| ZIP:|04453 ~] -Ji000
Directions: |
Nute:iEQUIFAX PUBLIC ENTITY PO
Carrier Code: I— USPS Bar Coda: l—
Locatn Cude:l_ Lungitude:Fgﬁ.SwB“éES_- Latitude: m@_
EMail: | |

This information is subject to the Privacy Actof 1974. Fs Shaee

Area| Phone | EXT| PIN | Areal Phone | ExT | PN
P07 [Faz4200 | |
[\Wark Yoice |

I

l Delete Phone

Figure B-2: Search Results

4. If the personnel record you want is displayed, click the OK button. The record
you selected is displayed in the correct NEMIS field.
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5. If the personnel record with the specified criteria is not found, the Search
Results: 0 of 0 records message is displayed on the top left corner of the
Look up a Contact window (Figure B-3).

“Luuk up a Contact
Search Results: 0 of 0 records

Figure B-3: Zero Search Results

6. The Search for Similar Records dialog box is displayed (Figure B-4).

Look up a Contact

Mo records found with the specified criteria. ‘Would you like to search for records that
zound like the specified criteria?

Figure B-4: Search for Similar Records Dialog Box

7. Click the YES button if you want to search for records that are similar to the
specified criteria.

8. Click the NO button if you do not want the system to search for similar
records.

9. Click the ADD button to enter information for a new personnel record.
10. Enter the information listed in Table B-1.

Table B-1: Personnel Record Data Fields

DATA FIELD INFORMATION TO BE ENTERED

Name First, middle, and last name of personnel
First and last

names are required

fields

Nickname Nickname of personnel

Prefix Name prefix of personnel

Suffix Name suffix of personnel

Title Title of personnel
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DATA FIELD INFORMATION TO BE ENTERED

Organization

Organizations including FEMA, other Federal agencies,
contractors, and State and local organizations

Address 1 and 2

Do not abbreviate

Street Num

Street number of personnel address

Street Name

Street name of personnel address

Unit Type Unit type of personnel address, if applicable
Unit Num Unit number of personnel address, if applicable
City City of personnel address

Required field

State
Required field

State of personnel address

ZIP
Required field

Zip code of personnel address

If you do not know the ZIP code, select 00000 from the drop-
down list

ZIP+4 Four additional digits to identify a geographic segment within
the five-digit delivery area

Directions Instructions to get to the address

Note E.g., agency name, point of contact

Carrier Code

Nine-digit Carrier Route Code

USPS Bar Code

Address USPS bar code

Location Code

Address location code

Longitude and
Latitude

Longitude and Latitude of location in decimal degrees

E-mail

E-mail address of personnel

11.Click the SAVE button to add the personnel to the database.

12. Click the OK button to place the personnel's name in the correct NEMIS field.
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CAUTION: If you just click the OK button without first clicking the SAVE
button, the personnel’s name will be on the NEMIS field, but the
record will not be added to the database. If you click only the
SAVE button, it adds the name to the database but not to the
NEMIS field.

13.To add a telephone number to the record, click the ADD PHONE button.
14. Enter the information listed in Table B-2.

Table B-2: Add Phone Data Fields

DATA FIELD INFORMATION TO BE ENTERED

Area Area code of the phone number

Phone Last seven digits of the phone number

EXT Extension number, if applicable

PIN Personal Identification Number, if applicable

Type Type of phone number. Select one of the following:
e Home

e Home Voice
¢ Home Fax

o Work

e Work Voice
e Work Fax

e Pager

e Car Phone

Description or Note Description or note to assist in reaching the person, such as
available times

15. Click the SAVE button to save the personnel's telephone number to the
database.

16. Click the OK button to return to the original NEMIS screen.
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Overview

NEMIS HMGP provides access control mechanisms that protect the system and
the viewing and editing of information. These mechanisms control the users' level
of access to the application and to the application objects, which are the menus,
screens and data fields.

At the highest access level, there are two main teams of NEMIS HMGP users:
the Emergency Response Team (ERT) and the Regional Operations and
Managements Team (ROM).

Currently, there are three generally accepted positions under the ERT (Deputy
FCO for Mitigation, Deputy Hazard Mitigation Officer, and Hazard Mitigation
Officer) and thirteen under the ROM including two non-FEMA positions.

Each Position has several associated roles. The role names used in both teams
are the same. Thus, there is an MT Hazard Mitigation Officer (HMO) role in the
ERT team and an MT Hazard Mitigation Officer (HMO) role in the ROM team.
This is important to note because some system processes, such as allocation,
can be executed only by users who have the assigned role in both the ERT and
ROM teams.

Each role is also referred to as a Group ID. Each role has pre-defined privileges
to view and/or edit the application objects.

When a user is given access to the system, a User Name is established and
assigned to the ERT or to the ROM, or to both. Depending on the user's position,
the user receives the roles for that position.

The access process and structure described above is disaster-specific. Thus, the
same user may be in the ERT team for Disaster A, and, at the same time, be in
both the ERT and ROM teams for Disaster B.
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NEMIS HMGP Teams, Positions and Roles

Table C-1 lists the positions and roles in the Emergency Response Team (ERT).

NOTE: The Regional user must have at least one ROM position containing the MA or
HMO role to enter data in the HMGP module.

An "X" in any of the three columns to the far right indicates what capability
exists for each role.

ES Module stands for the Emergency Support Module, where
allocations/obligations get final approval from the Office of Financial
Management.

The three ERT positions and associated roles below are the primary ones for
processing project applications in the HMGP module and for
allocations/obligations in the HMGP and ES modules.

Table C-1: NEMIS HMGP Positions and Roles in the ERT;
Deputy FCO for Mitigation (HZM014)

HMGP  HMGP ES

DATA | ALLoc/ | ALLoc/
ENTRY | OBLGN @ OBLGN

MT Division Chief - dc (4) X
MT Hazard Mitigation Officer - HMO (5) X X X
MT Analyst - MA (6) X X

PO (16)

Disaster Recovery Manager - DRM (32) X

Program Head - ph (49)
Project Officer - PRJO (71)
MT Branch Chief - BC (102) X
IS Reviewer Specialized - ISRSPEC (150)
Declaration User (250)

AT Requestor - ATREQ (255)

COR Requestor - CORREQ (256)

Help Desk Requestor - HDREQ (259)
DEC_RGN_READ_ROLE

EIS_ROLE

NEMIS_READ_ROLE
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HMGP HMGP ES

DATA | ALLoc/ | ALLoc/
ENTRY | OBLGN @ OBLGN

PDA_MOBILE_ROLE
PDA_READ_ROLE
PDA_USER_ROLE

Table C-2: NEMIS HMGP Positions and Roles in the ERT;
Deputy Hazard Mitigation Officer (HZM016)

HMGP HMGP ES

DATA | ALLoc/ | ALLoc/
ENTRY | OBLGN @ OBLGN

MT Division Chief - DC (4) X

MT Hazard Mitigation Officer - HMO (5)
MT Analyst - MA (6)

MT Cost Reviewer - CSTRV (7)

MT Environmental Officer - ENVOF (8)
MT Environmental Reviewer - ENVRYV (9)
PO (16)

Action Officer - AO (18)

Project Officer - PRJO (71)

MT Branch Chief - BC (102)

AT Requestor - ATREQ (255)

COR Requestor - CORREQ (256)

Help Desk Requestor - HDREQ (259)
DEC_RGN_READ_ROLE

EIS_ROLE

NEMIS_READ_ROLE
PDA_MOBILE_ROLE
PDA_USER_ROLE

X | X | X | X|X
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Table C-3: NEMIS HMGP Positions and Roles in the ERT;
Hazard Mitigation Officer (HZM030)

HMGP  HMGP ES

DATA | ALLoc/ | ALLoc/
ENTRY | OBLGN @ OBLGN

MT Division Chief - DC (4) X

MT Hazard Mitigation Officer - HMO (5)
MT Analyst - MA (6)

MT Cost Reviewer - CSTRV (7)

MT Environmental Officer - ENVOF (8)
MT Environmental Reviewer - ENVRYV (9)
PO (16)

Action Officer - AO (18)

Program Head - PH (49)

Project Officer - PRJO (71)

MT Branch Chief - BC (102) X
IS Reviewer Specialized - ISRSPEC (150)
AT Requestor - ATREQ (255)

COR Requestor - CORREQ (256)

Help Desk Requestor - HDREQ (259)
DEC_RGN_READ_ROLE

EIS_ROLE

NEMIS_READ_ROLE
PDA_MOBILE_ROLE

PDA_USER_ROLE

X | X | X | XX

Tables C-4 — C-16 lists the positions and roles in the Regional Operations and
Management (ROM).

NOTE: The Regional user must have at least one ROM position containing the MA or
HMO role to enter data in the HMGP module.

An "X" in any of the three columns to the far right indicates what capability
exists for each role.

Effective September 1, 2011, FEMA Office of the Chief Financial Officer (OCFO)
issued FEMA Directive # 257-3-OFMIS User Access and Termination. Issue this
This Directive is adhered to prior to assigning users who must obtain access to
IFMIS positions and roles.
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ES Module stands for the Emergency Support Module, where
allocations/obligations get final approval from the Office of Financial

Management.

The positions and associated roles below are the primary ones in the ROM for
processing project applications in the HMGP module and for

allocations/obligations.

Table C-4: NEMIS HMGP Positions and Roles in the ROM: MT:
Regional Environmental Officer (RT.32.06)

HMGP HMGP ES

DATA  ALLoc/ | ArLoc/
ENTRY OBLGN @ OBLGN

MT Analyst - MA (6)

MT Environmental Officer - ENVOF (8)

Action Officer - AO (18)

Project Officer - PRJO (71)

AT Requestor - ATREQ (255)

COR Tracker - CORTR (257)

COR Requestor - CORREQ (256)

Help Desk Requestor - HDREQ (259)

NEMIS_READ_ROLE

PDA_MOBILE_ROLE

PDA_USER_ROLE

Table C-5: NEMIS HMGP Positions and Roles in the ROM: MT:
Environmental Specialist (RT.32.07)

HMGP HMGP ES

DATA  ALLoc/ | ALLoc/

MT Analyst - MA (6)

ENTRY OBLGN @ OBLGN

MT Environmental Officer - ENVOF (8)

Action Officer - AO (18)

Project Officer - PRJO (71)

AT Requestor - ATREQ (255)

COR Tracker - CORTR (257)

COR Requestor - CORREQ (256)
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HMGP HMGP ES

DATA  ALLoc/ | ALLoc/
ENTRY @ OBLGN OBLGN

Help Desk Requestor - HDREQ (259)
NEMIS_READ_ROLE
PDA_MOBILE_ROLE
PDA_USER_ROLE

Table C-6: NEMIS HMGP Positions and Roles in the ROM: MT:
Hazard Mitigation Analyst (RT.32.04)

HMGP HMGP ES

DATA  ALLoc/ | ALLoc/
ENTRY @ OBLGN OBLGN

MT Analyst - MA (6) X X

MT Cost Reviewer - CSTRV (7) X
Action Officer - AO (18)

Project Officer - PRJO (71)

AT Requestor - ATREQ (255)

COR Tracker - CORTR (257)

COR Requestor - CORREQ (256)
Help Desk Requestor - HDREQ (259)
NEMIS_READ_ROLE
PDA_MOBILE_ROLE
PDA_USER_ROLE

Table C-7: NEMIS HMGP Positions and Roles in the ROM: MT:
Hazard Mitigation Grants Specialist (RT.32.03)

HMGP HMGP ES

DATA  ALLoc/ | ALLoc/
ENTRY @ OBLGN OBLGN

MT Hazard Mitigation Officer - HMO (5) X X X
MT Analyst - MA (6)

MT Cost Reviewer - CSTRYV (7)

MT Environmental Reviewer - ENVRYV (9)
Action Officer - AO (18)

Project Officer - PRJO (71)

Declaration User (250)

X | X | X
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HMGP HMGP ES

DATA  ALLoc/ | ALLoc/
ENTRY @ OBLGN OBLGN

AT Requestor - ATREQ (255)

COR Tracker - CORTR (257)

COR Requestor - CORREQ (256)
Help Desk Requestor - HDREQ (259)
DEC_RGN_ROLE

EIS_ROLE

NEMIS_READ_ROLE
PDA_MOBILE_ROLE
PDA_USER_ROLE

Table C-8: NEMIS HMGP Positions and Roles in the ROM: MT:
Hazard Mitigation Officer (RT.32.02)

HMGP HMGP ES

DATA  ALLoc/ | ALLoc/
ENTRY @ OBLGN OBLGN

MT Hazard Mitigation Officer - HMO (5) X X X

MT Analyst - MA (6)

MT Cost Reviewer - CSTRV (7)

MT Environmental Reviewer - ENVRYV (9)
PO (16)

Action Officer - AO (18)

Program Head - PH (49)

Project Officer - PRJO (71)

MT Branch Chief - BC (102)
Declaration User (250)

AT Requestor - ATREQ (255)

COR Requestor - CORREQ (256)
COR Tracker - CORTR (257)

Help Desk Requestor - HDREQ (259)
DEC_RGN_ROLE

EIS_ROLE

NEMIS_READ_ROLE
PDA_COORDINATOR_ROLE

X | X | X

Page C-8 NEMIS HMGP User Manual MR 3.19.01



September 2016 Appendix C: NEMIS HMGP Positions and Roles

HMGP HMGP ES

DATA  ALLoc/ | ALLoc/
ENTRY @ OBLGN OBLGN

PDA_MOBILE_ROLE
PDA_USER_ROLE

Table C-9: NEMIS HMGP Positions and Roles in the ROM; MT:
Senior Hazard Mitigation Officer (RT.32.01)

HMGP HMGP ES

DATA  ALLoc/ | ALLoc/
ENTRY OBLGN @ OBLGN

MT Division Chief - DC (4) X

MT Hazard Mitigation Officer - HMO (5)
MT Analyst - MA (6)

MT Cost Reviewer - CSTRV (7)

MT Environmental Reviewer - ENVRYV (9)
PO (16)

Action Officer - AO (18)

Program Head - PH (49)

Project Officer - PRJO (71)

MT Branch Chief - BC (102) X
Declaration User (250)

AT Requestor - ATREQ (255)

COR Requestor - CORREQ (256)
COR Tracker - CORTR (257)

Help Desk Requestor - HDREQ (259)
DEC_RGN_ROLE

EIS_ROLE

NEMIS_READ_ROLE
PDA_COORDINATOR_ROLE
PDA_MOBILE_ROLE
PDA_USER_ROLE

X | XXX
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Table C-10: NEMIS HMGP Positions and Roles in the ROM; MT:
Reg Community Mitigation Program Branch Chief (RT.31.00)

HMGP HMGP ES

DATA  ALLoc/ | ALLoc/
ENTRY @ OBLGN OBLGN

MT Division Chief - DC (4) X
MT Hazard Mitigation Officer - HMO (5) X X X
MT Analyst - MA (6) X X

PO (16)

Action Officer - AO (18)

Program Head - PH (49)

Project Officer - PRJO (71)

MT Branch Chief - BC (102)
Declaration User (250)

AT Requestor - ATREQ (255)
COR Requestor - CORREQ (256)
COR Tracker - CORTR (257)
Help Desk Requestor - HDREQ (259)
DEC_RGN_ROLE

EIS_ROLE

NEMIS_READ_ROLE
PDA_COORDINATOR_ROLE
PDA_MOBILE_ROLE
PDA_USER_ROLE

Table C-11: NEMIS HMGP Positions and Roles in the ROM; MT:
Reg Hazard Ident and Risk Assmt Branch Chief (RT.32.00)

HMGP HMGP ES

DATA  ALLoc/ | ALLoc/
ENTRY OBLGN & OBLGN

MT Division Chief - DC (4) X
MT Hazard Mitigation Officer - HMO (5) X X X
MT Analyst - MA (6) X X

PO (16)

Action Officer - AO (18)
Program Head - PH (49)
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Project Officer - PRJO (71)

HMGP  HMGP

MT Branch Chief - BC (102)

Declaration User (250)

AT Requestor - ATREQ (255)

COR Requestor - CORREQ (256)

COR Tracker - CORTR (257)

Help Desk Requestor - HDREQ (259)

DEC_RGN_ROLE

EIS_ROLE

NEMIS_READ_ROLE

PDA_COORDINATOR_ROLE

PDA_MOBILE_ROLE

PDA_USER_ROLE

Table C-12: NEMIS HMGP Positions and Roles in the ROM; MT:
Division Director (RT.30.00)

HMGP HMGP

MT Division Chief - DC (4)

MT Hazard Mitigation Officer - HMO (5)

PO (16)

Action Officer - AO (18)

Program Head - PH (49)

Project Officer - PRJO (71)

MT Branch Chief - BC (102)

Declaration User (250)

AT Requestor - ATREQ (255)

COR Requestor - CORREQ (256)

COR Tracker - CORTR (257)

Help Desk Requestor - HDREQ (259)

DEC_RGN_ROLE

EIS_ROLE
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HMGP HMGP ES

DATA  ALLoc/ | ALLoc/
ENTRY @ OBLGN OBLGN

NEMIS_READ_ROLE
PDA_COORDINATOR_ROLE
PDA_MOBILE_ROLE
PDA_USER_ROLE

Table C-13: NEMIS HMGP Positions and Roles in the ROM,;
Hazard Identification and Risk Assessment Branch Ch (RT.03.03)

HMGP HMGP ES

DATA  ALLoc/ | ALLoc/
ENTRY @ OBLGN OBLGN

MT Division Chief - DC (4) X
MT Hazard Mitigation Officer - HMO (5) X X X
MT Analyst - MA (6) X X

MT Read Only - MTRO (11)

PO (16)

Program Head - PH (49)

Project Officer - PRJO (71)

MT Branch Chief - BC (102)

COR Requestor - CORREQ (256)
COR Tracker - CORTR (257)
Help Desk Requestor - HDREQ (259)
EIS_ROLE

PDA_ADMIN_ROLE
PDA_COORDINATOR_ROLE
PDA_MOBILE_ROLE
PDA_USER_ROLE
MT_READ_ROLE

Page C-12 NEMIS HMGP User Manual MR 3.19.01



September 2016 Appendix C: NEMIS HMGP Positions and Roles

Table C-14: NEMIS HMGP Positions and Roles in the ROM;
Community Mitigation Program Branch Chief (RT.03.02)

HMGP HMGP ES

DATA  ALLoc/ | ALLoc/
ENTRY @ OBLGN OBLGN

MT Division Chief - DC (4) X
MT Hazard Mitigation Officer - HMO (5) X X X
MT Analyst - MA (6) X X

MT Read Only - MTRO (11)

PO (16)

Program Head - PH (49)

Project Officer - PRJO (71)

MT Branch Chief - BC (102)

COR Requestor - CORREQ (256)
COR Tracker - CORTR (257)
Help Desk Requestor - HDREQ (259)
EIS_ROLE

PDA_ADMIN_ROLE
PDA_COORDINATOR_ROLE
PDA_MOBILE_ROLE
PDA_USER_ROLE
MT_READ_ROLE

Table C-15: NEMIS HMGP State Positions. State positions and roles are found
ONLY in the ROM; MT: State Hazard Mitigation Officer (RT.32.30)

HMGP HMGP ES

DATA  ALLoc/ | ALLoc/
ENTRY OBLGN @ OBLGN

MT Read Only - MTRO (11) \(/)'ﬁl";’
MT State User - MTSU (13) X

(Data Entry in Project Applications)
State Approving Official - SAO (43)
AT Requestor - ATREQ (255)
MT_READ_ROLE
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Table C-16: NEMIS HMGP State Positions. State positions and roles are found
ONLY in the ROM; MT: Hazard Mitigation Specialist — State (RT.32.31)

HMGP HMGP ES

DATA  ALLoc/ | ArLoc/
ENTRY OBLGN & OBLGN

MT Read Only - MTRO (11) \(/)IEK\,/ \(/)Iﬁ;;\,l
View View
MT_READ_ROLE Only Only
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Startup

Help:
User Manual: For the latest version of the NEMIS HMGP User Manual, go to the

FEMA website at http://www.fema.gov and enter the search term “NEMIS HMGP
User Manual.”

Helpdesk
e HLPFEMAFEMA-enterprise-service-desk@fema.dhs.gov
e 1-888-HLP-FEMA (1-888-457-3362)

Password

Change your password every 90 days by following FEMA IT security protocols.
For password help or questions, contact the FEMA Help Desk at 1-888-HLP-
FEMA.

Closeout dates
Do not enter future/anticipated closeout dates on the Disaster Overview Tab.
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Attachments

e Try to limit the file attachment size to less than 1GB.
e Once uploaded, attachments cannot be deleted.
e Allow up to one hour to retrieve and view the newly attached documents.
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Managing HMGP Applications

Get it right the first time

Once entered, the following information cannot be changed. If this information is
entered incorrectly, you must withdraw the application and submit a new application.

e Suffix code
e Project type
e Subrecipient

Link to Recipient

e HMGP project applications cannot be entered in the system until the user is linked
to the Recipient.

Zero-out

¢ Void or withdraw all project amendments. Zero-out means amending the project to
have a $0 cost estimate, submitting the amendment for approval, and then, once
approved, voiding or withdrawing the $0 amendment as well as ALL previously
approved amendments for the project.

Edit or Amend?

¢ You can edit projects before they are approved or denied. After a project has
been approved or denied, the project can only be amended, not edited.

Green Fields

o All “green fields” must be completed before the system will allow the application to
be submitted for FEMA review.

Cost Estimate Tab

e You can now use a pre-approved spreadsheet to import the cost estimate items
into the project application. Contact your Regional POC for a copy of the
approved spreadsheet template.

Property Site Inventory

e Account for existing zeroes when entering amounts in PSI funding tab.

e The city and state are required to search for a property record you wish to add to
the PSI.

e Complete all fields shaded in green prior to submitting the application for Federal
approval

e You can now export, update and import PSI information spreadsheets to and from
NEMIS HMGP.
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Managing Project Eligibility

Workflow Map Legend
e Blue solid squares represent workflow tasks that have been completed.

e Green solid squares represent workflow tasks that are ready for you to execute
under your current Group ID.

e Yellow squares (solid or crisscrossed) represent workflow tasks that you cannot
execute with your current Group ID. You can however, view the work packet
information.

e Squares with crisscrossed lines represent workflow tasks that cannot be
completed until other reviews are completed first.

e Refresh after each submittal.

\# Test project <] I
Disaster Ho: 7612
‘% & Application ID: 1
Laws/EOs Review Amendment Ho: 1
(ENVRY) Current Group: MA
> — >
Environmental
Officer Review

AR

Application NEPA Project Approval Decision Final Project
Delegate Completeness Documentation Approval Concurrence Approval
(HMO) Review (MA) | Review (ENVRY) Decision (MA) (HMO) (HMO)

[E] current Role can process
[[] current Role cannct process |
B compieted Work Flow Step

[3] Pending Work Flow Step [Change Group] Close

Figure D-1: Workflow Map Diagram

Withdraw, void or amend?

If projectis... You can...

Submitted and approved Amend, Withdraw, Void
Submitted and denied Amend, Withdraw, Void
Submitted and pending Edit, Withdraw, Void
Not submitted Submit, Withdraw, Void

e Documents can be attached regardless of project status.

Other eligibility tips
e Check all eligible boxes (Y for cost approved).
e If status of any amendment is approved, the project is considered approved.
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Managing Project Funding

e A deobligation of current fiscal year funds requires a manual deallocation of
same funds.

e When entering financial information, use the Tab key to move from field to field.
Using the tab key ensures proper funding calculations and saves the information
entered. Do not use the mouse to navigate from field to field.

e Perform global match if federal share for any project is greater than 75 percent.

Obligation and Deobligation Process

OBLIGATION
Submit | Approve Allocate | Obligate
Project % Project Funds a Funds

DEOBLIGATION

Amend Approve .| Deobligate .| Deallocate
Project Project Funds Funds*

Figure D-2: Obligation and Deobligation Processes

* |If needed. See User Manual Unit 10, Part 4: Deallocation.
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Miscellaneous

e The best way to save information is to use the Tab key or the Save button.

e All projects—not just those submitted for Federal eligibility—must be closed out
before the disaster can be closed.

e To exit a window, use the Close or Cancel button; do not “x-out” of the window.

e To generate reports, see User Manual Unit 14: Generate Standard HMGP
Reports.
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