Document Control Procedures Manual [September 2006]

Table of Contents

Page
INTRODUCTION
INT.1 Purpose and Scope Of DOCUMENT .......ccviiiiieieiie e INTRO-1
INT.2  Organization Of DOCUMENT ..........ciiiiiiiieieie et INTRO-2
INT.3  AULNOTILY ..ot b e ere e e e e e INTRO-4
INT.4 Document Control and Maintenance Plan ..o, INTRO-4
INT.5 Overview of Flood Hazard Mapping Program...........cccccceeveveevveieeseesieseesnenens INTRO-5
INT.6 Overview of Flood Hazard Mapping Products ..........ccccceveveneniinncsie e INTRO-7
INT.7 Overview of Flood Hazard Mapping ProCeSS ........cccccueeeieerieieenieenieseesieeienns INTRO-12
INT.8 Overview of Mapping FOrMALS .........cccoveiiiiiriiiieiesieeee e INTRO-19
INT.8 Overview of Mapping Partners ........cccccveviieeie i INTRO-20

LIST OF ACRONYMS AND ABBREVIATIONS

GLOSSARY OF TERMS

SECTION 1—PROCEDURES FOR PROCESSING NEW AND REVISED FLOOD
INSURANCE STUDY REPORTS AND FLOOD INSURANCE RATE MAPS

1.1 Initial Processing of Draft Materials Resulting from FEMA-Contracted Flood Map

o (0] 1= £SO S USSR 1-3
1.2 Initial Processing of Physical Map REVISIONS..........ccoovviiiiiieieiie e 1-3
1.3 Technical Review and ProdUCHION ..........cooveiiiiieiieiicie e 1-6
1.4 Preliminary Map and RePOrt PrOCESSING ......ccveiveieerieiiesieeiesieseesiesreeseeseesseessaeseesneeses 1-7
1.5  Summary of Map ACtION Preparation ............ccccoveieeiieiiereeiieseesesieseeseesee e sae e sneeses 1-9
1.6 Post-Preliminary Map and Report ProCeSSING .......c.ccveiveieeieerieiiesieesie e sie e 1-13
1.7 Revised Preliminary Map and Report ProCesSing ........cccocevvererienienieie e 1-17
1.8  Handling of Newspaper Publication Problems............c.ccocoiiiiiiiiinneeeee, 1-17
1.9  Appeal and Protest PrOCESSING.......cccoueiiiiiiiiiieieieieie sttt 1-18
1.10  Correction NOLICE PrOCESSING ....ocveiveeieiieiiesieeieseesteaeesseesteesesseesseessesseesseessesssessessses 1-21
1.11  Final Determination PrOCESSING ......cvivveiieiieiieiieesieeiteseesteeste e ste e steenaesnaesraenee s 1-22
1.12  Processing for U.S. Government Printing OffiCe .........cccovveiiiiiiiiiie e, 1-24
1.13  Cancellation of Final Determination...........ccoooeeeiienieiiiie e 1-24
1.14  Suspension NOTICE PrOCESSING .....ceuvereierieriiriesiieieieiesie sttt b bbb 1-25
1.15  Revalidation PrOCESSING......c.veiiiieiieieiieseesieseesteeste e steesae e ssaesteasaessaessaeneesraesseaneens 1-26
1.16  Reinstatement Letter PrOCESSING......cciveiieiiereeiesiesteeieseesieeiesseesraesseeneesraeseeesaesneesses 1-28
1.17 Complete Countywide Map and Report ProCesSiNg .........cevverueeeeieerieerieseeseesiesee e 1-28
1.18 Coastal Barrier Resources System REVISIONS ..........ccveruiriiieenieniiesienieeee e siee e see e 1-29
1.19  NOUICE TO USEI REVISIONS ......eeiieiiesiiesieeniesiiesieesiesseesteesaesseesseesaesseesseessessessseessessessseessens 1-33
1.20 Corporate Limit Change REQUESES .........cccoiiiirieieieesee et 1-35
1.21  Distribution REQUITEIMENTS ......cueiieiieeieiieieeie e seesieseeseesre e e e sreeaesnee e essesnaesseenees 1-40



Document Control Procedures Manual [September 2006]

Table of Contents (Cont’d)

Page

SECTION 2—PROCESSING PROCEDURES FOR CONDITIONAL AND FINAL MAP
REVISIONS BASED ON CONDITIONS OTHER THAN FILL

2.1
2.2
2.3
2.4
2.5
2.6
2.7
2.8
2.9
2.10

Conditional Map Revisions Based on Conditions Other Than Fill .................cccccovenn 2-1
Final Map Revisions Based on Conditions Other Than Fill ............c.cccooiiiiiiinienen 2-2
Exemptions of Review and ProCessing FEES ... 2-2
INITIAL PrOCESSING. .. eiieiieeiecie ettt e e esraesae e e e sre e reeneesneenes 2-3
TECNNICAI REVIBW. ...t bbbttt ans 2-6
FINAL PIOCESSING ...c.vviveeie ittt ettt ettt et te et e st e st e et e sneesteeteesaesneentesneenns 2-6
Additional Processing Information for Conditional Letters of Map Revision ............... 2-7
Additional Processing Information for Letters of Map ReViSion ...........c.ccoccovvviinnennen. 2-8
Processing Information for Deferrals ... 2-16
Distribution REGQUITEIMENTS .........eiieieeie e sieeste et ste e e e ae e reesneaneesneenneas 2-17

SECTION 3—PROCESSING PROCEDURES FOR CONDITIONAL AND FINAL MAP
REVISIONS BASED ON FILL, CONDITIONAL AND FINAL MAP AMENDMENTS,
AND LETTERS OF DETERMINATION REVIEW

3.1
3.2
3.3
3.4
3.5

Conditional and Final Map Revisions Based on Fill .............cccooooviiiiiiiciece 3-1
Conditional and Final Map AmendmentS........cccceoeiieeiienieese e e 3-5
AUtoMAted Letter PrOUUCTES .......ccoveiieiieie ettt 3-10
Letters of Determination REVIEW...........cooiiiiiiiieieieie e 3-11
Distribution REGQUITEIMENTS .........eiieieeie et este et ste e reesae e raeaeaneesneenseas 3-14

SECTION 4—PROCESSING PROCEDURES FOR SPECIAL CONVERSIONS

4.1
4.2
4.3
4.4
4.5
4.6
4.7
4.8
4.9

Criteria for Special CONVEISIONS.........cciiiiiieiieie ettt 4-1
Initiation Of Special CONVEISIONS.........cccuiiiiieiieiesie e 4-2
INITIAL PrOCESSING . ....eivieiieieiteite ettt e bbbt 4-2
Technical Review and Processing of Non-Floodprone Conversions ...........ccccceevevvennne 4-3
Technical Review and Processing of Minimal Conversions by Letter.............cccccoevene. 4-6
Technical Review and Processing of Minimal Conversions With Maps ............c.c.c....... 4-8
SUSPENSION LELEr PrOCESSING ...vvevieiiiiiieiieeiesiee sttt sttt sttt sae e e 4-16
Reinstatement Letter PrOCESSING........ooviiiiiriiiiiieieieie st 4-17
Distribution REQUITEMENTS .......ccviiiiiiieeiese st 4-18

SECTION 5—COST ACCOUNTING AND FEE PROCESSING PROCEDURES

5.1
5.2
5.3
5.4
5.5
5.6
5.7
5.8

(@0 TSy Ao oo 1131 o SRR 5-1
Requests Involving Structural Measures on Alluvial Fans............cccccocvvveveiieieeveenee, 5-2
FEE EXEMPLIONS. ...ttt sttt sttt bt st e eb e e be e b e nneenbe et ens 5-2
Case Reviewer Fee Processing PrOCEAUIES.........cceiiierireriniseeieie e 5-3
Fee-Charge System Administrator Fee Processing Procedures..........c.cooevververeerenennenne 5-4
Purchase Order Processing PrOCEAUIES.........c.civeveiieieee e esie et ee e 5-6
Credit Card Payment Processing ProCEAUIES............coveveiieieerieieesie e sre e sie e 5-6
Refund Processing PrOCEAUIES- .........oouiiiiiieiesie sttt 5-7



Document Control Procedures Manual [September 2006]

Table of Contents (Cont’d)
Page

SECTION 6—PROCESSING PROCEDURES FOR CONVERSION/COMPLIANCE
PROCESS AND FOR CORRESPONDENCE FOR NEWLY ELIGIBLE COMMUNITIES

6.1  Conversion/CompliaNCe PrOCESS ........ccueiieiuiiieiieiteesiesee e ste e sreesre e raesae e e nre e 6-1

6.2  Correspondence for Newly Eligible CommUNItIES ........c.ooveiiiiiiiiiinc e, 6-3

6.3 DisStribution REQUITEIMENTS .........oiiiiiieieieie e 6-4
TABLES

Table 1-1 Distribution Requirements for Copies of Standard Documents Used in
Processing New and Revised Flood Insurance Study Report and

Flood INSUrance RAte MaPS .......ccveiieiieiicie ettt 1-41
Table 2-1 Guidelines for Establishing Effective Dates for Letters of Map Revision............... 2-10
Table 2-2 Distribution Requirements for Standard Conditional and Final Map Revision

DOCUMENTS ...t 2-19

Table 3-1 Distribution Requirements for Standard Documents Used in Processing
Conditional and Final Map Revision Based on Fill, Conditional and Final

Map Amendments, and Letters of Determination ReVIEW. .........c.cccevvriiieeiinennnne 3-15
Table 4-1 Distribution Requirements for Standard Special Conversion Documents................ 4-19

Table 6-1 Distribution Requirements for Documents Used for Standard Conversion/
Compliance Process and for Newly Eligible Communities..........ccccoccvvveivervcnenne. 6-5

FIGURES

Figure 1-1 Processing Procedures for Processing Studies and Restudies ...........c.ccccvvevveenene. 1-45
Figure 1-2 Final Processing Procedures for PMRS.........cccoooiiiiiinniiieseenese e 1-53
Figure 1-3 Processing Procedures for Processing Part 67 Appeals and Protests..................... 1-63
Figure 1-4 Map Revision Decision-Making Flowchart for Corporate Limit Changes............ 1-39
Figure 2-1 Initial Processing Procedures for Conditional and Final Map Revisions .............. 2-21
Figure 2-2 Final Processing Procedures for LOMRS..........cccccviieiieii i 2-27
Figure 3-1 Processing Procedures for LOMR-Fs and CLOMR-FS.........cccoooviiiiienciiienieenn, 3-21
Figure 3-2 Processing Procedures for LOMAS and CLOMAS.........ccoovieeienieiiene e 3-25
Figure 3-3 Processing Procedures for Letters of Determination ReVIEW ...........c.ccccevvivennnne. 3-29
Figure 4-1 Processing Procedures for Non-Floodprone COnNVersions .........cccccceeveveiverieennenn 4-21
Figure 4-2 Processing Procedures for Minimal Floodprone Conversions by Letter ............... 4-25

Figure 4-3 Processing Procedures for Minimal Floodprone Conversions with Maps;
FHBM PUDHISNEA ...t 4-31

Figure 4-4 Processing Procedures for Minimal Floodprone Conversions with Maps;
FHBM NOt PUDISNEA ..o 4-39



Document Control Procedures Manual [September 2006]

Table of Contents (Cont’d)

Page
APPENDICES

Appendix A Standard Documents Used in Processing Study Reports and Maps .................... A-1
Appendix B Standard Documents Used in Processing Conditional and Final Map

Revisions Based on Conditions Other Than Fill.............cccoooiiiiiiiiniiie, B-1
Appendix C  Standard Documents Used in Processing Conditional and Final Map Revisions

Based on Fill, Conditional and Final Map Amendments, and Letters of

Determination REVIEW ........cccveiiiiiiieii e sie ettt nre e e C-1
Appendix D  Standard Documents Used in Processing Special Conversions.............ccccceevenee. D-1
Appendix E  Standard Documents Used in Conversion/Compliance Process and

for Newly Eligible COMMUNITIES ......ccveiieiieiice e E-1



