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MISSION

The <INSERT STATE/INDIAN TRIBAL GOVERNMENT AGENCY NAME> is responsible for development and implementation of the State/Indian Tribal Government Administrative Plan for the administration and closeout of the Other Needs Assistance provision of the Individuals and Households Program (IHP) (see subsection (e) and (f) of the Stafford Act).  The plan includes policies and procedures that assure the delivery of assistance to eligible disaster survivors, provides details on State/Indian Tribal Government monitoring, tracking and reporting responsibilities, and explains the financial and grants management roles and responsibilities of the State/Indian Tribal Government.  State/Indian Tribal Government staff will choose to direct delivery of assistance and manage IHP in accordance with policies and procedures established in the State/Indian Tribal Government Administrative Plan and Federal Regulations at 44 CFR 206.110-120.
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I. 
Administrative Option Selection Form

II. 
STATE/INDIAN TRIBAL GOVERNMENT ADMINISTRATIVE PLAN DEVELOPMENT
The delivery of Other Needs Assistance by a State/Indian Tribal Government is contingent upon an approval of a State/Indian Tribal Government Administrative Plan (hereinafter Administrative Plan), which describes the partnership between FEMA and the State/Indian Tribal Government for the delivery of assistance under section 408 of the Stafford Act, 42 U.S.C. 5174.  If a State/Indian Tribal Government requests a grant to administer Other Needs Assistance, the State/Indian Tribal Government shall develop an Administrative Plan to describe the procedures the State/Indian Tribal Government will use to administer Other Needs Assistance.  All implementation procedures must be in compliance with Federal requirements and State/Indian Tribal Government laws and procedures.  The Administrative Plan provides a description of the State/Indian Tribal Government’s procedures for implementing Other Needs Assistance.  The Regional Administrator and the Governor/Tribal Chief/Tribal Chief or his/her designee will execute the Administrative Plan annually.  
(A) AUTHORITIES AND REFERENCES
(1) [bookmark: _GoBack]Federal - The list or statement should include a reference to the Stafford Act and all appropriate Federal Authorities, including the Executive Orders and OMB Circulars.
(2) State/Indian Tribal Government - The list or statement should include a reference to the State/Indian Tribal Government laws and all appropriate State/Indian Tribal Government Authorities.
(B) DEFINITIONS
<Insert State/Indian Tribal Government Emergency Management Name and Acronym> - 
Appeal Authority – The State/Indian Tribal Government or Federal official(s) who make decisions on applicant appeals related to Other Needs Assistance.  FEMA shall be the Appeal Authority when the State/Indian Tribal Government chooses not to administer the Other Needs Assistance portion of IHP.
Joint Field Office (JFO) – A temporary facility where Federal and State/Indian Tribal Government officials along with representatives of various relief agencies coordinate response and recovery efforts.
Disaster Recovery Center (DRC) – DRCs provide an accessible, convenient site where individuals, family members, and business owners are able to communicate face-to-face with disaster specialists. Survivors may be eligible for specific disaster-related services in their recovery process, as well as receive cost-effective ways to reduce future disaster damages.  State/Tribal Nation, Federal and volunteer services available at DRCs give survivors the ability to a “one-stop shop” for disaster related programs, and receive help in navigating their path toward recovery.
Governor/Tribal Chief’s Authorized Representative – The State/Indian Tribal Government person named by the Governor/Tribal Chief in the Federal-State/Indian Tribal Government Agreement to execute on behalf of the State/Indian Tribal Government all necessary documents for disaster assistance and evaluate and transmit local government, eligible private facility and State/Indian Tribal Government agency requests for assistance to the FEMA Regional Administrator following a major disaster or emergency declaration.
Grant Coordinating Officer (GCO) – The State/Indian Tribal Government official assigned management responsibility for IHP when the State/Indian Tribal Government chooses to administer the Other Needs portion of IHP.  Also, see Program Manager.
IHP Program Manager - The person to whom day-to-day responsibilities in the IHP Program are assigned.  This person may also be the GCO.
Regional Administrator – The chief official of the Federal Emergency Management Agency regional office <INSERT REGION>.
State/Indian Tribal Government Coordinating Officer – The State/Indian Tribal Government person appointed by the Governor/Tribal Chief to act in cooperation with the Federal Coordinating Officer.
(C) TIMEFRAMES:  
(1) Timeframe for submission of Administrative Plan.  A signed Administrative Plan, or renewal, must be provided to the FEMA Regional Administrator prior to November 30 of each year.  An Administrative Plan shall be effective for at least one year, and must be resubmitted in full every three years.
(2) Renewals.  Annual updates/revisions to the Administrative Plan must be submitted by November 30 of each year for FEMA’s review and approval by December 31.  If the Administrative Plan does not need to be updated/revised, a letter from the State/Indian Tribal Government stating the Administrative Plan is still current must be submitted by November 30 to document the Administrative Plan submission requirement.
(3) Amendments.  The State/Indian Tribal Government may request amendments to the Administrative Plan at any time.  An amendment is effective upon signature by the FEMA Regional Administrator and the Governor/Tribal Chief or his/her designee.  The State/Indian Tribal Government may request an amendment to the administrative plan as follows:
I. During non-disaster periods.  The State/Indian Tribal Government may submit any proposed amendments to the Administrative Plan in writing to the FEMA Regional Administrator.  FEMA shall review the request and respond to the Governor/Tribal Chief or his/her designee within 45 days of receipt of the proposed amendment;
II. During Presidentially-declared disasters.  The State/Indian Tribal Government shall submit any proposed amendments to the Administrative Plan in writing to FEMA within three days after disaster declaration.  FEMA shall review the request and respond to the Governor/Tribal Chief or his/her designee within three days of receipt.  
III. 
STATE/INDIAN TRIBAL GOVERNMENT ADMINISTRATIVE PLAN PROGRAM REQUIREMENTS
(A) ASSIGNMENT OF GRANT PROGRAM RESPONSIBILITIES TO STATE/INDIAN TRIBAL GOVERNMENT OFFICIALS OR AGENCIES.  Identify State/Indian Tribal Government agencies and their role(s) and responsibility for administering Other Needs Assistance. 
(B) STAFFING SCHEDULE:  Identify the position, salary, and percent of time for each staff person assigned to program administration and/or implementation.
(C) PROCEDURES FOR INTERACTION WITH APPLICANTS: 
(1) Procedures for notifying potential grant applicants of the availability of the program, to include the publication of application deadlines, pertinent program descriptions, and further program information on the requirements which must be met by the applicant in order to receive assistance; 
(2) Procedures for registration and acceptance of applications, including late applications, up to the prescribed time limitations as described in 206.112; 
(3) Procedures for damage inspection and/or other verifications
(4) Eligibility Determinations. 
(i) Under a Cooperative Agreement:  The procedure for eligibility determinations when the Federal application and inspection systems are used by the State/Indian Tribal Government but additional eligibility criteria are necessary to make State/Indian Tribal Government eligibility determinations.
(ii) Under a Grant.  The procedure for eligibility determinations when the FEMA application and inspection systems are not used by the State/Indian Tribal Government, including the method for determination of costs for personal property and provide a standard list for personal property items with allowable costs identified for each item.
(5) Procedures for checking compliance for mandated flood insurance in accordance with section 206.110(k); 
(6) Procedures for notifying applicants of the State/Indian Tribal Government's eligibility decision; 
(7) Procedures for disbursement of funds to applicants;
(8) Procedures for applicant appeal processing.  Procedures must provide for any appealable determination as identified in 206.115(a);
(9) Procedures for reporting and investigating of fraud;
(10) Provisions for safeguarding the privacy of applicants and the confidentiality of information, in accordance with section 206.110(j).
(11) Provisions for complying with subsection 206.116(b), Recovery of Funds.
IV. 
STATE/INDIAN TRIBAL GOVERNMENT ADMINISTRATIVE PLAN FINANCIAL REQUIREMENTS
(A) PROCEDURES FOR FINANCIAL MANAGEMENT, ACCOUNTABILITY, AND OVERSIGHT.
(1) Procedures for verifying by random sample that grant funds are meeting applicants' needs, are not duplicating assistance from other means, and are meeting flood insurance requirements. 
(2) Provisions for specifically identifying, in the accounts of the State/Indian Tribal Government, all Federal and State/Indian Tribal Government funds committed to each grant program; for repaying the loaned State/Indian Tribal Government share as of the date agreed upon in the FEMA-State/Indian Tribal Government Agreement; and for immediately returning, upon discovery, all Federal funds that are excess to program needs.
(3) Provisions for Accounting for Cash in compliance with State/Indian Tribal Government law and procedure and the Cash Management Improvement Act of 1990, as amended.
(4) Reports.	
(i) Procedures for preparing and submitting Quarterly and Final Financial Status Reports in compliance with 44 CFR 13.41.  
(ii) Procedures for submitting Program Status Reports in compliance with 206.120(f)(2)(iii).
(iii) Procedures for preparing and submitting the PSC 272, Federal Cash Transactions Report.  
(5) Procedures for inventory control, including a system for identifying and tracking placement of equipment purchased with grant funds or loaned by FEMA to the State/Indian Tribal Government for purposes of administering the Individuals and Households Program.
(6) Procedures for Return of Funds to FEMA.
(7) State/Indian Tribal Government criteria and requirements for closing out Federal grants.
(8) Process for Retention of Records.
(B) APPLICATION FOR ASSISTANCE PROCEDURE.  This section describes the procedures that must be followed by the State/Indian Tribal Government to submit an application to administer the IHP through a Grant Award or a Cooperative Agreement.  The State/Indian Tribal Government must submit an Other Needs Assistance application to the Regional Administrator within 72 hours of the major disaster declaration before IHP assistance may be provided.  FEMA will work with the State/Indian Tribal Government to approve the application or to modify it so it can be approved.  The application shall include:  
(1) Standard Form (SF) 424, Application for Federal Assistance;
(2) FEMA Form (FF) 20-20 Budget Information -- Non Construction Programs;
(3) Copy of approved Indirect Cost Rate from a Federal cognizant agency if indirect costs will be charged to the grant.  Indirect costs will be included in the administrative costs of the grant allowed under paragraph (a) of this section; and
(4) Disaster specific changes to the State/Indian Tribal Government Administrative Plan, if applicable.  
(C) GRANTS MANAGEMENT OVERSIGHT.
(1) All costs must be incurred within the Period of Assistance, which is 18 months from the date of the disaster declaration.  This period of assistance may be extended if requested in writing by the State/Indian Tribal Government and approved in writing by the FEMA Associate Director.  The State/Indian Tribal Government must include a justification for an extension of the assistance period.  
(2) Reporting Requirements.  
(i) The State/Indian Tribal Government shall provide financial status reports, as required by 44 CFR 13.41. 
(ii) The State/Indian Tribal Government shall provide copies of PSC 272, Federal Cash Transactions Report to FEMA.  The PSC 272 is required quarterly by the Department of Health and Human Services from users of its SMARTLINK service.  
(iii) The State/Indian Tribal Government shall provide weekly program status reports which include the number and dollar amount of applications approved, the amount of assistance disbursed and the number of appeals received.
(3) Ineligible Costs.  Funds provided to the State/Indian Tribal Government for the administrative costs of administering Other Needs Assistance shall not be used to pay regular time for State/Indian Tribal Government employees, but may be used to pay overtime for those employees.
(D) CLOSEOUT.  The State/Indian Tribal Government has primary responsibility to closeout the tasks approved under the Grant Award.  In compliance with the period of assistance, as identified in the award, the State/Indian Tribal Government must reconcile costs and payments, resolve negative audit findings, and submit final reports within 90 days of the end of the period of assistance.  The State/Indian Tribal Government must also provide an inventory of equipment purchased with grant funds and loaned to it by FEMA for purposes of administering IHP, which lists the items, dates, and costs of equipment purchased.
(E) RECOVERY OF FUNDS.  The State/Indian Tribal Government is responsible for recovering assistance awards from applicants obtained fraudulently, expended for unauthorized items or services, expended for items for which assistance is received from other means, and awards made in error.  
(1) Adjustments to expenditures will be made as funding is recovered and will be reported quarterly on the Financial Status Report.  
(2) A list of applicants from whom recoveries are processed will be submitted on the quarterly progress report to allow FEMA to adjust its program and financial information systems.
(3) The State/Indian Tribal Government will reimburse FEMA for the Federal share of awards not recovered through quarterly financial adjustments within the 90 day close out liquidation period of the grant award.  
(4) If the State/Indian Tribal Government does not reimburse FEMA within the 90 day close out liquidation period, a Bill for Collection will be issued.  FEMA will charge interest, penalties, and administrative fees on delinquent Bills for Collection in accordance with the Debt Collection Improvement Act.  Recovered funds, interest, penalties, and fees owed to FEMA through delinquent Bills for Collection may be offset from other FEMA disaster assistance programs from which the State/Indian Tribal Government is receiving funds or future grant awards from FEMA or other Federal agencies.  Debt collection procedures will be followed as outlined in 44 CFR Part 11.
(F) AUDIT REQUIREMENTS.  Pursuant to 44 CFR 13.26, uniform audit requirements apply to all grants provided under the Individuals and Household Program.  
(G) DOCUMENT RETENTION.  Pursuant to 44 CFR 13.42, State/Indian Tribal Governments are required to retain records, including source documentation, to support expenditures/costs incurred against the grant award, for 3 years from the date of submission to FEMA of the Final Financial Status Report.  The State/Indian Tribal Government is responsible for resolving questioned costs that may result from an audit conducted during the three-year record retention period and for returning disallowed costs from ineligible activities.  
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