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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.

Purpose

Table 3-1: Manage Disaster Information System Process

DESCRIPTION

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)
o0 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 Grantee Information

Designate a Grantee

Edit Designated Grantee Information

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

Grantee

Enter Federal Public Notice

Attach Documents

Enter User to Grantee Link Information
Enter SF-424 Information
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Information Requirements

FEMA Regional Mitigation staff may need the following documents to enter
disaster information:

A copy of the Public Notice;

A copy of the Grantee’s Declaration Request;
FSA for each Grantee;

Submitted SF-424s; and

A list of NEMIS HMGP user names and user IDs of the Grantee 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 Grantee 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 Declaration Module >Declaration
for the disaster >Designated Programs ->Designated column
FEMA/State Agreement (FSA) Declaration Module >Declaration >FSA tab
Mitigation Language >Special Mitigation Language box
View the following dates: Mitigation Module >Disaster >Overview
e HMGP Applications Final Due ->Disaster Information tab

Date

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

Grantees designated for the disaster | Mitigation Module >Disaster >Overview >
Grantee Information tab

SF-424s submitted Mitigation Module >Disaster >Overview >
SF424 Information tab
Public Notice details Mitigation Module >Disaster >Overview >

Federal Public Notice tab

NEMIS
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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 Grantees Mitigation Module >Disaster >Overview >
User to Grantee 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.

Fil= Application Area Disasker ‘Window Help

“ @“ 2% £ o= S s T =) = ) B

140 FDA, Dieclaration Fublic InfFo E= InFrastructu... Mitigation Epstem FIERALE wiide Exit

Preliminary Damage Assessmenk

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

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

ﬁ FEMA-T519-DR-M5, Request #2010015

Incident Plann'mg | Hazard Mitigation ] Indnidual Assistance |F'u|:h‘c Assislance ISIatusI
Incident: MT THROUGH-PUT MS TEST FOR EJORDA State:| MS  Sequence No:[ 1
Coordinator BARBARA & CANDVA | & ™ Completed
All. Coordinator: [PATRICIA S BOWMAN = I Mot Perdormed
Geographic Region: [T Acting Region: !_-I
- Bovernor's Request for PDA ~ - PDA Period
Request Date Star Date Starting through
. D2162010 11:21 AM-2 D2NE/2010 11:21 AW 272010 11:21 A D2A82010 11:21 Al

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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Fiz Edt View Repat: Options Tock Window Help
s E=2
oWl &~ i@ n

#FEMH- T519-DR-M5, Request #2010015
Incidant Planning I Hazard Mitigation | Indmdual Assistance E Public Assistance I Status I

Incident: MT THROUGH-PUT MS TEST FOR EJORDA State:| MS  Sequence Mo 1

Coordinator. BARBARA & CANOWVA, il I Completed
Alt. Coordinator. [PATRICIA 5. BOWMAN = I Mot Performed
Geographic Region: IT Acting Region: [_-I
Governer's Request for PDA PDA Period
Requesi Date Stari Date Starting through
DEHE‘-.’}EHD 11:21 AW [D2116/2010 11:21 AM2 peA72010 11:21 AM] P2AE010 11:21 A
PDA.ﬁmu | Issues | Mairative I
Coordinator [BOMNIE 5. WILLISON [=]
FF P.A. Coordinator [KIMBERLY A HANNAH [=]
 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).

File Edit View Reports Toois Window Help

e B O
ﬂmﬂiénjxa|m|

¥ FEMA-7519-DR-MS, Request #2010015 [ _ O] x|
Incident ] General Hazard Mitigation | Individual Assistance l Public Assistance | Statusl
HM Assignment | 14 Assignment l PA Assignment | Staffing l Information |
— Program
¥ ndividual &ssistanice. | | Hazard Mitigatior ¥ | Public Assistarce
Team Nr Team Name Program Team Leader
[ 1 [Team 1 & =||KELLY G. DELLUINGER =
Note: |
[ 2[Team 2 [PA~ =]ISHARON A LOWER] i
Note: |
| 3[Team 3 [HM  =][SANDRA L. BECK =
Note: |

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.
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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).

File Edit View Reports Tools Window Help

oo

ol & s n|E

B® FEMA-7519-DR-MS, Request #2010015 |- [O] x]

Incident I General | Planning | Hazard Mitigation RUCHUOUEIRSSSEURER Public Assistance ] Status |
Program Area Summary I Site Estimate I Site Details l 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).
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File Edit View Reports Tools Window Help

loe|®|e|
oE | @v | s n| =

E® FEMA-7519-DR-MS, Request #2010015 M= B3

Incident IGeneral |F‘Ianning IHazard Mitigation IlndividuaIAssistance Public Assistance Statusl
ot State Summary Area Summary | ub-Area SUrmmears | i1 ] e : llSm‘:\l:

State 1 of 1
State: [Mississippi

G AR T DTN T U END T Part |l - Cost Estimate Summary | Part Il - Disaster Impacts

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

Contact: | [=|
Population:l 2844 B58 Fiscal Year Begins: EUIDGfUDEIG
Total Operating Budget: | $0 Balance: | $0

Figure 3-6: PDA >Public Assistance >State Summary >Applicant
Information Tab

d. Nextto Part | - Applicant Information, click the Part Il - Cost Estimate
Summary tab. The tab displays Public Assistance Cost Estimate Summary
information for the State (Figure 3-7).

i FEMA-TS 19-DR-MS, Request F2010015

Incidam | General iF'Fannmg | Hazard Mitigation | Indwidual Assistance [LEILUTEE S ELTRE S“Ial:usi
BRI 5o | e

State 1 of 1

State: Mississippi Date: PRAG010 0424 P I Comnpleted

Part | - Apphcant Information Part Il - Cost Estimate Summary [ZRENTREREETE TR l

Category] Number of Site Type of Damage Total Cost | Adjusted Cost |Cost Sharel Ferna Cosi

A i Debris Rarmoval 5000000 585000 000 5% $63,750 000

Totaks: $E5) 000,000  $95,000 000 $63 750,000

All monetary values displayed (0 the nearest dollar,

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

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

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

File Edit View Reports Tools ‘Window Help
0e || o
& & s m|
Incident |General ]F'Ianning Ind'widuaIA istance IPuincA istance I Statusl
mMmin 1 Building Code | Environmental | Flood } Issuesl
PA Cost Summary  Cost 1A Cost Summary Cost
Total Cost Share FEMA Cost Total Cost Share FEMA Cost
A: | $85000,000| 75% | $63.750000 ¥ | |DH - Rental Assistance: | $0 [ 100% | $0
B: [ s0[ 0% 50~ DH - Home Repair. | $0 [ 100% | §0
il 50 0% 0~ DH - Subtotal: | $0 [ 100% | $0 [~
D: [ s0/ 0% $0M [ | IFG - Home/PP Grant: | 50/ 75%| 0 ¥
E: [ s0/ 0%l 0 DUA: | $0 [ 100% | 0¥
E:] $0] 0%/ 50~ Crisis Counseling: | $0 [ 100% | $0 v
G: [ s0 0%] 0 sBA: | sa 0%l $0
Total: | $85.000.000 | $63.750.000 Total: | $0 I (]
PA Cost Component:|  $63.750,000 1A Cost Component: | $0
PA Cost Cnmpnnenl:l $63,750,000
1A Cost Cnmpnnem:l $0
Mission Assignment Estimate: |$9 599,999 985 (non-administrative) HMGP Funding Estimates
Adjustment: |$B 566,086 888 Note... FEMA Share: 52 842 895 833 (75%)
Total: $18 952 538 887 MNon-Federal Share: 30 (25%)
Initial Funding 15.0 % of Total: |$2 542,895 833 Combined Shares: ﬁ 842 895 533
All monetary values displaved to the nearest dolfar.
Public Assistance totals adjusted for insurance and OFA coverage

Figure 3-8: PDA >Hazard Mitigation >Program Tab

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.
oo riusimenere &
test| 2|

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.
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e. The fourth sub-tab under Hazard Mitigation is Environmental. Enter
environmental and historic preservation information specific to states and
localities (Figure 3-10).

File Edit VYiew Reports Tools Window Help

D& |8 | &
& & » | & R 0 =
¥ FEMA-7519-DR-MS, Request #2010015 P[] 3 |

Incident l General I Planning JUEEEICRUITEALUN Individual Assistance | Public Assistance ] Status]
Program ‘Admin I Building Code Flood I Issuesl
e 8

Environmental Preliminary Envir tal Survey of Disaster Area =
Impact Area Considerations | ‘
Air Quality 1. Identify baseline air quality.
2. s the air quality affected?
Yoshl |
Archaeological and 1. Are there historic buildings in the area or buildings over 50 years old?
Historic Yes
es

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  EekEetaBLIEETIE ndividual Assistance | Public Assistance | Statusl

Pragrarm | Adrnin | Building Code | Erviranmental  SEbDTE Issuesl

Area gilElE Survey |

Summarize NFIP History
Area: [TEST NATIVE AMERICAN TRIBE-2
Map Date:m Map Numher:l— Firm F'anel:l—
Date of Regular Eligihilily:m Comrunity Stalus:l |
Total Palicies: I— Auerage Policy:|—$
Tatal Premium: I*ﬂi. Average Premium:|—$
Total Claims: |—$ Average Claim:|—$ 2003 Claims:|—$

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

”ﬂ*;ﬁmwia&-rlwm

140 PO Declaratian | Public Info EZ Infraztrucku... Mitigation Zpztem  MEMIE Wide Exit

Declaration Processing

Figure 3-12: Declaration Module

HINT: If the Declaration Manager does not appear, check NACS for your
current Padlock/Oracle roles. You must be assigned as a Declaration
user in Padlock and have the DEC-RGN-ROLE in Oracle 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
incident: SRERERERRRRRIRRARR
5tate:| -] PDA Seq Hum:| -]
Declaration Type: | -]
Request: | -] Declaration: !III s
Ok | Mo PEe | Clear | Cancel

Figure 3-13: Open Declaration Request Dialog Box

3. Enter the Disaster Number in the Declaration box.

NEMIS HMGP User Manual MR 3.18.02 Page 3-11



Unit 3: Manage Disaster Information

December 2015

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).

Declaration Request | Regional Summary

1
ERFEMA-6741-DR-MD, Request #02058 =] B3

| Fegional Analysis IAmivities Declaration |WH P:;:,"e;rl

—Declaration

Declaration Number: 74

i

Declaration Type: |Major Disaster

Title:

DL TEST - %3 #0131 -

Date:

BA01,/2002 12:00 AM

WD TORNADOD - JUNE 2002 HS#1
Status: [Declared

Incident Period:

6/01/2002 12:00 Ah | through 0000000 00:00 AM

Tornado
2002

Primary Incident Type:
Fiscal Year:

H

Last Filing:

7/01,/2002 12:00 Al

SEIA#.l
Financial Program: E?fﬂ DR

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

Disaster Sumrmary:

Designated Programs

Secondary Incident Types

FEMA Officer |StateOﬁicer |Oﬁices |11JJJ

— Reset Default Designated Date

Reset |

[03/1772002 02:33 PM =]

Check Designated Programs Below:

— The Governors Request iz Completely dpproved

Designatedl Requested Assistance Programs Designated Date Cost Share I Filing Deadline |
v DF4  Direct Federal Assistance 06/18,/2002 17:09 AM = 75.0 % J06/A18/2003 11:09 AM 240618
v DUA  Dizaster Unemployment Assist. |06/18/2002 11:09 Ak = 100.0 % [06/15/2003 11:03 A =062
B v Ha, Housing Assistance 06/18,/2002 11:09 A = 100.0 % |08158/2003 11:09 AM = 06/18
EHW Hi Hazard Mitigation 06/18,/2002 171:03 A = 75.0 % [0B/18/2003 11:03 AM =4 0618

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.

Page 3-12
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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 Help
O |8
O & » s n
ﬂFEHﬁ- 1519-DR-MS, Request #2010015
Incident |Ds:lmn1innnaques| |RggumuISnmmmy Regional Anafysis IAc:huitiss Declaration |\M-|Padcnge Declaration Documants Reguest Dacuments
Del:::::ell‘:r: Mumber. [ 7519 Daclaration Type: IW]
Title: }/T THROUGH-PUT MS TEST FOR EJORDAN 02418410
Dste: PEABR0I0 1200 AN Status: Peclared
Incident Period: 2152010 1200 AM=3  through[02/17/2010 12.00 AM =
Primary Incident Type: [Fumcane =] Secondary Type:| sEA # |
Fiscal Year:[ 2010 Financial Program: FS19DR
Last Filing. [P3/720/2010 12,00 AM=) Closure Date; POD0000 00.00 AW =)
Disaster Summary:
Desi Fr (u] d Areas Secondany incident Types [FEMACWI:er ]&meOﬂﬁcer |0moes |Phones IDmage FSA | Catastrophic Processing ‘LocenonSew-é!—:-l
Special Mitigation Language:
S|
i =
| Fimady lcioedan@inctm 5610140813
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 | FPhones | Darmage FSAl O:‘rrL—:n
Special Mitigation Language:
|
(S
LCopy
Easte
SeleatAll
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).

NEMIS HMGP User Manual MR 3.18.02
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S Editor
The State Hazard Mitigation Offficer has worked with Region Il representatives to determine the best strategy and the |
following conditions have been agreed to by both parties: SEI G
Errint
1
oK.
Cancsl
Character Limit:
2000
‘Word Mot Found In Dictionary [x] Character Count:
133
Suggestions | Mot Found:  [Dfficer
Suggestions | Replace With:
e | lgrwedl | gptions. |
Replace | Replacadll | Frompt Replac |
e e Help
I vI 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.

7. 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).

File [Qisaster Projects Funding Plans Repository Applications Admin Window Help

Figure 3-18: Mitigation >Disaster >Overview

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

¢8Disaster Overview: DISASTER #: 9047 STATE:MS REGION #:4 DECLARATION DATE:06/24,2014

Fioj tatrix Exceptions |Prnperlyﬁclinns |

EDiSﬂSlEl Information | Grantee Information | 5F424 Infamation | Federal Public Maotice | Attachments | User to Grantee Link |

Final Due Date HMGP - Closeot Date
For Newy Application I DB/24/2015 (Reconciistion) : I 0n/0/0000

Dizaster Closeout Date

(FEMA - State Agreement

HMGP - Tatal Chligation Date : | 00:00/0000 closed by HQ) | 000000

Dizaster Closeout Date

Dizaster Period of
Performance End Date: I 02412022 (From Declaration Module) : I 0000000

Extenzion # POP Extension Date
T Add
| 2 | 06420

[elete

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.
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NOTE: All validation messages must be addressed.

Table 3-3: Disaster Information Tab Data Fields

S — |

Final Due Date for
New Application

Closing date for HMGP project applications for the disaster. If
the disaster has two Grantees 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 alll
Grantees.

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.
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Task 4: Manage Grantee Information

1. Next to the Disaster Information tab, click the Grantee Information tab
(Figure 3-20).

File Application Area Disaster Window Help

ﬁﬁm.i‘éﬂ“ T 9 o

PDA Declaration  Public Info ES Infrastrocture  Mitigation HS System  NEMIS Wide Exit

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

Proj Matiix Exceptions I Property Actions I

Disaster Information  Grantee Informati | SF424 Information | Federal Public Notice | Altachments | User to Grantee Link |
2012 B
Grantes : Statewide More Grantee Info... New
State:| MS  County: | 0 [tatewide
Delete
Place Code: [ 0 [tatewide —J
Applicant Description : [State Emergency Management Agency Edt Patcartit

CID Number : 239999 - Stalewide

Tax id: | Private Non-Proft: " Yes  No  Letter of Intent Rec Date: [ 00/00/0000

Grantee Percent : |1 5.00000% SmartLink Participant: (% Yes ( No SmartLink Dravwdown Date: | 00/00/0000
Final Due Date For New Application: | 00/00/0000 SmartLink Drawdown Amount: §0 Edit Adm Link
HMGP - Total Obligation Date: | 00000000 HMGP - Closeout Date (Reconcillation): | 00/00/0000
Y1 EditMitLink ...
~ Grantee HMGF Administrative Plan
Approval | 00000000 Plan Due | 00/00/0000
Date Date

 Grantee Mitigation Plan

Plan Ty'pel RevisimM’I

Aprvl Type | AprvI Dt | 00/00X0000  Expire Dt

\Ready 5610142654

Figure 3-20: Mitigation >Disaster >Overview >Grantee Information Tab
From this tab, you can do the following:

Task 4A: Designate a Grantee

Task 4B: Edit Designated Grantee Information

Task 4C: Edit Percentage on a Designated Grantee

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

CAUTION: At least one Grantee must be designated before you can continue
with the other disaster tasks.
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Task 4A: Designate a Grantee

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

annk up Grantee

Enter Criteria

Applicant 10 I W pdate |0 | State : I ﬂl
Courty : | | Add
Place Code : | |

Delete |
Add Eontact |
Marme : :
I EdiiEantast |
Tax Id:l Private Mon-Proft: € ‘ez © Mo
CID Murmber : [ =l [elete Lottt |
Spplicant Description : | :
avE |

Contact Matme Contact Title oK |
Cahicel |

Figure 3-21: Look Up Grantee Window

2. Click the SEARCH button. Designated Grantee records are displayed (Figure
3-22).

\# Look up Grantee
Search Results

= —
Applicant ID : | 000-00000-00 Update ID | state : [ S — &,

County : | 0 Blalew'rde

PlaceCode: | 0 [tatewide Add |
Delete I

Name : [Statewide

Tax ld: | Private Non-Proft: ¢ Yes (% No AT
CID Number : |ZEEEEE ST I
Applicant Description : [State Emergency Management Agency Edit Contact I
~ Delete Contact I

Contact Name Contact Title a

MANAGER e |
i ok |
1SLATE |BRUCE | [PF\‘INCIPAL T

Figure 3-22: Grantee Search Results
3. If the desired Grantee is already listed, click the OK button.

4. If the desired Grantee is not listed, complete Steps 4a - 4h.

Page 3-18 NEMIS HMGP User Manual MR 3.18.02



December 2015 Unit 3: Manage Disaster Information

a. Click the ADD button to designate a new Grantee.

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

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

County Code | Courty Name |  Piace cose | Place Name |
| Ftatewide #7980 Mis<izsippi Chactaw Indian Reservation

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 Grantee window is displayed with the
selected County and Place Code.

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

e. Enter the information listed in Table 3-4 on the Look up Grantee window.
Table 3-4: Look Up Grantee Window Data Fields

P —

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

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

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

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

Identification CID description of the Grantee from the drop-down list (the

Designation) NFIP generates this list)

Applicant Description Description of the Grantee
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f. Click the ADD CONTACT button to enter data on a contact for the Grantee.
The Look up a Contact window is displayed (Figure 3-24).

ﬂLuuk up a Contact
Enter Criteria:
First Middle Last Search |
Name: | [ [
Contact ID: l—
Nickname:|  Prefix:| | Suffix: | |
Title: |
Organization: | ]
Address 1: |
Address 2: |
StreetNum:[  Street Name:|
Unit Type l_ Unit Num:!—
City: | State: | | z1p:| = | -]
Directions: |
Note: |
Carrier Code: l— USPS Bar Code: I—
Locatn Code: I_ Longilude:! Lalitude:l
EMail: |
This information is subject to the Privacy Act of 1974.
Area| Phone | EXT| PIN | Area| Phone | ExT| PN |

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 Grantee window.

Information tab (Figure 3-25).

Click the OK button. The Grantee information is displayed on the Grantee
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Proj Matriz Exceptions | Property Actions I
Disaster Information Grantee Information |3F424 Information | Federal Public Notice ] Attachments | User to Grantee Link ]
20f2 Al
Grantee : Mississippi Choctaw Indian Reservation More Grantee Info... | M
aate:]T Courty: | i] Etatewide ol |
Place Code : | 47980  Mississippi Choctaw Indian Reservation
Applicant Descr. | Edit Percent ...
CID Nurmber : |
taxo:[  PrivateNon-Proft: ( Yes * No Letterof Itent Recviet |
Grartee Percert : [15.00000% SmartLink Participart: @ Yes " No  SmartLink Drawedowr: |
New Application Final Due: [ SmartLink Drawdown Amourt: | $0 Eci AdnLink |
HMGP - Total Obligation: | HMGP - Closeout (Reconcillationy | 02202012

Y1 Edit Mit Link ... |
- Grantee HMGP Administrative Plan i

Approval | 00/00/0000 Plan Due 00/00/,0000
Date Date

“Grantes Hiigaﬁbn Plan -

Plan Type | Revision Nr l
sprvl Type | AprviDt [ 00100000 Expire Ot |

Save | | Close

Figure 3-25: Grantee Information Tab
5. On the Grantee Information tab, enter the information listed in Table 3-5.

Table 3-5: Grantee Information Tab Data Fields

P —

Private Nonprofit Is the Grantee a nonprofit organization? Select one of the
following:
e Yes
e No
Letter of Intent Rec Date the Letter of Intent was received from the Grantee
Date
SmartLink Participant Is the Grantee 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 Grantee
Application
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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 Grantee
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 Grantee Information tab, click the SAVE button.
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Task 4B: Edit Designhated Grantee Information

1.

2.

Scroll through the Grantees displayed on the Grantee Information tab.

With the desired Grantee displayed, click the MORE GRANTEE
INFORMATION button. The Look up Grantee window is displayed.

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

To change the information on the Grantee 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 Grantee window.

Click the OK button. The Grantee 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 Grantee

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

\*Di&asl.e:r Overview: DISASTER #: 7519 STATE:MS REGION #:4 DECLARATION DATE: 02/18/2010

ProjMatrix Exceptions | Property Actions |

Disaster Inf 6 i ] SF424 | Federal Public Notice | Attachments | Userto Grantes Link |
laf2 =
Granlee : Elatewide Mote Grantes Info... I New I
State: [ MS  County: [ ] [Etatewide
Delete
Place Code: [ 0 [Etatewide —I
Applicant Descr: EateEmemencvManugamantAgaﬁ:y Edit Percent ... |

CID Number - 280193 - Yazoo County *
Taxl‘):] Private Mon-Profit:  Yes & No  Letter of Intent Recv'd: [

Gri Percent : [20.00000% SmartLink Participant: & Yes ¢ No  SmariLink Dravwdown: F

Mew Appication Final Due: EmartLink Dravsdown Arrouri:l $0 EdiAmknLir\k...!
HBAGF - Total Obligation: HMGP - Clozeout (Reconcillation): 027200201 2
=l EdmiLink .. |
- Grantes HMGP Administrative Plan T
Approval I 00/00/0000 Plan Due D0/00/0000
Date Date
- Girantee Miligation Flan
Plan Type EMH Revizion b [ 1
Apryl Iynelsrm Apryi Dt INEHQWS ExplneDll
sove

Figure 3-26: Grantee Information Tab with Default Percentage

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

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

c. Inthe text area, enter the justification for the change in percentage (Figure
3-27).
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Figure 3-27: Edit Percentage

d. Click the OK button.

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

Eile Disaster Projects Funding Plans Bepository  Applications  Admin  Window  Help
O = T L8

Lid
|| ChoDissster ChgGrowp  Flans  NEWIS [

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

Pioj Matiix Exceptions | Propeity Actions |

Disaster Informat i | SF424 Informati Federal Public Notice | Altachments | Userto Grantes Link |
1of2 =
Grantee : Ftatewide More Grantee Info...| New |
state:[ M5 coty [ © Ftatewide TR
Place Code: [ D [tatewide
font e i Koty Edit Percent ..

CID Number : P59999 - Statewide

TaxD: [ Private Non-Proft:  Yes (% Ho  Letter of intent Recvdt |

Grantee Percent : [15.00000% SmarLink Participant. & Yes © No  SmartLink Drawdowr: |

New Appcation Final Due: SmartLink Draswdown Amount: 30 EdlAd'nLhk...l

HMGF - Total Obligation: HMGP - Closecut (Recancilation): | 022072012
=l EditminLink... |
1~ Grantee HMGP Administrative Flan T
Approval | 00000000 Fian Due 1 0000000

Date Date
i Grantes Mitigation Plan
Flan Typs ﬁ mh&l i}
Aprvl Type [STANDARD  AprviDt [040172005  Expire Dt [

me_|

Figure 3-28: Grantee Information Tab with New Percentage

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

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

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

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

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

SEMT Admin Plan

Aprud Expire Aprul Plan

Current Date Date Type Type Rev.Ho Plan Hame
O NONE ~ SAP 0 test
D NOMNE GADM 1 Jefferson Plan
[0 12152002 MOME SAP 1] W3P2 TESTING_01/07/03
[] os0s2002 NONE  GADM 1] Admin Plan for 6743_V3P2 TESTING_01-30-03
i s e i R e =
. Plan(s) meeting approval date criteria are highlighted in yellow
Justification:
To append to the justification, press the Append button.
Append | 0 s B 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 Grantee HMGP Administrative Plan
information is now displayed on the Grantee Information tab.

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

a. On the Grantee 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 Rew.Ho Plan Hame
E 04/01/2005 STD ShH 1 State of Mississippi MultiMit Plan_'3P2 Testing
D 04/30/2002 STD SMH 0 Mississippi State Plan
s Plan(s) meeting approval date criteria are highlighted in vellow
Justification:

SMH Rev. MNo. 1 Approval STD Dated 04/01,2005: -CJORDAN-0506/2010 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.
Append 5 e B " oK Cancel |

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 Grantee Mitigation Plan information is
now displayed on the Grantee Information tab.
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Task 5: Enter Federal Public Notice

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

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

Proj Matrix Exceptions l Propeity Actions l
Disaster Information I Grantes Information ] SF424 Information Federal Public Notice | Attachments | User to Grantee Link |

Appearance Date | 50!004@000

Document of Record : |

Paint of Contact : |

Telephone Number:| ) 5 Extn: |

MNew l Delete 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 Grantee’s Letter of Intent
e FEMA/State Agreement
e Federal Public Notices

e Other supporting documents

NOTE: Attach SF-424s using the ATTACH/SCAN 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.

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

@ Disaster Overview: DISASTER #: 7519 STATE:MS REGION #: 4 DECLARATION DATE : 02/18/2010
Proj Matrix Exceptions ] Property Actions |
Disaster Information | Grantee Infomation T SF424 Information Federal Public Notice | Attachments || Uiserto Grantes Link. |
Document Mame: Document Type
Anach/Scan Documents|  View |
|Ready [561015.46:40

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

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

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

NOTE: Users who are linked to Grantees should be assigned to one of the two
Mitigation positions for the disaster in NACS: 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 Grantee (Unit 6:
Manage Project Application).

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

QDisasterUverview: DISASTER #: 7519 STATE:MS REGION #:4 DECLARATION DATE:02/18/2010

Proj Matrix Exceptions | Property Actions |
Disaster Information | Grantee Information | SF424 Information | Federal PublicNotice | Attachments ~ User to Grantee Link

el

Grantee Hame

EGARREN

IPGOLDSTEIN
|CMILLER j
IAYOUNG j
|ACHIOU j
IMTMA j IStatewiae _:|_
|MTST Ll |Statewide j
lsmpo j Istalewide j
|msmn-| j |Statewide j
~|
New | Delete |

Save | | Close I

Figure 3-33: Mitigation >Disaster >Overview >User to Grantee 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
Grantee, 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 Grantee 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

Grantee Name | Grantee for the disaster — Select from the drop-down list of all
Grantees

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

HINT: When adding more than one User to Grantee Link, you might need to
alternate which data field you enter first. For the first new row, select
the User Name and then the Grantee Name. For the next new row, select
the Grantee 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 Grantee
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 Funding Estimates

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).

Disastet fermation | Guardes Inomation | SFAZA Information | FaderslPublic Notcs | Mtachments | Uses o Gaanlee Link
SFAM  Rev FedExt Appbcand Ext State Ext Local E#
Grarbes Nams Murniber MNumber  Furding Ami- Funding Amt Funding Ami Furding !
4| | |
Hew I Dielete | Revise | Muh-"ScmDmumsl Wiew I
Amgrdmant  FedEst Agglcant Ext Stodn Est Locw Ext Otrwr Est Frgm inc Ex
Disaster ki Mumber  FundngAmi  FundngAmt  FundngAmi  FundogAmt  FundogAmt  Fundig At
[751z] F| i 30| ]| 0 50| ]| 1
TotaLs [ 30 | | e ]| 1
1] | *
AddProject | Dickete Project|
|
Figure 3-34: SF424 Information Tab - Left Side
Diaster Information | Grarkes Inboemabon ~ SFA24 Infwnm[rmumr{m | Atacheverts | UsertoGrantee Lk |
Ry Fed Est Apghcant Est State Est Local Ext Otteee Est Prom Inc B3 Toknd Ext
per  Funding Ami Funing Amt Funding Amt Funding Amt Funding Amt Fureding Ami Furiding Ami

Hew |  Dekte | Reviee | Attach/Scan Documents | view |
Amendmant Fed Est Apphcart B3t Hule Est Local Ex b Est Prgmin: Bz
Disatter | Mumber  Fundng dmt Furding Ame  Fursding A Furwdig sme Funding dnmt Funding Amt
lmi 2 | | (3| 0| | | 1
ToTALS | | 4| | e 0] i
i | 1|
AddProject | Diskte Proect|

_soo |[o=e ]

Figure 3-35: SF424 Information Tab — Right Side
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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

Grantee Name

Grantee who submitted the SF-424

SF 424 Number

Sequential number assigned by the system — The first
Grantee is assigned the number "1," the second Grantee 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 Grantee.

Applicant Est
Funding Amt

Estimated amount of funding from the Grantee

State Est Funding
Amt

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

Local Est Funding
Amt

Estimated amount of local funding

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
Amt

System-generated calculation totaling the amounts entered

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

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

Dnitasies Irdormation

| [Gparies nltermaton

SFAZ4 Information | Faders Publ Netice | Mitachements | Usecto Gantse Lrk. |

SFa24 Ry Fed Esi Agulcand Exl Shade Ext Local =]
Grantee Name Mumber Bember  Funding Amt Fureing Ami Funding Amt Funding
(5 Firvr ik Raservataon =]z [0 50 50 | 35,305,000 |
FrTm— = o 50 | 1,000,000 | 5 |

New | Do | Revise | Attack/Scan Documents | View |
Appkc  Amendrert Fed Est Applcant Ext Saole Est Local Est heer Bt Frogming Ea
Dizsster  Id it Firding Al Fursding Ami Furding Ami Fursding Amt Fundirg Amt Fundirg Amt

Figure 3-36: SF-424 Information - New Row Added
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b. Select the Grantee 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/SCAN
DOCUMENTS button. You are strongly urged to read and follow the
instructions in Appendix A: Attach/Scan 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.

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
Grantee 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/SCAN
DOCUMENTS 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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