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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 Grantee 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.”

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
e NEPA Documentation Review
e Cost Review

e Eligibility Review

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.
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Figure 7-1: Eligibility Determination Work Packet Sequence
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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 Process (Figure 7-2).

File Disaster | Frojects Funding Plans Repositary  applications  Admin Window  Help
o=e application Developrment |
Chg D Eligibility Dekermination » In Process

Aappeals Wiews all

Eield Surveys
Management
Checklist
Closeouk

Figure 7-2: Mitigation >Projects >Eligibility Determination >In Process

2. If you see this message, the project applications for the disaster have not yet
been submitted (Figure 7-3).

NO RECORDS FOUND X |

1 ) No work packets found For disaster number: 7519

L x|

Figure 7-3: No Work Packets Found Message

3. 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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!SE\IE Disaster  Projects Funding  Plans Repository  Applications  Admin  Window  Help

H 8 B8 & [k

Chg Disaster Chg Growp  Plans HEMIS Egit

Work Packets for: HWO

Amend FEMA
Region Applicld  Humber ProjHo State Workflow Description Status Project Title FEMA Reviewer

1
9 " 1 9 A Eligibility Review REVIEWY 7512-02 La Paz County Multi-Jurisdictio
9 11 1 5 A7 Environmental Officer Review REVIEW 7512-02 La Paz County Multi-Jurisdictio
9 11 1 5 A7 Cost Review REVIEW 7512-02 La Paz County Multi-Jurisdictio
9 67 0 48 AZ Application Completeness Review  REVIEA Pima County Generator Phase Il
9 B 1 45 AZ Final Project Approval Decision REVIEW Ridgeland School Creek st Fortuna Roa egarren
9 B4 2 44 AZ Final Project Approval Decision REVIEW Ridgeland School Creek st Fortuna Roa ejordan
a 10 1 4 AL Application Completeness Review  REVIEW Pitma County Generator Phase Il
a a7 o] 35 AL Cost Review REVIEW Hancock County Community Shefers-h
a a7 o] 35 AL Environmental Officer Review COMPLETE  Hancock County Community Shefers-b
9 a7 o 38 A Eligibility Review REVIEWY Hancock County Community Sheters-h
9 a5 1 33 A Environmental Officer Review REVIEWY Pima County Generator Project
9 55 1 33 A7 Cost Review REVIEW Pima County Generator Project
9 55 1 33 A7 Eligibility Review REVIEW Pima County Generator Project
9 18 2 27 AZ Receipt and Delegste REVIEW City of Bizhee Fire Station Ywind Retrofit

Figure 7-4: Mitigation Work Packet List - Left Side

=[8x

Previous Lol Application  Application
Reviewer Assigned Prompt PIO SF424 Submission Receipt Workflow
Userid Analyst Answer Hotification Hotification Date Date Queue Application Hame

BHATEn 1 a 1 09M 62015 09 6/20135 MTELIGRY  MT Eligibility Review: App
BOETTEn 1 0 1 0911652013 09A6/2013  MTENYOFFCR  MT Env Officer App
BHATEn 1 a 1 09M 62015 09 6/20135 MTCOSTRYWYY  MT Cost Review App
mbanford a a a 021042010 0MHBR2013 MTAPPLRVWGE MT Application Review Spp
SACUNE 1 1) 1 0zr1z2010 0zrn1/z2mao MTFINAPRY G WMT Final Project Apry App
maceved? 1 o 1 02142010 oz2r4/2mao MTFIMAPRY G MT Final Project Apre App
EQarren o] a o] 0913203 09N 32ms3 MTAPPLEWWGE MT Application Review: App
Bgarren 1 a 1 024042010 07HE2010 MTCOSTRWAY  MT Cost Review Spp
EQarren 1 a 1 oznozomo 07 nez2mo MTEMYOFFCR  MT Env Officer App
egarren 1 1) 1 02M 02010 O7ME20M0 MTELIGRMYY  MT Eligikility Revieww App
maceved2 1 0 1 0211102010 0211/2010  MTENYOFFCR  MT Env Officer App
maceved2 1 1) 1 021142010 az2r1/2mao MTCOSTRWYW  MT Cost Review App
maceved2 1 0 1 0211102010 021172010 MTELIGRMYY  MT Eligibiity Review &pp

o] 1) o] 06M 52013 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 Grantee 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 For amendments, the NEMIS HMGP user identification of the
User Id 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 | Was the Declaration Request Letter received?

Letter Prompt 0 - No or Unanswered
Answer 1-Yes
Public Information Was the Public Information Officer notified?
Ofﬁcer NOtifiC&tion 0 - NO or Unanswered
1-Yes

SF-424 Notification Was the SF-424 received?
0 - No or Unanswered
1-Yes

Application Date of project application submission in NEMIS HMGP
Submission Date

Application Receipt If the project application was submitted in NEMIS HMGP,
Date same as the Application Submission Date

If the project application was submitted in hard copy, date
received at the FEMA Regional Office

Workflow Queue Internal system name for the workflow queue
Name
Application Name Work Packet name
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5. On the bottom part of the Mitigation Work Packet List screen, the following
buttons are available (Figure 7-6).

Wik Ficrwr Map - crargeGrowp|  Beween || ok | e |

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 E3

Disaster Ho: 7512
= @_ > Application ID: 1
Laws/EOs Review Amendment Ho: 1
(ENVRY) Current Group: MA

-8

Environmental
(Officer Review
(ENWOF)

. g ——J = % B i : >% >@
Receipt Application NEPA Project Approval Decision Final Project
Delegate Completeness Documentation Approval Concurrence Approval
(HMO) Review (MA) Review (ENVRY) Decision (M&) (HMO) (HMO)
3 @ ]
Cost Review
(CSTRY)
[ currert Role can process =
|:] Current Role cannot process > B0 N — >
B Completed Work Flow Step XXX
[ Pending VWork Flow Step Eligibility Review {Change Group! Close
(Ma)

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).

h*.'-ﬂ Mitigation ... [SI[=][E3

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 I
Work Packets for: HH0 Previous Lol
Amend  FEMA Reviewer  Assigned  Prompt Pio SFe24
Region Applicld Humber ProjHo State Workflow Description Status Project Title FEMA Reviewer Userid hnalyst  Answer Hofification Hotification
§ 1 % AL Cost Reviewy REVIEW  Maricopa Courty Elevation ch Propery- macevei2 1 0 1
9 % 1 i AT Elighity Reviesy REVIEW  Maricopa Courty Elevation oh Propery- macevei? 1 0 1
9 % 1 i A Environmental Officer Reviesy REVIEW  Maricopa Courty Elevation oh Propery- macevei? 1 0 1
9 5 1 3 AL Cost Rewies REVIEW  Fima County Generator Project maceved? 1 0 1
9 5 1 3 AL Elighlty Revies REVIEW  Fima County Generator Project maceved? 1 0 1
9 5 1 3 AL Environmental Officer Review REVIEW  Fima County Generator Project maceved? 1 0 1
9 1 45 AL Project Approval Decision REWORK  Ridgeland School Creek &t Fortuna Roa rwinning acUna 1 0 1
LT 0 3B AL Cost Review REVIEW  Hancock Courty Communty Shefiers-h Eiarten 1 0 1
LT 0 3B AL Eligilty Review REVIEW  Hancock Courty Communty Shefiers-h Eiarten 1 0 1
LT 0 3B AL Environmental Officer Review COMPLETE  Hancack Courty Communty Shefiers-h Eiarten 1 0 1
9 64 2 L) AL Final Project Approval Cecision ~ REVIEA Ridgeland School Creek &t Fortuna Roa gjordan maceved? 1 0 1
9 6 0 48 AL Application Completeness Review  REVIEA Pima County Generator Phase Il mizanfard 0 0 0
T 7 1 2 . 0

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 |
| Overall Review | LawsIEOsl NEPA Process | CostReviewl Cost Effectivenass | Attachments | Authorizations | General Cummentsl

Regulatory Criteria Additional Criteria CID Mumber Commurity Name
IN vl Project conforms with State Mitigstion Plan. IN vl CodesiStandards Ry 179999 Statewide
IN vl Project benefits the designated area. IN vl Py Reviewy (DSR)
IN vl Project conforms with environmental regulations. IN vl Engineeting Rewview:
IN vl Project solves the problem independeritly ar IN vl MFIRA Review
is & functional portion of the solution. m HS Review
IN VI Project is cost effective. * The benefit cost ratio is:I:I m Other
IN VI Project funds requested will not sukbstitute .
I I Disaster Declared Al
for anather federal funding authority. N | @B F:Isa :rd ecplare M reas
Iﬁ lmce Code Flace Mame
IN vl Project funds are not matched ar intended N ][R 99051 Cook (Courty)
to be matched with another federal authority . IN vl MFIF

99177 Stephenzon (Courty)

Info - ] x| State Admin Plan 99141 Ogle (Courty)
Withdiaw | Application Status: Pending
Eligibility Determination 98015 Carroll (Courty)
Approval 00000000 K
Woid | bmission: 09/25/2013 I 'I Spplicant 99043  DuPage (County)
Received: 09/25/2013 I vl Project Type 98085 Jo Daviess (County)
Releaze: 00000000 I vl Eligiibiility Criteriz
Amendment Checkllst| * This field is populated from the Cost Efiectiveness tab ] — | -l

Application Dey | Complete Wiark Step | Eligiblity Reviews HMO

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).

Iqﬁw:lrkﬂnw: Receipt and Delegate | X
Receipt Date: | 0641742010

Mitigation Analyst: || ~|

Generate Letter
of Response: Yes { No &

1] 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 Grantee? Click Yes or No.

7. Click the OK button. The Forward Work Packet Dialog Box is displayed
(Figure 7-12).
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Info

@ Wiark packet will now be fonwarded. . 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

-
‘_]_ / 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.

NEMIS HMGP User Manual MR 3.18.02 Page 7-13
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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 far: WA Previous Lol
Amend  FEMA Reviewer  Assigned  Prompt iy SFa4
Region Dstrhio Applicld Mumber  ProjMo  Stale  Workflow Description Statiis Project Tithe FEMA Reviewer Userid Analyst Answer Hotification Notifieation
8 W B 1 % AL CostReiew REVEW  Mancopa Counly Bievation oh Property- micevedl 1 0 1
8 W B 1 % AL Eiphity Review REVEW  Maricopa County Elevation oh Froperty- maceved? i 1] 1
8 B2 » 1 % AL EmrormeislOffcerReview REVEW  Maricopa County levation oh Property: maceved? 1 0 i
3 1512 25 1 i AL Cost Feview REVEW  Fima County Generalor Project 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 Envirorenaril Officer Review REVEW  Pima County Generator Project maceved] 1 0 1
9 1 1 1 2 AL Project Apgiecval Dectsion FEVEW  Test project fahiquiz 1 a 1
I 58 1 45 AL Col Review' REVEW  Fidfpsland School Creek st Foruna Roa BACUNG 1 0 1
§ M2 B 1 45 AL Eighily Review REVEW  Fidgeland Schogl Creek al Forluna Roa U { 0 1
8 w2 1 1 AL Finol Project Approval Declsion~ REVEW . W3MR11 Alocation fest peoject fGTen EgaTen i 0 1
A &7 il 4 AL Faceipt and Deisgits FEVEW  Pima County Generstor Phase i (] i L]
g 174 0 36 Apnpbcation Comphtenass Review 1} 1 (1}
. W2 1 53 AL Receid wnd Delagate REVEW.  Tempe Courthouss Wind Retroft 0 0 0
g 1 % 1 L AL Ervirocenentel Officer Review  FEVEW  Ridgeland School Creek ot Fortina Roa BACUNG 1 0 H
8 12 M 2 L AZ ' Profect Approval Detision REVEW  Risipeland School Creek af Foduna Roa macaved? i i 1
il | M
Werk Pow Map dwmgun] 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 Fuckets far: HA Previous Lol
Amend  FEMA Reviewer  Assigned  Prompt PO SFad
Region Detr Mo Applield Humber  FrojMo Stale Warkflow Description Stalug Prajeel Title FEMA Reuieiwies Ugerid Analyst  Answer Notifieation Notificatio
i B 1 b AL Cod Review REVEW  Marcopa Courty Blevalion o reperty. nateved? i 0 i
LI - 1 il AL Eighity Review REVEW  Markopa Coundy Bievation oh Property. miceved 1 i i
g wR A 1 i AL EnveormeniaOfficer Revew  REVBW  Maricopa County Blsvation oh Property. macaved? 1 0 1
§ mwr w 1 B AL CodRevbw REVEW  Proa Courty Gerator Prject Mggved] 1 0 1
SR 1 kil AL FighlyRevew REVEW  Pria Courly Generalor P v ! 0 1
A 1 k) AL EnveormertalOffcerRevew  REVEW  Proa County Genarator Project Toceved 1 0 1
8o 1 i AL Project Approval Decizion FEVEW  Tartproject iahiguts | i i
9 MW % 1 [ AT Cofl Review FEVEW  Fiipaiand School Creak ot Fortuna Roa BACUN | 0 1
§ ™M @ 1 4 AL Eighly Review REVEW  Ridgalird Schiodl Créek f Fortuna Roa Bacufa 1 0 1
8 w2 1 1 AL FioolProect Aprovileclsion FEVEW VAR Adlcalion test pecject e g 1 0 1
[ T o # AL Recepl ond Dekagels REVEW P County Generator Phase ] 0 ]
g 7] ki AL Appication Compielaness Reew REVEW  Hancock County Commundy Shallars BOATEN 0 I 0
g mR 1 8 AL Recept ond Delegele FEVEW  Tertpe Courthvouise Wind Relrofi ] ] 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).

CostIssugs Comments | Anplivation Detail |

Overall Review | | aws/ECs | MEPA Process | Cost Review | Cost Effectiveness | Attachments | Authorizations | General Comments |
Regulatory Criteria Additional Criteria D Number  Commurity Hame
IN VI Project conforms with State Mitigation Plan ] | Codes/Standards Ry 179999 Stetewide
IN vl Project benefts the designated area. M - | PW Reviewe (DSR)
IN 'I Project contforms with environmertal regulations. M | Engineering Review
IN 'I Project solves the proklem independently or M > | NFIRA Review
iz & functional portion of the solution m HE Review
. ek . o
IN vl Project iz cost effective. * The benefit cost ratio |s.ﬁ m Other
IN 'I Project funcis requestedd will not substitute .
Digaster Declared Al
for another federal funding authority N e F:‘sa :rd ecplare N reas
) m Fma ace Code Place hame
=] Project funds are nat matched or intended 99031 Cook (County)
to be matched with another federal authority. N - | MFIP
99177 Stephenson (Courty)
Info 5 (il | State Admin Plan 99141 Ogle (County)
Withdraw Application Status: Pending
Eligibility Determination 93015 Carroll (Courty)
= A oeeal: 000000000
Woid Submission: 0852013 x| Applicant 99043  DuPage (Courty)
Received: 09/25/2013 > | Praoject Type 98085  JoDaviess (Courty)
Releaze: 004000000 | Eligikility Criteria
Amendment Checklist |+ This field is populated from the Cost Effectiveness tab I [ — |
Application Deyv I Complete Work Step | Eligiblity Rewisw b Close I

Figure 7-16: Mitigation >Projects >Eligibility Determination >Overall Review Tab
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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).

it &

nce | Public Notice: | Atachments | Elicibiity Review | | | Authorization | Checklist |

It
ﬁ ion | Problem & Risk Data I Project Info IWurk Schedule I Cost Estimate I Match Sources I Cost Effectiveness |

F‘tatewide State Codle IT County Cade :I a Ftatewide

Fips Place Code I 0 'Statewide

[ Subgrantee

F.‘tatewn:ia State Code IT County Cade : I il IE:taterde

Fips Place Code I 1] 'Stahawida
Public Ertity : I I
MFIP Participation : - Last CAY Date : | 00000000
~Subgrantee Mitigation Plan
When Subgrantes is the Grantee, no Subgrartes Mitigation Plan is Edit Subr Lik...
Flan Type | necessary. 4|

Aprvl Ot | 00,0000 Expire Dt

’—Suhgranme ication Preparer

Figure 7-17: Mitigation >Project >Application Development

6. Inthe Application Development tabs, complete the following steps:

a. Review the information in all the tabs for consistency, completeness, and
accuracy.

b. 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.

c. 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.

d. On the bottom right part of the Cost Estimate tab, click the CLOSE
button. The Overall Review tab of Eligibility Determination is displayed.
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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).

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

i ez f» Mo

Suffix Tywpe Code:

Regular
IMITIATIVE

mManagement

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 > Grantee
Information tab.

In the middle section of the tab, the Grantee 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, HMGP

assistance was not requested, contact your Regional MT Help Desk for
guidance.

11.Question: Has a SF-424 been received?
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On the MITIGATION menu bar, click on Disaster >Overview. The eight
tabs of Disaster Overview are displayed.

Click the SF424 tab.
Locate the row of the correct Grantee/Subgrantee.

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 Grantee must create a new project
application and submit it.

The drop-down selection list of Suffix Type Codes includes:

e Project Planning (P)
e Management (M)

e Initiative (1)

e Regular (R)

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.

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.

If none of the conditions listed in Steps 12b and 12c apply to the project,
then the Suffix Type Code is Regular.
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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).

Application Completeness Review E3

3} 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 Ed

g/ Work packet will now be forwarded...continue ?

OK I 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).
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Workflow Success B3

[ ]
\l / Successfully created or updated the workpacket.

OK

15.Click the OK Button. The Overall Review tab is displayed.

Figure 7-21: Workflow Success Message

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.

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
¢ Eligibility Review

2 T2 E7
9 52 &
L 7512 57
a 7512 57

¥ E B 5K

Elgpbity Review

Receipt and Delegate

o Review

LavwrsiB0s Raview

MNEF.A Documentation Reves

Hancock Courdy Cosmamam
Pirmea County Generator Py
Hancock Courdy Coememu)
Hancock County Commir
Hancock County Coeemur

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 four

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

Page 7-20
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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.

NEMIS HMGP User Manual MR 3.18.02 Page 7-21



Unit 7: Manage Eligibility Determination December 2015

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).

mments | Application Detail |

LawsIEOsl MNEPA Process | CostReviewl Cost Effecliveness | Attachments | Authorizations | General Comments

Regulatory Criteria Additional Criteria CID Mumber  Community Mame
(il x| Project conforms with State btigation Plan. m CodesfStandards Ry 179990 Stetewide
m Project henefits the designated area. m Py Review (DSR)
m Project conforms with environmental regulations. m Engineeting Revigw
m Project solves the prokblem independently ar m MFIRA Review

iz & functional portion of the solution. m HS Review
m Project iz cost effective. * The benefit cost ratio is: l’l— m +1 other

- ; ’ - _

5 Fles Dasse Dchrod Aroe
m Praoject funds are not matched or intended. IN jv A 9903 Cook (County

to be matched with ancther federal authority. m MFIP T S @

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

wnhdrawl Application Status: Pending
. Approval 00000000
ﬂl Submission: 0952502013
Received: 0952572013
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 Grantee 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 Grantee 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 B
Amend FEMA
Region Applicld Humber ProjHo  State  Workflow Description Status Project Title
El 23 1 19 L Eligiblity Rewview REWIEW Try again
5 E 2 B IL Environmental Otficer Review COMPLETE  test2
El 7 0 7 L Laws/EQs Review COMPLETE  “Project Application E
23 1 Lawys iy Try again
El 7 0 7 L MEP& Documentation Review REVIEWY “Project Application E
1 23 1 19 L MEPA Documertsation Review REYIEW Try again
5 =) o 8 L Project Approval Decision REYIEW “Project &pplication F
-
«| | »
Wyiark Flowe Map | Current Ralg iz EMWRY Chanige 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 Resour
lean Wister Act (CWR)
oastal Zone Management Act (CTZhL) In Process
noangered Species Act (ESA) Completed
Mot Applicable

ish and Wildlife Coordinstion Act (FWCA)
ational Historic Preservation Act (NHPA)
lean Ajr Act (CAL)

Select Laws/FOs Usze Selzct Lawws/EOs button to add lavwes to screen -
4 | '

Ll

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. _'LI
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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Costlssues Comments | Application Detail |
Overall Review  Laws€0s | NEPA Process | Cost Review | Cost Effectiveness | Atschments | Authorizations | General Comments

Coastal Darners Resouwrcas Adl (CORA)

(Doaitibe: Cleck o a8t the Condition) Entered By

Monitoring Moniloring ©
Raquiived Date

Figure 7-30: Select Laws/EOs Button

a. The Laws Selection window is displayed (Figure 7-31).

Laws Selection

Code

Jurisdiction Hame

|»

laHPA

|Nati0nal ;”&rcheological and Histaric: Preservation Act (AHPA)

[EC13158

|Mstional _»|[EO 13158 Marine Protected Areas

O 3061

Mational ;"EO 13061: American Heritage Rivers

013089

Mational = |EQ 13085 Protection of Coral Reets

0119687

Mational _* |ED 11957; Exotic Organizms

(012699

Mational _»|FQ 12699; Seismic Retrofit

013045

Mational _w |EQ 13045; Protection of Small Children

013112

Mational ;IEO 13112 Invasive Species

A

State  _w|[State Air Qualty Laws

=B

State  _w|[State Burial Laws

[EFvENH

State = |[State Fish, Widite snd Matural Heritage Laws

HMESY

State ;”State Hazardous Materials and Solid Waste Lavws

HP&A

State ;”State Historic Preservation and Archeological Lavws

&S

State  _w|[State Water and Soil Lawws

FHE,

Mational _w | E=sertial Fish Habitat Sct (EFHA]

TH

Local ;”OTHER [enter specifics in related conditions section)

RA

National _w |}ild and Scenic Rivers Act (WSRA)

119

I LCancel |

7.

Figure 7-31: Laws Selection Window

Highlight the Law/EO that you wish to add.

Click the OK button.

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.

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) B * | [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).

Costlssues Comments | Application Detail |
Crverall Review  LawsiEOs |NEPA Frocess | Cost Reviewl Cost Effectiveness | Aftachments | Authorizations | General Comments

Laws/EQs Status Ci its (4000} -~
oastal Barriers Resources Act (CBRA) In Process ;I he CBRA may or may not he applicable to this
lean Wiater Aot (CWL) 4|
ogstal Zone Management Act (CZMA) ;l
nidangered Species Act (ES4) k4|
izh and Wildliife Coordination Act (FACA) LI
stional Histaric Preservation Act (MHPA) LI
lean &ir Act (CALY Ea|

Select Laws/EOs Use Select LawsEDs button to sdd laws to screen. _lj
< | ¥

Conditions Required (4000} Monitoring Monitoring €
(Double Click to edit the Condition) Entered By Required Date

[m] |ponomoon

Add Condition | Goto Project Management screen to complete the Conditions after the Environmental Revievy is approved.

< | 2

All Environmental Laws/EOs Reviews Complete [

Application Dev | Complete Work Step | LawsEOs Review ENVRY

Figure 7-33: New Row Added for Conditions Required

b. In the Law column, click the triangle. A drop-down list of Environmental

Laws is displayed (Figure 7-34).
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“Federal Higibility DISASTER #: 1466 FEMA PROJ #:19-R APPLICATION ID: 23 AMENDMENT #: 1

Costlssues Comments I Application Detail |
Overall Review  Laws/EOs |NEF‘A Process | Cost Review | Cost Effectiveness | Atachments | Autharizations | General Commentsl

Laws/EOQ= Status Comments (4000} &
oastal Barriers Resources Act (CBRA) In Process ;I he CBRA may or may not be applicable to this
lean Water Aot (CIA) =l
oastal Zone Management Act (CIMWA) ;I
noangered Species Act (ESA) |
izh and Wildlife Coordination Act (PWCA) ;I
lstional Historic Preseryation Act (MHPA) ;I
lean Air Act (CAS) k3|

Select Laws/EQs Use Select LawsEDs button to add laws to screen. _ILI
« | »
Conditions Required (3000} Monitoring Monitoring C
Law {Double Click to edit the Condition) Entered By Required Date
CBR& &
R,
CIMA
ESA —ition %0 to Project Mansgement screen to complete the Conditions after the Environmental Review is approved.
| Frca | i
MHP, - All Environmental Laws/E0Qs 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
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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
g EGARREN ICl|
anagement screen to complete the Conditions after the Environmental Revievy iz approved.
Kl I

All Environmental Laws/EQs Reviews Complete |_

Application Dev | Complete YWork Step | Laws/EOs Review ENVRY
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/EOs Status Comments (4000) =
koas{al Barriers Resources Act (CBRA) |C0mple‘ted LI I'I'he CBRA may or may not be applicable to this

Completedd

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 to ensure ¢ EGARREN !I

Goto Project Management screen to complete the Conditions after the Enwvironmental Reviesy iz approved.

4| | i

All Environmental Laws/E0Qs Reviews Complete |7

Application Dev | Complete Watk Step | LawwsEOs Review EMYRY

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
[ There are stabus reviewes thak arein process or blank within the Environmental Laws]EOs listed sbove, Checking this ba will slter the status of

L in-process raviess bo indicate that in-process reviess are "completed”. Blank Fizkls wil defauk bo read "Gen RywfMA™. IF you wish bo proceed, ched
wes. IF wau wish o return bo the Ervdronmental LawsE0s lisk bo complate or change an erdronmental LawfEC restew status, chadkno.

e | 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).

validation E3|

-
H‘__]_ 2 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,/EOs Review i)

[ ]
\_l / This work packet will now be forwarded. . .continue ?

OK I Cancel |

Figure 7-40: Forward Work Packet Dialog Box
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10. Click the OK button. The Workflow Success Message is displayed (Figure 7-
41).

Workflow Success E3

-
\_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: EMNYRY
Amend FEMA

Region Applicld Humber ProjHo State Workflow Description Status Project Title
5 23 1 19 IL Cost Review REWIEWY Try again
a3 5] 2 G L Cost Review COMPLETE  test2
5 7 a 7 IL Cost Review REWIEWY “Project Application E
5 7 u] T L Eligilality Rewview COMPLETE  “Project Spplication E
5 E 2 51 L Eligjilality R ewvies REVIEWY test2
o 23 1 19 L Eligikality Fevies REVIEWY Try agsin
& 5 2 g L Environmertal Officer Review: COMPLETE  test2
3 T a T IL Lawrs/EQs Reviewy COMPLETE  “Project Application E
a3 23 1 19 LawsECs R g COMPLETE  Try again
5 7 a 7 IL MEPA Documentation Review REWIEWY “Project Application E
5 23 1 19 L MEP& Documentation Review: REWVIEWY Try again
5 g u] g L Project Spproval Decision REVIEWY “Project Application 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 I —
Amend FEMA Reviewer Assigned

Region Applicld Mumber  ProjHo State Workflow Description Status Project Title FEMA Reviewer Userid Analyst

5 23 1 13 I Cost Review: REWIEW  Try again agarren

9 B 2 B L Cost Review COMPLETE  test2 BGArren

K 7T a T L Cost Review REWIEW “Project Application E BGArTen

K 7 a 7 L Eligiblity Review COMPLETE  "Project Application E BGArTen

E [ 2 [ L Eliggitlity Review REWIEW test2 EGarren

E 23 1 19 L Eliggitlity Review REWIEW Try again EGarren

5 B 2 B ([ Environmental Officer Rewvigw: COMPLETE  test? EOarren

5 7 ] 7 I LawsiEOs Review COMPLETE  "Project Application E agarren

5 23 1 19 I Laws/EQs Review COMPLETE  Try again Bgarren

9 7T a T L MEPA Documentation Review REYIEW “Project Application E BGArren

5 23 1 19 MEPA Documentation Review Try again

K g a g L Project Approval Decision REWIEW “Project Application F maceve2

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

¢ 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
FEMA Status 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
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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.

“NEMIS Yersion 3.16.01 10/27,/2013

(i1 Grester =cope or size than normally experienced for a
patticular category of action;

(i1 Actions with & high level of public controversy;

(iiy Employment of unproven technology with potential adverse
effects ar actions involving unigue ar unknawyn
environmental risks;

(iv] Presence of endangered or threstensd species or their
ctitical habitat, or archeological, cultural, histarical or ather
protected resources;

(%) Potertial for degredation, even though slight, of already
exizting poot environmental conditions;

(w1 Presence of hazardous or toxic substances at levels
which exceed Federal, state or local regulations or
standards requiring action or attention;

Extraordinary circumstances that may have a significant environmental impact include:

Fiease indicate what extraordinany clrcumstance s were considered in the NERPA tab's comment area.

(vii) Actionz with potertial to affect special status areas adversely
ot ather critical resources such as wetlands, coastal zones,
weildlife refuge and wilderness areas, wild and scenic rivers,
sole ar principsl drinking water aguifers;

(wiil) Potertial for adverse effects on health or safety;

(i) Potential to violste & Federal, State, local or tribal lsw or
requirement imposed for the protection of the environment;

(%) Potential for significant cumulative impact when the propozed
action iz combined with ather past, present and reasonakbly
foreseeable future actions, even though the impacts of the:
proposed action mat not be zignificant by themselves;

Close |

Figure 7-46: FEMA Status -
Circumstances Reference

c. Click the CLOSE button.

Catex Completed: Extraordinary

d. Click the SELECT APPLICABLE 10.89(d) CATEX(s) button. The Catex
Categories window is displayed (Figure 7-47).

CATEX Codes Selection List

Cumrent CATEX Codes Applicable

20 CATEX Type Codle
1. Administrative action

2. Preparation, revizion and adoption of regulations and
documents (i)
3. Studies that involve no comimtment of resources (i)

4. Inzpection, enfarcement, and monitaring activities (iv)

5. Training activities and operational exercizes (v)

Check CFR for the full wwording of each code
before selecting a code

i

[

0 CATEX Type Code

Add > |
Add Al » |

< Delete |

< Delete Al

Ok Cancel

Figure 7-47:

add. Click the ADD button.

48).

CATEX Categories

On the left side of the window, select the CATEX Type Codes you wish to

The CATEX Type Codes are now displayed on the right side (Figure 7-
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“ Catex Categories E
CATEX Codes Selection List Current CATEX Codes Applicable
17 CATEH Type Code - 3 CATEX Type Code

1. Administrative action 4. Ingpection, enforcement, and monitaring sctivities (iv)

| Add &l |

2. Preparation, revision and adoption of regulations and

- 5. Training activities and operstional exercizes (v
documents (i)

3. Studies that invalve no commitment of resaurces (i) L. FrreE e o @ass e soriess fl

7. Acquizition, demolition and removal of properties (vii)

§. Acquisition or lease of existing facility (viii) < Delete

_<Deke |
< Delete Al |

=l

Check CFR for the full wording of each code
| Cancel

before selecting & code Dk

Figure 7-48: CATEX Categories Added

g. Click the OK button. The added CATEX Categories are displayed on the
NEPA Process tab.

h. 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'

HIUIGALE LEVE] UI KEVIEW

FEMA Status Extraordinary Circumstance Refl Select Applicable 10.8 (d) CATE}{(S)'
|cmex - Completed 4| IFan extracrdinary civcumstance exists and leads to a
significant environmental impact (see $4CFR 108 (d)
(30, an Envivon. Assesment shall be prepared. 3 CATEX Type Code -
r Mo Extraordinary Circumstances Reguiring an E&. 4. Inspection, enforcement, and monito
Documertation Complete f0M0A000 = | -
Pleaze indicate what exdraordinary circumstances were conzsidered in the HEPA ﬂ December 2013 ﬂ 4 | | _>|J
SuMo TuWeTh Fr Sa [ o
Conditions Required (4000} T 2 3 15 5 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 25 26 27 28
Add Condition | Goto Project Management screen to complete the Con 29 30 31 eviewy is approved.
« | 2l

Comment:

Append | Yiew |
- | Complete Wark Step | MEPA, Documentation Review ENYRY

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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Costlssues Comments | Application Detail |
Cverall Review | LawsiEQs NEPA Process |0051Re\riew Cost Effiectivenass | Attachments |Authnrizations | General Comments

Indicate Level of Review
FEMA Status

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.

8. 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

HIUIGAE LEYE] Ul REVIEW
FEMA Status

mert - 0 Process

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.

Double-click inside the Conditions Required field. The Comment Editor is
displayed.

In the Comment Editor text area, enter the description of the conditions
required. Click the OK button.

The conditions are displayed on the NEPA Process tab.
If applicable, click inside the Monitoring Required checkbox.

If applicable, complete the Monitoring Completed Date and Monitoring
Completed By data fields.

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(=) |

B o - Completecd Ifan exracrdinary civeumstance 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. LI—I 4
Conditions Required (1000} Monitoring Monitoring Completed
iouble Click to edi iti Entered By Required By
plication must meet the following conditions in o En an
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. Double-click inside the Comment field to access the Comment Editor.

b. Inthe Comment Editor text area, enter your review comments. Click the
OK button.

December 2015

c. 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.

d. To view comments previously entered that are not displayed in full, click
the VIEW button.

e. 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.

g. 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

Extraordinary Circumstance Ret | Select Applicakle 108 (d) CATEX(=) |

louble Click to edit the Condition Entered By Required
pplication must meet the following 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

T T

|Cate>< - Completed =] Ifam exmacrdinary cireumstance exists and leads 10 a
significant environmental impact (ree FACFR 10.8 (&) 3 CATEX Type Cote -
(5)). an Buvivon. Assasmeent shail ba praparad. = =
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

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/Scan Documents. The Attachments are now

displayed in the Attachments tab (Figure 7-55).

Ovarall Review | LawsIEOs| MNEFPA Pmcessl Cost Rewaw| Cost Effactiveness  Attachments |.M.nhunzatmns | General Cﬂmmamsl

Progact Amend
Mumber  Doclment Type Document Title

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.

13.Click the NEPA Process tab.

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"
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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

-
1__]_ 2 The Completed status has to be selected before forwarding.

QK

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

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).

Workflow Success

L]
A / 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.
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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).

Environmentsl Officer R
5} IL Environmental Officer Review

I LawzEOs Review

Amend FEMA
Region Applicld Humber ProjHo State Workflow Description
a3 23 1 19 L Eligiblity Review:
5 T u] 7 L Eligiklity Rewview:
g 2 1
4 B 2
a3 T u]
5 T u]
5 g 0

7
T I MEPA Documentation Review
g

L Project Approval Decision

Project Title

Try again
“Project Application E

Ty again
test2

“Project Application E
“Project Application E
“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 | Appcation Detail |
Crverall Renvdew  LawsEOs INEP!.P-DMM | Cogl H'aﬂml Cosl Efectveness IMH:M‘IEME Aushorizations | Ganaratc:-mmmlsl

LawsEOs Status Comenoms ($00)
ICBRA) Compisted x| [Tne CEFta, may or mary mot be appdcabile b this prosect applcation
[compietea — =]]
IMA) [Compisted =] [
[Comieied ]|
([FACA) [t Appsicacie =] |
(MHFA) |[Completed = ||
[Competea =]|
£l I'l_I
mopuired (000} Monitoring Monitoring Cormgleted
bl thee Condition) 7 Hy Required | Date
mmmm:rmu:_mj r r M|
janagemant screen bo complete the Condions after tha Ervronmental Renvie iz approved.
4] ]
Al Ervironmentsl LawsE0s Reviews Complote [+

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.
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7. Click the NEPA Process tab (Figure 7-63).

Costlssues Comments | Application Detail |
Overall Review | LawsiEOs NEPA Process |CDStReviewl Cost Effectiveness | Attachments | Authorizations | General Commentsl

Indicate Level of Review
FEMA Status

|Envir0nmenta| Aszsessment - Completed ;I Draft EA DateI:IQIOS.QmS A Final EA Date ﬁzm 32M3 d
Final Public Maotice I,I—QM B2013 - Finding of o Significant ﬁ 232013 d

Publication Date Impact (FOMSD
(Initisting Puklic Cotmment of E&)

Conditions Required (4000} ftoring
Required
e

Double Click to edit the Condition,

Entered By

[ [ e

Add Condition Zoto Project Management screen to complete the Conditions after the Environmental Review is approved.
4]

Comment: [CATEX completed -EGARREN-12/20/2013 17:18 GMT
8 andd Assessment have been completed -EGARREN-12/2002013 17:31 GMT

Append | Yiew |
- | Complete Wark Step | Envirormental Officer Review ENVOF

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 I
Overall Review | Laws/EQs MEPA Process |CostReview| Cost Effectiveness | Attachments | Authorizations | General Commemsl

Indicate Level of Review
FEMA Status

|Envir0nmerrtal Azsessment - Completed ;I Draft EA Date ﬁ 2062013 v' Final E&, Date ﬁ 2132013 ;l
Final Public Nmiceh—Qn B2013 d Finding of Mo Significant ﬁ 2132013 A
Publication Date

Impact (FOMSI)

(Initizting Public Comment of EA)

itoring
Required
e

Conditions Required (4000}
Double Click to edit the Condition,

Entered By
EGARREM

Add Condition | 0o to Project Management screen to complete the Conditions after the Environmental Review is approved.
<

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/Scan 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

ok | [ 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 E3

""lf) Successfuly crested or uadated the workpecket,

o)

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.

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 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 Project Title FEMA Reviewer
5 23 1 19 IL Cost Review REVIEWY Try again
5 5} 2 B IL Cost Review COMPLETE  test2
5 7 o 7 IL Cost Revieww REYIEW “Project Applicstion E
& [ 2 [} IL Eligitlity Review REVIEW Lest2
5 23 1 18 IL Eligibility Review: REVIEWY Try again
5 7 1] 7 IL Eligibility Review: COMPLETE  “Project Application E
5 23 1 Enviranmental Cfficer Review: COMPLETE  Try again
& 5} 2 B 1L Enviranmental Officer Review: COMPLETE  test2
5 7 o 7 IL Lavws/EOs Review COMPLETE  “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: CSTRY
Amend FEMA

Region Applicld Humber ProjHo State  Workflow Description Status Project Title
5 23 1 1 Try again
5 [} 2 [} 1L Cost Review COMPLETE  test2
5 7 1] 7 L Cost Review REWIEA *Project &pplication E
5 [} 2 [} 1L Eligiiblity Resvigsn REWIE test2
5 23 1 19 L Eligiblity Reviewy REWIEA Try again
5 7 1] 7 L Eligiblity Reviewy COMPLETE  “Project Application E
5 23 1 19 L Environmerital Officer Review: COMPLETE  Try agsin
& 5} 2 5} IL Environmental Officer Review: COMPLETE  test2
5 7 1] 7 L LawsEOs Review COMPLETE  “Project Application E
5 7 1] 7 L MEP& Documertation Rewview REWIEA *Project &pplication E
5 g 1] 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.
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5. On the Cost Review tab, the cost item information for the project application
is displayed (Figure 7-69).

Costlssues Comments | Application Detail |

Overall Review | LawsIEOsl MEPA Process ost Effectiveness |Aﬂachments |Auth0rizati0ns 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 "APPROWED COST'(S).
Display Cost Codes | 2. CLICK THE BOX (ES) AGAIN TO APPROYE THE AMOURT(S] SHOWR IM "TOTAL ARMTYS).
3. REWISE THE AMOUNTCS) SHCAWAN IN "APPROYED 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.
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8. In the Cost Approval field, select Y or N to approve or disapprove the cost.

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 |

Civarall Review | LawsIEOsl MERA Process | Cost Review Cost Effectiveness |Aﬂachments | Authorizations | General Comments

Met Present Value Taotal Project  Benefit-Cost
of Project Benefits Cost Estimate Ratio
(B (& /B)  Analysis Type Exempt Type
000 &I Flood
Amendment # 1 Totals: 1.000
| 0 |statewide | §1,000 | $1,000 | 1.000 |Flood j|
Amendment # 0 Totals: | $1,000 | $1,000 | 1.000
il | i
You must enter all required fields in the Cost Effecti tab. Comp A or B below, whichever applies.

B If COMMUNITY field iz not populated, 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 | [relete |

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).
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Costlssues Commentsl

Overall Revigw | LawstOsl NEPA Pracess | CostReview Cost Effectiveness |Anachmems Authorizations | General Comments

Pre-calculated
Beneft  Commerts

Reviewer's Name BCA& Performed By Analysis Date

Select Pre-Calculated Benefit

Mone
Erwiranmental
100 YR FP Acquisition
K L] 100 YR FP Elevation
You must enter all required fields in the Cost Effecti tab. Compl A or B below, which applies.

Pre-determined
A [f COMMUNITY field is nat populsted, go to Apnlication Development and select & State name or community namers)

Return to the Cost Effectiveness tab, and enter all required figlds, st 2 minimum,
B. If COMMUNITY field is papulated, enter all reguired fields, at & minimum.

Benefit-Cost 'Web Page

Mew Delete |
{ | ¥]
Cloze I Add | Delete | Save | Closz |

Figure 7-71: Mitigation >Projects >Eligibility Determination >Cost
Effectiveness Tab - Right Side

Anplication Dey | Complete Wark Step | Cost Review CSTRY

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 MNEFA Processl CostReviewl Cost Effectiveness |Aﬂachments | Authorizations | GeneralCommentsl
Cost Issues Comments |App|icatign Detail |

Comrnent Amendment
Date / Time User Mumber
12120013 17:46:1 2 EGARREN

Comments

Application Dey | Complete Work Step | Add Deletel Cost Review CSTRY

Figure 7-72: Mitigation >Projects >Eligibility Determination >Cost
Issues Tab

14.Double-click inside the Comments box. The Comment Editor is displayed.
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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|icatign Detail |

Comment Armendment
Date / Time User Murnber Comments

1202013 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).

Cost Review | x|

L]
' 11) This wark packet will now be Forwarded. .. continue 7
T

Zancel |

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 E3

L]
\ 11) successfully created or updated the warkpacket.,
e

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
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"Eligibility Review" under the Workflow Description column. This is the next
step in the Eligibility Determination process (Figure 7-76).

Work Packets for; CETRY
Amend FEMA

Region Applicld Humber ProjHo State Workflow Description Status Project Title
a 23 1 18 IL Cost Review COMPLETE  Try again
= G 2 B IL Cost Review COMPLETE  test2
5 7 1] 7 IL Cost Review REVIEMN *Project &pplication E
5 G 2 5} IL Eligiblity Review REYIEWY test2
a3 23 1 Eligiblity Review Try again
a5 7 1] 7 I Eligiiblity Rewview COMPLETE  “Project Application E
= 23 1 19 IL Ervitonmertal Officer Review COMPLETE  Try again
a3 &} 2 G IL Ervvironmertal Officer Review: COMPLETE  test2
= 7 a 7 IL LawwsiEOs Review COMPLETE  “Project Application E
5 7 a 7 IL MEPA&, Documentation Review: REVIEM *Project &pplication E
5 g 1] g IL Project &pproval Decision REVIEMN “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
IN 'l Project conforms with State Mitigation Plan. IN 'l Codes/Standards Ry 178508 Statewvide
IN 'l Project benefits the designated area. IN 'l P Reviesy (DSR)
IN 'l Project conforms with environmental regulations. IN 'l Engineering Review
IN 'l Project solves the problem independently or IN 'l MFIRA Rewview
iz & functionsl portion of the solution, m HE Review
IN 'l Project is cost effective. * The benefit cost ratio is:ﬁ 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
[N =] Praject fund ot matched or intended I =] P ooy e
L]l= UNGs are NoL MEtched oF INTence: 99031 Cook (CUUH‘W’)
b be matched with another federal authority. M | MFIP T — (Courty)
ephenson (Cournty’
A dment InfoP . il > | State Admin Plan 99141 Ogle (County)
j Application Status: Pending
Withdraw | PP spprovat GO0 Eligibility Determination 99015 Carrall (County)
“Woid | Submission: 0942502013 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 solves the problem independently or is a Project description attached to

functional portion of the solution. project application

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 Assurances document attached
another Federal funding authority. to project application

Project funds are not matched or intended to be Assurances document attached
matched with another Federal authority. 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 2>
Management Reporting =
Infrastructure Support (IS) =2
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 - Grantee
Information
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Table 7-7: Eligibility Determination Section Data Fields

DATA FIELD ‘ INFORMATION SOURCE

Applicant

Applicant is eligible.

44 CFR 206.434(a)

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
Date / Time

5: 261§ EGARREN i According to the project application the STate is requesting FEMA to perform the Environ

Amendment
User Number  Comments

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 niow be Forvearded. . .continue 7

QK 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 %

_‘_lr) Successfuly created or updated the workpackst,

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: b2
Amend FEMA
Region Applicld Humber ProjHo State Workflow Description Status Project Title
a9 7 1] T IL Cost Review REWVIEW "Project Application E
g g 2 B IL Cost Review COMPLETE  test2
g g 2 B IL Eligibality Reviesn REVIEW test2
a9 7 1] T IL Eligikality Revieswn: COMPLETE  "Project Application E
& 5 2 ] IL Environmental Officer Review COMPLETE  test2
o 7 1] T IL LavwwsEQs Reviewy COMPLETE  “Project Application E
o 7 1] T IL MEPA Documenitation Review REWVIEWY “Project Application E
5 g o 5 IL Project Approval Decision REWVIEW “Project Application F
1 19 Project Approval Decision Try agEin

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: M4 Previous
Amend FEMA Reviewer Aszigned

Region Applicld Humber  ProjHo State Workflow Description Status: Project Title FEMA Reviewer Userid Analyst
g 7 a 7 L Cost Review REVIEW “Project Applicstion E egarren
5 B 2 6 L Cost Review COMPLETE  test2 BOATEn
g [ 2 6 L Eligiblity Review REVIEW test2 egarren
5 7 o 7 L Eligiblity Rewviesw COMPLETE  "Project Application E Egarren
g [ 2 6 L Environmental Officer Review COMPLETE  test2 egarren
5 7 o 7 L Law=EOs Review COMPLETE  "Project Application E Egarren
g 7 a T L MEP& Documentation Review REVIEW “Project Applicetion E Bgarren
5 8 o g L Projer cizion REVIEW "Project Application F maceved2

23 1 19 Try again
|
Wark Flos Map Currert Role iz his

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.
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4. Click the OK button. The Overall Review tab is displayed by default (Figure

Costlzsues Comments | Application Detail |
; Laws/EOS | NEPA Process | Cost Review | Cost Effectiveness | Aftachments | Autharizations | General Comments
Additional Criteria CID Mumber  Community Mame
|Y VI Project conforms with State Mitigstion Plan. i * | Codes/Standards Ryvwy 179999 Stetewide
I‘r‘ VI Project benefits the designated area. ki VI P Reviewy (DSR)
IN 'I Project conforms with environmental regulstions. i 'l Engineering Review:
IY 'I Project solves the problem independently or ki 'I MFIRA Revigw
iz & functional partion of the solution m HE Review
|Y vl Project is cost effective. * The benefit cost ratio |s:fl = |G
IY VI Project funds requested will not substitute _
I Disaster Declared Al
for another federal funding autharity . Y | :a zrd et;lare X reas
= ore ) HFMA ace Code Flace MName
I 'I roject funds are not metched or intended 99031 Cook (County)
to be matched with another federal authority. v vl MFIP
99177 Stephenson (County)
A d it Info pends v 'I State Admin Plan 99141 Ggle (County)
i Application Status: Pending
withelraw | B Eligibility Determination 83015 Carrall (County)
o | Approval: 00000000 m P — B ]
-
o ubmission: 09/25/2013 pplica UPage (County)
Received: 09/25/2013 kil vl Project Type 99085  Jo Daviess (County)
Relesse: 00000000 b 'I Eligiility Criteria
Amendment ChECkliStl *This field is populated fram the Cost Effectiveness tab. a0 | i
Application Dey | Complete Work Step | Project Approval Decision his,

Figure 7-86: Mitigation > Projects > Eligibility Determination >
Overall Review Tab

On the bottom left part of the Overall Review tab, click the APPLICATION
DEV button. The Application Development tabs are displayed.

Review the project application information in the Application Development
tabs.

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.

In the title bar of the Eligibility Determination tabs, ensure that the Suffix
Type Code in the FEMA Project Number is correct.

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.

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
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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 | LawsIEOsl MEPA Process | CnstReviewl Cost Effectiveness | Attachments | Autharizations | General Comments
Cost Issues Comments |App|icangn Detail |

Comment Amendment

Date / Time User Mumber Camments

212013 17:52:48 EGARREN 1

212013 17:48:28 EGARREN 1 his is & new cost issue comment -EGARREN-12/20/2013 17:47 GMT

Application Dev | Complate Wiork Step | Acld | De\etel Project Approval Decision MA

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).

Overall Review | LawsIEOsl MNEPA Process | CustReviewl Cost Effectiveness | Attachments | Authorizations | General Commentsl
Cost Issues Comments |App|icatign Detail |

Comment Armendment

Diate f Time User Number  Comments

2120M3 17:52:49 EGARREN 1

2i20M3 17:458:25 EGARREN 1 hiz is & newy cost issue comment -EGARREM-12/2002013 1747 GMT

Figure 7-88: Cost Issues Comments Tab with New Comments Added
12.1f you wish to add General Comments, complete the following steps.
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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.

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 7-89).

Costlssues Comments | Application Detail |

Overall Review | LawerOsl MNEPA Process | Cost Reviewl Cost Efiectiveness | Atachments | Authorizations  General Comments |

Comrnent Arendment
Date / Time User Mumber  Comments
212013 18:29:38 EGARREM 1 hese are additional comments about the project eligibilty determinstion -EGARREN-12/20

212013 18:29:38 EGARREM 1 ceording to the project application the STate is requesting FEMA to perform the Environr

GARREN Erter general comments here -EGARRENM-1 2420421 S GMT

Application Dev | Complete Work Step | g Deletel Praject Appraval Decision M4

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).
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hﬁﬁ Project Approval Decision E I

—RECOMMENDATION
i Approve O Deny

— REWORE
™ Eligibility Determination

[T Cost Review

[T Environmental Officer Feview

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).

"'lf) Successfuly created or updated the werkpacket,

O

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.
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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

le) successfully created or updated the workpacket,

Ok

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.

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).
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g Mitigation Work Packet List
| [F work Packets for: Ma ]
I Amend FEMA
Region  Deir Mo Applic bk Humber ProjHo  Stete  Warkflow Description Statise Projact Til
] a TE2 55 1 33 AL Bty Feviery REVIEW Pina Courdy Cererabor Pri
8 TEi2 55 1 I AL Ernvironmental Orficer Revisw FEVEW  Pima County CGererabor Pri
| a T2 64 2 44 AL Ervvintafumssrial O facer Rinarsy COMPLETE  Radpeland School Creek ol
I 9 18 1 AT R City o Blisbes Fire Station
: a ez 18 1 n AT Ciocit Raviene REBNVORK  Clly of Besbes Fira Stalion
] 512 30 Q -] AZ Fceipl and Delegabe REVEVY 1E04-001 1 Gupdcden Trinngh
a a2 1B 1 2 AT Ernvinatwtserbal O ficer Rendsw COMPLETE  City of Bisbes Fira Stafion
i | [
‘orik Flowr Map fra'p;uﬁmn| Befresh I Ok I Close I

Figure 7-93: Mitigation Work Packet List - Eligibility Review Rework

[ wark Packets for: A B
Ameend FEMA
; Hegion  Datr Ho  Applic ld Humber  ProjMo  State  Workflow Description Statiis Propect Tik
: 7 TS 55 1 k5] AZ Errvronererial Crifcer Raaser REVEW  Pima Courdy Germraior Fri
T2 G4 A Ervvronemental Oficer Renviesr
7542 8 AL Bty e
| 3 AT REWNIDE City o Blesbee Fire Shabion
8 THZ 3 0 3 AT Fimcent niwg Desbrgabe REVIEA 15001 Gokders Trisngh
9 TE2 18 1 i AL Ernvirgnemental Crficer Renviewr COMPLETE Oty of Besbes Fine Station
a  TEE i 4 2 AT et e FEVEW  Test project =
- | e
Vo Flarw Map cragegrowp|  Betresh [[ o | cose |

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: HMO

Amend FEMA
Region ApplicId Humber ProjHo State  Workflow Description Status Project Title

Ap on COncCUrence PRJ_APPRY Try again
IL Cost Review RE'IEA *Project Application E

a 23 1 14

5 T a 7

5 3 2 53 1L Cost Review: COMPLETE  test2

a3 G 2 ] IL Eligiblity Review: REIE" testz2

5 T 1] 7 IL Eligiklity Review: COMPLETE  “Project Application E
5 -1 2 E IL Environmental Officer Review: COMPLETE  test2

o T 1] 7 IL LawsEQs Review COMPLETE  “Project Application E
o T 1] 7 IL MEPA Documertstion Revissy REYIE" “Project Application E
a i} 1] il IL Project Approval Decision REYIE" “Project Application F

al

Wiork Flow 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 Cummentsl Apnplication Detail |

| LawsIEOsl MNEFPA Process | CustReviewl Cost Effectiveness | Attachments | Authorizations | General Comments

Regulatory Criteria Additional Criteria CD Mumber  Community Name
IY ¥ | Project conforms with State Mitigation Plan IY ol I CodesiStandards Ryww 179399 Stetewide
IY * | Project benefits the designated ares. IY 'I P Review (DER)
IY ~ | Project conforms with environmental regulstions. IY 'I Engineering Review
|Y ¥ | Project solves the problem independeritly or ki T | NFIRA Review

iz & functional portion of the solution. m HE Review
IY ~ | Project is cost effective. * The benefit cost ratio iS.I:I g =] other
|Y ¥ | Project funds reguested will not substitute m _

ta x| Cs Disaster Declared Areas

for ancthet federal funding suthority . Pl Cade Pl )
ace Code Place Mame

IY ¥ | Project funds are not matched or intended i ¥ | FM& 90031 Cook (Caurty]
to be matched with another federal authority. |Y I MFIP

= 99177 Stephenson (County)

A di it Info ) IY 'I State Admin Plan a1 41 Ogle (County)

‘whithdraw | Application Ststus: Pending
Eligibility Determination 99015 Carroll (Courty)
= Approval: 00000000 i
Yoid | Submission: 092502013 I‘r‘ 'I Applicant 99043  DuPage (County)
Received: 097252013 I‘r‘ 'I Project Type 99085 Jo Daviess (County)
Relesze: 00000000 IY 'I Eligibility: Criteria

Amendment Checklist | *This field is populated from the Cast Effectiveness tah. L i
Applicstion Dev | Complete Work Step | Approval Decizion Concurrence HRC

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|icati0n Detail |

Caormment Amendment

Date / Time Uszer Number  Comments

212013 174525 EGARREN 1 his iz & nevy cost izsue comment -EGARREN-1 220072013 1747 GMT
220131 GARREN 1 hiz iz anather cost izsue comment -EGARREN-12/2002013 158:36 GMT

1 212001

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 Issues Comments |App|icatign Detail |

Comment Amendment

Date / Time User Mumber  Commants

2120013 174528 EGARREN 1 his iz & new cost izsue comment -EGARREN-1202052013 1747 GMT
2120, GARREN 1 hiz iz another cost issue comment -EGARREN-1 202002013 18:36 GMT

7. 28 EGARREN i This is & cost izsues comment st the Approval Decision Concurrence task -EGARREN-12,

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

20200 3 18:29:38 EGARREM 1 hese are addtional comments shout the project eligibilty determination -EGARREM-1 2720
[1212001 3 18:28:38 FGARREN 1 J2ceording to the project applicati ate is requesting FEMA to per
5o - 1 3

12720013 18:50:1 7| EGARREN 1 | General comment from Approv

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].

In the HMO Recommendation section, click inside the Approve or Deny
radio button.

a.

b. Click the OK button. The Workflow Success message is displayed
(Figure 7-100).

Workilow Success

"'if') successfully created or updated the werkpacket,

e

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.

d. 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.

e. Address the letter to the Grantee Point of Contact(s). Be sure to follow
your Regional/Grantee procedures.

f. Save the letter (using the Save As feature, giving the letter a different file
name) and print it.

g. Exit from MS Word.

h. On the bottom right part of the Overall Review tab, click the CLOSE
button.

i. 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.

J.  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. Click the OK button. The Workflow Success message is displayed.
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 Approval Decision
Concurrence process now displays "Project Approval Decision” under
Workflow Description. The Status now says "REWORK" (Figure 7-101).
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W ~itigation Work Packet List

© Wiork Packeis fos: HA0 B
Amend FEMA
Fegion  Detr Bo  Applic k- Humber ProjHa  State  Woikflow Description Slatins Projoct Till
a T§2 55 1 33 AL Errvininmertal Cifcer Revirs FENVIEW Pinas Ciowanity’ G abor Pri
2 Ts2 64 2 41 AL Errvirgnmentsl Cificer Review COMPLETE  Rikpeland School Cresk ot
" 3 T§2 30 Q 2 AL Rz anad Dasbepale REVEW 1604-00N 1 Ceoldan Trisrgh
2 18 ! I AT Project Approval Decison R
2 T2 1 1 2 AL Projecd Approval Decision REVIEW  Test project
9 52 55 1 45 AL Coat Fewvierw FEVEW  Ridgeiend School Creek st
8 TH2 56 1 45 Al Elighity Foeview FEVEEW  Radgeland School Creek ot
< I L[J

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).

“Federal Eligibility DISASTER #: 1466 FEMA PROJ #: 6-P APPLICATION ID: 6 AMENDMENT #: 2

Owerall Review | LawsIEOSI MNEFPA Process I CnstReviewl Cost Effectiveness I Attachments | Authorizations | General Cummentsl
Costlssues Comments  Application Detail |
Application Detail form is complete. -
1. Enter date Application submited to FEMA by Grantes ; [ 09092013
2. Did initial &pplicstion meet minimum reguirement for scceptance?  © YES { po
If applicable, erter date Application was denied : Im

3. Was Application discussed with Grantes? (@ YES € MO Date : [09/09:2013
4 Wias 5 complete Lpplication submitted (an RFI was not reguired)? & YES (WO

4a.1f no, enter date of inttisl RFI: [ 0000000 |

4db. If anzsweer to 4 is MO, enter date Application considered complete IM

5. Wygs FEMA's approval decision completed within 30 days of receipt of a complete Lpplication? ® vES MO
If WG, enter comments:

6. Does this Project use data or resources provided by advance assistance intiative’? & vES ( NO

7. ls this & phaged project? + vES  NO
7a - Iz thiz amendmert for phase 2 of a phaszed project? (¢ vES (WO
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 hd|

Application Dey Complete Miork Step | Environmental Officer Rewviesw: HWO
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.
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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 Grantee

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
Grantee?

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 Grantee 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 three examples 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]
\_l .) FEMA Approval Decision status comment is required

validation e

]
H__l 2 Application Discussion with Grantee is required

Yalidation >

1 / Initial RFI Date is required
—

Figure 7-103: Validation messages — 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

'T The information entered does not pass validation and musk be corrected before changes can be saved.

Close without saving changes?

Yes

Figure 7-104: Validation error message — Information does not pass validation
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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).

ﬁ'ﬂFEderal Eligibility DISASTER #: 1466 FEMA PROJ #: 8- APPLICATION ID: 8 AMENDMENT #: 0

Cwverall B eview | LawaJ'EOsl HEPA Process | CnstReviewl Cost Effectiveness | Attachments | Al
Costlssues Comments  Application Detail |

Application Details form is HOT complete.
1. Enter date Application submitted to FEMA by Grantes : I 010152011

¥alidation | x|

L]
' 11) Date Application submitted to FEMA musk be bebween Disaster Declaration Date and the Current Dake
.‘-'.

Figure 7-105: Validation error message — Incorrect date

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.

10.0nce 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.

Cyerall Review | LawsIE03| NEPAPrucess|CostRewew| CostEffectiveness |Aﬁathments |P«uthurizati0ns |General00mments

Costlasues Comments ﬂll"ll|itai'ilﬁﬁullj'éf5i'|ﬂ§|

Application Detail form is complete.
1. Enter date Application submitted to FEMA by Grantes : | 081202013

2. Did iniial Application meet minimum recuiremert for acceptance? O vES O
If applicable, erter date Application was denied m
3 Was Applcation iscussed wih Grartee?  VES CNO Dete: [o00NI00
4. Wiaz a complete Snplication subimited (an RF| was not reguired)? (" VES ¥ 1O
4a.1f no, enter date of initial RFI; [ 08432013

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).

| g ~itigation Work Packet List H=E
© Wiork Packets Tor: Ha0 =]
Amend FEMA

Fegion  Deir Mo Applic ld  Humber ProjHo  Stsle  Waorkflow Description Slatis Propoct Tik

a a2 55 i i3 AL Errironemenial Offcer Rivarer REVEEW Pirna Coundy Ceerserabon Pri

8 e 54 2 EE] AL Ervvroremerial Oficer Review COMPLETE  Ridipeland School Creek ot

] T2 30 1] ] AL Fracaipd and Dedegabs REVEWN 1604=00r 1, Ceobdan Trisgh

] 18 1 il AL Gty of Bisbes Fire Station

a T2 1 1 2 AL Project Approoal Decizion REVIEW Tasl project

£l 52 8 1 45 AL oot Rt REVEW. Fadigeeiand Schood Creek of
a 2 5B 1 45 AT Ebgiolly Fawienw FEVIEW Fadgpstand School Cresk dll

il | ¥
Weork Flowr Map Charge @'oq:-l Bedrezh I 8 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.

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.”

7-108).

Click the OK button. The Overall Review tab is displayed by default (Figure

Costlssues Commentsl Application Detail |

Regulatory Criteria

it Info

LawsIEOs' MEFAProcess | CostReviewl CostEffectiveness | Attachments | Autharizations | General Comments

v | State Admin Plan

Additional Criteria CID Mumber  Community Mame:
IY VI Project conforms with State Mitigstion Plan. IY VI Codes/Standards R 179999 Statewide
IY ~] Project henefits the designated ares. IY ~ | P Review (DSR)
IY VI Project conforms with environmental regulstions. IY VI Engineering Review
|Y VI Project solves the problem independenthy or i * | MFIRA Rewiew
iz & functional portion of the solution. m HE Review
IV 'I Project is cost effective. * The benefit cost ratio is:ﬁ b =] Other
IV 'I Project funds requested will not substitute Di
isaster Declared Areas
for ancther federal funding autharity [ =las e o
m FMA ace Code Place Mame
IY VI Project funds are not matched or intended 9903 Cook (Courty)
to be matched with another federal authority IV vl MFIP T Stephensan (County)

_ 93141 Cgle (Courity)
Withdrawl Application Status: Pending o o
X Eligibility Determination 99015 Carroll (County)
B Approval: 00000000
Woid | bmission: 09/25/2013 IY 'I Applicart 99043  DuPage [County)
Received: 09/25/2013 IY 'I Project Type 98085 JoDaviess (County)
Relesse: 00/00/0000 |Y VI Eligjibility Criteria
Amendment Checklist | = This field is populated from the Cost Effectiveness tab 0 | 2

Application Dey | Complete Work Step | Firal Project Spproval Decision HWO

Figure 7-108: 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.
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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 ssues Comments |

Comment Arngndmend

Numbir Comments

e | =] o ] 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.

d. Enter your comments in the Comment Editor text area. Click the OK
button.
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e. The Cost Issues Comments tab is displayed with the newly-added
comments (Figure 7-110).

Cost Issues Comments |

Cormment Armandmant

Mumiber  Commernts

s | ] T J e ; o ]

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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Cormmeant Arindment
Date J Time Usar Mumber  Comments
b.}.ﬂg.l‘lﬂ 1TS54 Emm | 5] }!-ccordlw 80 the prossc] apphcation the Sials 1& regisaiing FEMA 10 perform the Efrd 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,

e —

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... |
Public News
Signature Date: | 06/22/2010 oo - '~-t " | 00/00/0000
Final Project " Approved | Regional PIO Notified:  Yes
Determination: ¢ Denied " No
Project Denied Rework: [
| 0K l 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).

Lok wi & ST Memnbey
Entar Criterin:
First Huddlz Lasi Spmsn |
Masna: | | ] I
ST 1B |
Title: |
wganization: | =l
Oiffices | |
Budadyems: |
- =l
G [ Fri Jabs Type:| P P | Cacel |
Saaff Typo: [ D oy nt Sesus | ] Sratuss|
Thira informenbion ia subject o the Frsvacy Aot ol 1574 4'
Area] Phome | EXT | P | aea| Phane | EXT [ Pan |

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.

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 Criteria Sgwch |
Oirg dd: ﬁh‘.h. = |
Code: [ T~ 3
Hama; | 4'
Type: =i |
FMuxia: ; |
Lancel
Fasand CIfcgeniE aleid
Wigewy Tonss !
Ormnizabonal Struciues

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

=—=J to the right of the Office data field. The Look Up an Office window
is displayed (Figure 7-116).
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Enter Critarin Spach

Office 00z [
KNamea: |
Drganiration: | ezl
Aeldbiiz 15 ]
Auddiasa 7|
Strmnt Mum: | Streel Mame: |
Unit Type| Uit Mume|
o[ Stata: =] oef =1
oty Lz |
Mole:|
Camlar C-I:Iﬂl':',; Locetlon C-I:Iﬂl':i_
EMall:|
I Main Dffice [ Ofice Shased  Office Type: | -]
Faciling Type: | 'l Hours: |
OMen Datas |
Marmativa: |

iR

Mpa| Phene | EXT| P | Meea| Phone | FXT | PIN |

BT
[T

Figure 7-116: Look Up an Office Window

Enter information in any of the Office fields to limit the number of records
to be searched.

On the top right part of the Look Up an Office window, click the SEARCH
button. The Office search results are displayed.

. Scroll down to the Office name you wish to use. Click the OK button.
The Office Name is displayed in the Look Up a Staff Member window.

. On the top right part of the Look Up a Staff Member window, click the
SEARCH button.

. The Staff Member search results are displayed.

. Scroll down to the Regional Administrator name you wish to use. Click
the OK button.

. The selected name is displayed in the Final Project Approval Decision
dialog box (Figure 7-117).
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= Workflow: 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
Project Approved Rework [~
oK 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).
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Final Project Approval Decision E3

‘?r} Work packet will now be forwarded. . .conkinue 7

| 9] 4 | 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 created or updated the workpacket,

4

Figure 7-119: Workflow Success Message

e. Click the OK button. The Overall Review tab is displayed.
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f. In the Amendment Info section, view the project's Application Status
(Figures 7-120 to 7-123).

Costlssues Comments | Application Detail |

LawsIEOsl MNEPA Process I CostReviewl Cost Effectiveness | Attachments | Authorizations | General Comments

Regulatory Criteria Additional Criteria CID Mumber  Community Name
IY vl Project conforms with State Mitigation Plan. |Y vl CodesfStandards R 173393 Statewide
IY vl Project benefits the designated area. IY VI P Review (DSR)
IY VI Project conforms with environmental regulations. IY YI Engineering Rewview:
IY vl Project solves the problem independently or IV vl MFIR&, Review

iz & functional portion of the solution.

iz & functional portion of the solution m HE Review
IY vl Project iz cost effective. * The benefit cost ratio IS.I:I in =] Other
IY vl Project funds requested will not substitute Iﬁ Disaster Declared &

for another federal funding authority . A ~| G Pllsa grd ecplare - reas

lﬁ ace Code Place Name

IY vl Project funds are not matched or intended v 2 | AR 99031 Cook (County)

to be matched with another federal authority . |v vI MFIP T — (Caurty)

ephenson (County
Amendment Info——————————— il | State Admin Plan 99141 Ogle (County)
‘wfithdravs | Application Status; Approved
Eligibility Determination 99015 Carroll {County)
v Approwval 01032014 )
el | Submission: 09256013 IY VI Applicant 99043 DuPage (Courty)
Received: 09525/2013 IY VI Project Type 99035 Jo Daviess (County)
Releaze: 00J00/0000 |Y vl Eligikility Criteria

Amendment Eh'?Ck“Sll *This field is populated from the Cost Effectiveness tab. | | oI
Application Dey | Complete Vork Step I Final Project Approval Decision HMO Close |

Figure 7-120: Application Status - Approved

Amendment Info

| Applcaton Siatus - Mot Approved
Firal Project Approval Dete : 020002010
Applcation Submission Date | (202010
Apphcation Recetved Date : 0202010
Propect Mews Release Dade - 00000000

Figure 7-121: Application Status - Not Approved

Amendment info
|:' Apphcation Status - Withdr awn
Final Project Approvsl Date : 00000000

Appication Submission Date : 02032010
Applcafion Recetved Date © 02032010
Progpect New's Relsase Date | OQUOQUO000

Figure 7-122: Application Status - Withdrawn

Amendment info
| Apphcation Status : Vobd
Finad Propect Approval Date © 00000000

Apphcabion Submession Dabe | 01212010
Appication Recestved Dabe - 017212010
Progect News Redaacs Dabe - O0O0O000

Figure 7-123: Application Status - Void
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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
window remains minimized. Click the Maximize button (the square icon) to
restore the window. The screen is now maximized.

On the bottom right part of the screen, click the REFRESH button.

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).

If the project application is not approved, it can be amended by the
Grantee to meet the deficiencies cited by FEMA (Unit 8: Manage
Amendments) or the Grantee 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.

b.

Click inside the Rework checkbox.
Click the OK button. The Workflow Success message is displayed.
Click the OK button. The Overall Review tab is displayed.

In the Amendment Info section, the project's Application Status displays as
"Pending” (Figure 7-124).

Costlssues Comments | Application Detail |

LawsIEOsl MNEPA Process | CostReviewl CostEffectiveness | Attachments | Authorizations | General Comments

gulatory Criteria Additional Criteria CID Number  Community Name
IY VI Project conforms with State Mitigstion Plan. I‘r’ 'I Codes/Standards Ryw 179993 Statewide
IY VI Project benefits the designated area. I‘r’ 'I Py Reviewy (DSR)
IY VI Project confarms with environmental regulstions. I‘r’ 'I Enginesring Review
IY VI Project solves the problem independently or I‘r’ 'I 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 |s.|:l e = Gther
IY VI Project funds requested will not substitute .
| I Disaster Declared A
for another federal funding autharity. v hd et F:Isa :rd ecplare B reas
Iﬁ ace Code Place MName
IY VI Project funds are not matched or intended a = | A
' ; 99031 Cook (County)
ta be matched with anather federal autharity . |\( vI MFIP — — (Courty)
ephenson (Courty:
A d it Info - I‘r’ 'I State Admin Plan 3914 Ogle (County)
ithdraw | Application Status: Pending o -
Approvat 00MOM000 Eligibility Determination 99015 Carroll (County]
Woid | " ign: 05950013 I‘r’ VI Applicant 99043  DuPage (County)
Received: 092512013 I‘r’ 'I Project Type 99085 Jo Daviess (County)
Releaze: 00/00/0000 |‘r‘ vl Eligibility Criteria
Amendment ChECk“Stl *This field is populated from the Cost Effectiveness tab. 2l | ]
Application Dey | Complete Work Step | Final Project Approval Decision HkiC
Figure 7-124: Application Status - Pending
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17.0n the bottom right part of the Overall Review tab, click the CLOSE
button.

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).

Wi Mitigation Work Packet List H[=E
o Work Packeds fos; HWO ﬂ
Amend FEMA
a Ti2 55 1 33 Ervvinonmertal Cifcer Revies REVIEW Pina County Gererator Pri
5 TS 2 41 Errvironemental Cficer Review COWPLETE  Ricgeland School Creek: af

AT
64 AL
= 9 T2 30 1] ] AT Frocagll and Dusbecabe REVEEW 1 B0 1 Ceoieian Triarugh
-] 18 v AL EVORE
a T2 1 1 2 AT Projadcd Approval Decizion REVEW Tkt project
9 2 55 1 45 AL Cogt Revne REVEW Rckgeiand School Cree ot
a ™2 56 1 45 AT Elipbily Faview' REVEW Raipetand Sehonl Creek ot
| | ¥
‘Work Flow Map Chrr,lu@unl Befresh I | Ol I Cloze I

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 plan 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
Subgrantee: NAME OF SUBGRANTEE
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. Grantee and Subgrantee administrative costs will be included in the
funding obligation.

Please refer the Subgrantee to the State HMGP administrative plan for project cost overrun
regulations. If project costs exceed the approved Federal share, the Subgrantee 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(Db).

The State HMGP administrative plan defines the procedure whereby the GAR may advance
portions of the approved Federal share to the Subgrantee. Upon completion of the HMGP
project, the Subgrantee’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 Subgrantee 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 Subgrantee.

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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