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Overview

The NEMIS HMGP Manage Amendments process allows Grantee Mitigation staff
to amend a project application once it has been submitted and either “Approved”
or “Denied” by FEMA staff. NEMIS HMGP creates another record for the project
application with an incremental amendment number while the Application ID
stays the same. The Grantee enters the new information and submits the
amendment to FEMA.

CAUTION: Data from most screens are copied from the original application,
except for the Eligibility Review and Authorization screens, which
are blank. Data must be re-entered for those screens. NEPA or other
environmental review revisions must be reflected in the amendment.

Table 8-1 provides an overview of the Manage Amendments process.

Table 8-1: Manage Amendments Process

ITEM DESCRIPTION

Purpose Make changes to a project application that has been approved or denied
by FEMA

When does it After FEMA staff has completed the eligibility review process described in

start? Unit 7: Manage Eligibility Determination and determined the status of the

project application

Who does it? Grantee Mitigation staff

How is it done? Execute four tasks:
Task 1: Determine Status of the Project Application
Task 2: Select Project to Amend
Task 3: Create Amendment and Enter New Information
Task 4: Verify and Submit Amended Project Applications

CAUTION: For Amendments, Laws/EOs and NEPA Process reviews are optional
if no environmental information has been changed. The
Environmental Officer Review must be completed, however, whether
or not environmental information was changed.
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Task 1: Determine Status of the Project Application

NOTE: This task determines whether the project application has gone through
FEMA'’s eligibility review process and has been designated as “Approved,”
“Denied,” or "Withdrawn.”

1. On the MITIGATION menu bar, click on Projects > Eligibility Determination >
View All (Figure 8-1).

Fie Disaster | Projects Funding Plans Repository Applications  Admin Window Help

Figure 8-1: Mitigation >Projects >Eligibility Determination >View All

2. Atable listing project applications submitted to FEMA for this disaster is
displayed (Figure 8-2). Table 8-2 describes the Project Application List data

fields.

Q’aSelect Project: Federal Eligibility Information Disaster 7512

| FEM Proj Hr| Amendment | Applic ID_| Suffix| 5T | Region| Project Title | =
1 1 2 R |AL g 3MR11 Alocstion test project J
2 1] 1 R |AZ] 9 est project
2 1 1 RO|AZ | 9 [estproject
3 0 B P | AL g onchize County Mutti-Hazard Wit Plan
3 1 B P AT g onchise County Mutti-Hazard bt Plan
4 ] 10 F AT g ima County Generstor Phase Il
i 1] 11 P AL g 512-02 La Paz Courty Mutti-Jurisdictional HMP &pplication
3] ] 14 P AT g olden Triangle POD Multi-durisdictional Hazard Mitigation Plan
7 0 12 R |AZ] 9 ISBEE FIRE STATION-WIND RETROFIT
g 1] e F AT g ima County Generatar Phase [l
9 1] 30 AT g 604-0011 Golden Triangle PDD Mutti-Jurisdictional HWMP

|
Expand Sort | Ok | Cancel

Figure 8-2: Project Application List
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HINT: If the project application is not listed in the table, it has not yet been
submitted to FEMA.

Table 8-2: Project Application List Data Fields

DATA FIELD INFORMATION DISPLAYED

Disaster Nr FEMA disaster number

FEMA Proj Nr System-generated FEMA project application number when
project is submitted to FEMA

Amendment Nr | Project application Amendment Number

Applic ID Grantee project application number

Suffix Type of funding requested. Suffix codes are R (Regular
project funding), M (Management costs), P (Planning
projects), and F (Initiative projects).

ST State where disaster occurred
Region FEMA Region where disaster occurred
Project Title Project Title

3. Select the project you wish to display. Click the OK button.

4. The Overall Review tab is displayed (Figure 8-3).

Costssies Comments |

Onver all Reviow IL)MO'S! MERA Frocess | Cost me[ Cost Efectvensts | Atachments ! Auonzafions | General Comments |

Requibal ory CrResia Adbditicnal Ciodia COMumber  Commundy Mame
Fi =] Pasiect contorm with Stabe Mtigatn Plan. 7 =] Codeastandards Rvw 40078 Tucsen, CByOf
7 =] Proect benatits the desigrated acen =] Pievew sk

[ =] Propmct contorma witn smironmantsl rogustions fon =] Engreering Review

[ =] propmct sctves e protiem noeperesseey or A w] WA Review

i funchioned porion of the sollon,

Fi-l w | HS Revverw
[ =] Presect is oot efmmctron * Th benedt cost retio i [ Fin—=] Conee

l.- | Progect hurch egquested wil ral ubtitule

m s Drsantes Daciarod Areas
Tow aucChaer Peckes ol furoes) mahcety - Fisce Code  Piace Mame
F.‘. kl"l-u.
7 =] Prewect fursds are not matched or rfendsd e 9000 Grahm (Courty)
10D matched wh another feder sl sty = we w1 or oty
STheraiS RN v ] State Adwem Pan XA Gl Fover Incan Beservitio
Withdkisw Apphcabon Stibat | Appioved = S
Firad Pregect Approwasl Dete - 02012010 Elgitsility Dt of rrnticn S0 iCounty)
i Apgplcation Submivsion Date | 02012010 ¥ =] Apphcant 33560 Hogr Indian Reservaden
Apphcabion Fecetved Dabe - 02012010 ¥ =] Froect Type ST Mavews [Couriy)
Frogect Merwis Fisioase Dabs © DCLODK000 = L ™me T i
Amandmert Cracklist | - *Thig fleld is populalod rom Se Cost Effectiveness tab ] =— 2
| apcainpee | 1 [ coes |

Figure 8-3: Overall Review Tab
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NOTE: In the Application Info section, the Application Status field indicates one
of the following:

If the status is “Approved,” “Denied,” or “ Withdrawn,” the project application
can be amended.

If the status is “Pending,” the Eligibility Review process is incomplete, and the
application cannot be amended. However, it may be possible to edit
certain parts of the current amendment provided the work step
approving the component in need of amendment has not been completed.
See the Application Development process (Unit 6: Manage Project

Application).

If the status is “Void,” the project could be amended; however, Void indicates the
intent was to permanently remove the project application from
consideration, so a new project should be submitted.

5. Click the CLOSE button.
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Task 2: Select Project to Amend

1. On the MITIGATION menu bar, click on Projects >Application Development.
A table listing project applications for the selected disaster is displayed.

2. Highlight the highest amendment number for the project to be amended. Click
the OK button (Figure 8-4).

bq'aSelect Project: Federal Eligibility Information Disaster 7512

FEMA Proj Hr| Amendment Hr|  applic 0 | suffiz| T | Region| Project Title | =
| 1 | 0 [ 2 [ R [az| @ [#awRir alocation test proect :I
[ 1 | 1 [ 2 [ R [AZ] 8 [+@wRi1 Alocstion test project

2 0 1 =5 AT 9 Tezt project

2 1 1 R |AZ] 9 est project

3 a B P AF 9 onchize County Multi-Hazard Mit Plan

3 1 5} P AT =] onchise County Multi-Hazard Wit Plan

4 o 10 F AT =] ima Courty Generator Phase Il

a o 11 P AT g 512-02 La Paz County Multi-Jurisdictional HWMP Application

B ] 14 P AT =] olden Triangle POD Mutti-Jurisdictionsl Hazard Mitigstion Plan

7 | 12 = AF 9 BISBEE FIRE STATION-WIND RETROFIT

a8 | 22 F AT g ima County Generator Phaze Il

9 o 30 AT =] E04-0011 Golden Triangle POD Multi-Jurisdictional HWP

=l
Prirt I Expand Sort | 'TI Cancel I

Figure 8-4: Application Development Project List

3. The Project Eligibility Completed message is displayed (Figure 8-5).

“l / Project Eligibility has been completed, the application will be in Yiew mode only.

OK

Figure 8-5: Project Eligibility Completed

4. Click the OK button. Proceed immediately to Task 3: Create Amendment and
Enter New Information.
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NOTE: Before you amend a project, it is advisable to print out the “Funding
Estimate” to ensure the necessary funds are available. In addition,
performing a print screen of the cost estimate tab and match sources tab
screens is also advisable for use as a reference. The project Management
report will provide a record of the total approved cost, total approved

federal and non-federal share, and a record of the financial transactions
to date.
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Task 3: Create Amendment and Enter New Information

1. After you click the OK button, the Applicant Information tab is displayed.

(Figure 8-6).
Wi HMGP APPLICATION: DISASTER #: 7512 FEMA PROJ #: 17-R APPLICATION ID: 37 AMENDMENT #:0
Maintenance Assurance | Publictictice | Attachments | Exgity Review |/ d | Lotion | |
;ww_lhmamma | Projectinte | Whork Schecue | CostEstimate | Motch Sowces | Cost Effectiveness |
Grantes
[tetewide Stete Code: [AZ Courty Code:[ 0 [Sletewide

Fmbﬁsncadl:i 0 Pﬂm

Subgrantee -
firuma (Courty) Stete Code:: [AZ County Code [ 27 [ruma
Fips Fiace Code | 92027 [vuma (County)
maw:[ |
NFIP Participation : | ,| Last CAV Date : [ 00000000
:-smwmammn
Fian Type |
AprdiDt [ OOODOO0 Expire DU
Subgrantes Application Preparer
Frrtme mord coe

Figure 8-6: Applicant Information Tab

2. Click the AMEND button. The Amendment Checklist is displayed.
(Figure 8-7).

\%Amendment Checklist: Disaster #: 7512 Application ID: 76 Project Amendment #: 1
Please indicate as appropriate the items which are to be modified as part of this amendment:

I~ Change in the Grantee Aprvl Status for the Project

r Changes to the Scope of work ( also check all applicable )
I~ Type of Project
I~ Location of Project
|~ Changes in Materials andfor Methods Used
I~ Additional Work/Expanded Scope
|~ Change to the Maintenance Assurance

|l Changes to the Budget Supporting the Project ( also check all applicable subcategories below )
r Changes in the Amount of Federal Funds Requested
I” Changes in the Amount of Non-Federal Funds Ascribed to the Project
I~ Changes in the Type of Non-Federal Funding or Source of Non-Federal Funding
T Changes in the Timeframe for Cornpletion of the Project

[~ Changes to Property Site Inventory

r Changes to Stormwater Management and "Other” Inventories

r Changes to Environmental/Historic Compliance Reviews

r Other/Misc. Changes not Specified Above

0K I

Figure 8-7: Amendment Checklist
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NOTE: The Amendment Checklist identifies the changes to the project
application that are being made with the amendment.

3. Click inside the checkboxes of the items you will be revising. Click the OK
button.

4. The Amend Completed Successfully message is displayed (Figure 8-8).

Pleass indicate a8 appropriate the items which are to be modified s part of this amandment:

¥ Change in the Grantee Aprd Status fior the Project
¥ Changes to the Scope of work ( also check all applicable )
I~ Type of Project
I© Location of Project
F Changes in Materials andfor Methods Lised
I~ Additional Work/Expanded
I” Change ta the Maintenance
F Changes to the Budget Supporti J') Completed successhuly |plicable subcatagones below )
¥ Changes in the Amount of F
I Changes in the Amount of N IE & Project
I Changes in the Type of Mar- r-Federal Funding
I Changes in the Timeframe for Completion of the Project

I Changes to Property Site Irventory

I Changes to Stormeater Management and "Other” Irverdories
F Changes 1o EmironmentalHistoric Compliance Revigws

™ cihennisc. Changes not Spacified Above

0K | Coce |

Figure 8-8: Completed Successfully Message
5. Click the OK button.

6. A Checklist tab becomes available. Click the tab to view the Amendment
items (Figure 8-9).

\’HMEP APPLICATION: DISASTER #: 7512 FEMA PROJ #: 30-R APPLICATIONID: 17 AMENDMENT #: 1

Mairtenance Assurance l Public Notice | Attachmerts I Eligibilty Review | Property Site Invertory I Latlo | 50073 Serie ]
Applcant Information | Problem & Risk Data | Projectinfo | Work Schecde | CostEstimate | Metch Scurces | Cost Effectiveness |
J¥ Change in the Grantee Apiv Status for the Project =
J¥ Changes to the Scope of work ( also check all applicable )
I~ Type of Project
I~ Location of Project
F Changes in Materials and/or Methods Used
I~ Additional Work/Expanded Scope
I~ Change to the Maintenance Assurance
I Changes to the Budget Supporting the Project ( also check all applicable subcategories below )
[¥" Changes in the Amount of Federal Funds Requested
I~ Changes in the Amount of Non-Federal Funds Ascribed to the Project
I~ Changes in the Type of Non-Federal Funding or Source of Non-Federal Funding
I~ Changes in the Timeframe for Completion of the Project

J¥ Changes to Property Site Inventory =l

save | veity | sumt |

Figure 8-9: Mitigation >Projects >Application Development
>Checklist Tab
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7. Table 8-3 lists the checklist items and where to make the changes in NEMIS

HMGP.

CAUTION: Some data fields cannot be changed in an amendment. These include

the Subgrantee and the Project Type Codes, such as Initiative,
Planning or Regular. If these fields have been incorrectly entered,
the project application must be Withdrawn or Voided by FEMA, and
a new project application must be created by the Grantee. If
withdrawn or voided, the project must be zeroed out in the cost
estimate and then closed out.

Table 8-3: Location of Checklist Items in NEMIS HMGP

CHECKLIST ITEM LOCATION IN NEMIS HMGP

Change in the Grantee Approval
Status for the Project

Mitigation = Projects >Application
Development >Eligibility Review tab

Changes to the Scope of Work

Mitigation > Projects > Application
Development > Various tabs, i.e., Property
Site Inventory tab

Type of Project

Mitigation - Projects >Application
Development >Project Info tab

Location of Project

Mitigation >Projects >Application
Development >Property Site Inventory and
Lat/Lon tabs

Changes in Materials and/or Methods
Used

Mitigation >Projects >Application
Development >Attachments tab;

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

Additional Work/Expanded Scope

Mitigation >Projects >Application
Development > Various tabs, i.e., Property
Site Inventory tab

Change to the Maintenance
Assurance

Mitigation >Projects >Application
Development >Maintenance Assurance tab

Changes to the Budget supporting
the project (see caution below)

Mitigation >Projects > Application
Development >Cost Estimate and Match
Sources tabs

Changes in the Amount of Federal
Funds requested

Mitigation >Projects >Application
Development >Cost Estimate tab

Page 8-10
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CHECKLIST ITEM LOCATION IN NEMIS HMGP

Changes in the Amount of Non-
Federal Funds ascribed to the project

Mitigation >Projects >Application
Development >Match Sources tab

Changes in the type of non-Federal
funding or source of non-Federal
funding

Mitigation >Projects >Application
Development >Match Sources tab

Changes in the time frame for
completion of the project

Mitigation >Projects >Application
Development >Work Schedule tab

Changes to Property Site Inventory

(see the note below)

Mitigation >Projects >Application
Development > Property Site Inventory tab

Changes to Stormwater Management
and “Other” Inventories

Mitigation >Projects >Application
Development >Project Type tab;

Mitigation >Projects >Application
Development >Lat/Lon tab

Changes to Environmental/Historic
Compliance Reviews

Mitigation >Projects >Application
Development >Eligibility Review tab >Env
Checklist sub-tab

CAUTION: If you are revising or amending your cost estimate, it is imperative

that the instructions displayed when selecting the Cost Estimate and
Match Sources Funds screens be followed. Failure to do so may
prevent project approval or allocation/obligation.

Once the Cost Review portion of an application has been completed
and cost approval is marked as Y, it will be necessary to change the Y
to an N to edit the Cost Estimate screen.

CAUTION: If the Cost Review work step has been completed, it will no longer be

possible to edit the Cost Estimate screen. Once the application is
approved, it will be necessary to amend the application to revise the
Cost Estimate.

Individual line items cannot be modified for quantity, unit of
measure, or unit cost. Each line item that is to be revised must be
deleted in its entirety and reentered using the new desired values.

NEMIS HMGP User Manual MR 3.18.02
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NOTE: If the project was originally submitted prior to the addition of the
Number of Properties in Project field and if a PSI is required, it will be
required that a number greater than 0 be entered in the field to submit
the amendment.
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Task 4: Verify and Submit Amended Project Applications

1. Click the Authorization tab. On the bottom left part of the tab, click the
VERIFY button.

2. If any required fields are empty, error messages will be displayed indicating

the missing field and the Application Development tab where you can enter
the missing information (Figure 8-10).

@ #uthorized Grantee Official signakture musk be on File with FEMA on Authorization kab,

Figure 8-10: Authorized Signature Missing Warning Message

3. Make the necessary corrections and click the VERIFY button again.

4. Table 8-4 provides a list of required fields and their location in Mitigation >
HMGP > Application Development.

Table 8-4: Required Fields and System Location

REQUIRED INFORMATION ‘ APPLICATION DEVELOPMENT TAB
Grantee/Subgrantee Applicant Information
Project Type Project Info
Project Title Project Info
Counties Project Info
Congressional Districts Project Info
Community Name Project Info
Hazard Type Project Info
At least one Work Schedule Item Work Schedule
At least one Cost Estimate Item Cost Estimate
At least one non-Federal share Line Item Match Sources
Cost Effectiveness Information for each Cost Effectiveness
Community
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REQUIRED INFORMATION ‘ APPLICATION DEVELOPMENT TAB ‘

At least one Property Inventory: Property Site Inventory

Owner, Structure Type, Property Damage
Category, Foundation Type

NFIP Info: Property Site Inventory > NFIP Info sub-

Flood Source, Repetitive Loss Flag, Flood tab

Zone Code, Repetitive Loss Category

Environmental Checklist for at least one Eligibility Review > Env Checklist sub-tab
Alternative

Authorized Applicant Agent and Authorized | Authorization
Grantee Official Names, Titles and
signatures on file

Project Reviewer Eligibility Review > Overview sub-tab

Eligibility Determination Criteria - Applicant, | Eligibility Review > Overview sub-tab
Project type, Project Criteria

Other Reviews - C/E Review, Code Eligibility Review > Overview sub-tab
Compliance, Mt Plan Conformance

Approval Recommendation Eligibility Review > Overview sub-tab

5. Table 8-5 lists attachments that are required for the project application.
Project applications may be submitted in NEMIS HMGP without these items,
but these documents must be attached before FEMA's final approval in the
eligibility determination process (Unit 7: Manage Eligibility Determination).

Table 8-5: Required Project Application Attachments

DOCUMENTS LOCATION IN NEMIS ‘
History, Alternatives, Proposed | Mitigation - Projects > Application Development >
Actions Problem and Risk Data tab
Project Description Mitigation > Projects > Application Development >

Project Info tab

Maintenance Assurance Mitigation > Projects > Application Development >
Maintenance Assurance tab
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CAUTION: Attachments cannot be deleted once they have been added to NEMIS

HMGP. Please make every effort to limit the file attachment size to
less than 1 GB.

For any missing attachment, you will get the following warning message
(Figure 8-11) when you click the VERIFY button:

Submit to FEMA |

The project description must be attached prior to submizgion of this project. Pleaze refer to
the Project Information tab. |F pou are unable ta attach this you may still zubmit the project
to FEMA and fonward thiz attachment bo the FERA regional office wia mail.

Figure 8-11: Missing Required Attachment Message

6. Click the OK button. A message that all checks were completed successfully
is displayed (Figure 8-12).

|

All checks completed successfully, except one or mare required attachments [project
deszcription, maintehance, etc.] were not found. If pou are unable to attach these you may

gtill zubmit the project to FEMA and fonward these attachments to the FEMA regional office
wia mail,

Figure 8-12: Verification Complete Message
7. Click the OK button.

8. On the bottom left part of the tab, click the SUBMIT button. The Final
Submission dialog box is displayed (Figure 8-13).

NOTE: When you click the SUBMIT button, NEMIS HMGP will automatically verify
the application before displaying the Final Submission dialog box.
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Submit To FEMA !

Are pou zure that vou would like to continue?

& Y'ou are about o zubmit the application to FERMA.

Figure 8-13: Final Submission Dialog Box

9. Click the YES button. The project application is submitted to FEMA. A
message is displayed that the work packet for the Receipt and Delegate task
in the Eligibility Determination process was created (Figure 8-14).

Submit to FEMA Ed

@ Workpackek Ffor Receipt and Delegate was succesfully created.

Figure 8-14: Work Packet Created Message

10.0n the bottom right part of the tab, click the CLOSE button.

NOTE: The amended project application gets added to the HMGP project lists.
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