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Overview

The NEMIS HMGP Manage Project Closeout process allows FEMA Regional
Mitigation staff to close out HMGP projects.

Projects with "Approved" status are closed out when: all project activities have
been completed; project funds have been reconciled; and administrative,
financial and reporting requirements have been complied with. Regional
Mitigation Staff verify that all applicable fields in the following areas of the
Mitigation module are completed:

Projects > Application Development
Admin > Quarterly Report

Admin > Environmental Conditions
Projects > Management

All other project applications that were entered in NEMIS are required to be
closed out through the project closeout process irrespective of whether they were
submitted to the Eligibility Determination process or not. This is required before
Program Closeout (described in Unit 13). Table 12-1 provides an overview of the
Manage Project Closeout process in NEMIS HMGP.

Table 12-1: Manage Project Closeout Overview

DESCRIPTION

Purpose Close out HMGP projects when all applicable administrative and
required work has been completed

When does it start? | Upon receipt of request from the Grantee to close out the

project
Who does it? Hazard Mitigation Officer (HMO)
How is it done? Execute eight tasks:

Task 1: Determine Project Status

Task 2: Enter General Information

Task 3: Enter Financial Information

Task 4: Enter Property Information

Task 5: Enter State Management Cost Information

Task 6: Review Environmental Conditions

Task 7: Enter Closeout Report Information

Task 8: Closeout the Project

CAUTION: Project closeout cannot be completed in the system if any of the
following conditions are true: (1) An amendment is open, (2)
Environmental conditions information is incomplete, (3) Property site
inventory information is incomplete.
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Information Requirements

FEMA Regional Mitigation staff needs the Grantee's Final Project Report with the
following supporting documentation (where applicable):

Closeout Inspection Report

Final Performance Report

Final Financial Report

SF270 - Request for Advance or Reimbursement

FF20-18 - Report of Government Property

Project Documents such as:

(0}

O O O O O

(0]

Administrative Costs

Project Scope

Project Finances

Copyright Issues

Substantial Completion Certificate
Work Schedules

Procurement Contracts

Property Site Inventory type projects may include the following
documents:

(0}

0O O O O 0O O o o o o o o

Applicable Assurances

No Use of Eminent Domain
Duplication of Benefits Verification
Appraisals

Privacy Act Release
Hazardous Materials
Covenants

Closing Statements

Copies of Recorded Deeds
Relocation Assistance
Permits

Engineering Certifications

Elevation Certificates
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Task 1. Determine Project Status

1. On the NEMIS menu bar, click on the Mitigation icon. On the MITIGATION
menu, click Projects > Closeout (Figure 12-1).

@ NEMIS / HMGP Yersion 3.16.00 04,/26,/2013
File DIsaster|Project5 Funding PiansReposztory Applications  Admin  Window Help

Figure 12-1: Mitigation >Projects >Closeout

2. The Project Closeout List is displayed (Figure 12-2).

\m Select Project: Proj Closeout
Disaster Nr| Ferna Proj | Amendment Nr| _Applic 10 | Suffix| Closeout Project Title =
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=

Figure 12-2: Project Closeout List

3. Table 12-2 describes the Project Closeout List information.
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Table 12-2: Project Closeout List Data Fields

DATA FIELD INFORMATION TO BE REVIEWED/ENTERED

Disaster Nr FEMA disaster number

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

Amendment Nr Number assigned to the amendment by the system during the
Amendments process

Applic ID Grantee project application number

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

Closeout System-generated date project was closed out

Project Title Name given to the project during the application development
process

4. Select the project that needs to be closed out. Click the OK button.

5. If the project meets the conditions for closeout, the Project Closeout tabs are
displayed without any project closeout validation message.

a. The General tab is displayed by default.

b. On the bottom left part of the tab, take note of the Project Status. If the
status is "Approved,” execute Tasks 2 — 8 of this unit.

c. If the status is "Void," "Withdrawn," or "Denied," proceed to Task 8:
Closeout the Project.

6. If the approved project does not meet the conditions for closeout, the
appropriate project closeout validation message is displayed. Figure 12-3 is
an example of the message you receive in approved projects when the
Property Site Inventory (PSI) has missing information.
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Y

¥alidation X|

Please review all Property Site Inventory data in Application Development,

Q.

Figure 12-3: Missing PSI Information Validation Message

7. With the V3.15.04 release of June 2013, a new project closeout validation
message was introduced. Figure 12-4 shows the new validation message
related to the validation of the Number of Properties in Project field found in
the Property Site Inventory (PSI) tab. (See Figure 12-5)

Yalidation

®  The humber of Properties in the Project and the number of properties in the Property Ste Inventory Includzd in the Final Project do not match, These

‘_12 numbers musk match far the project ko be closed, Prior to Close Qut - Update either the Mumber of Properties in Praject field or the PSI data pertaining
to Properties Included in the Final Project or bath so that these bwa numbers match, Or the Mumber of Properties in the Project must be validated by
an HMO3,

Figure 12-4: Number of properties in project not validated message

mHMEP APPLICATION: DISASTER #: 4000 FEMA PROJ #:27-R APPLICATION ID: 39 AMEN... [H[=] E3

Match Sources | Cost Effectiveness | Mairtenance Assurance | Puklic Motice I Aftachments |
Applicart Information | Prablem & Risk Data | Project Info | YWork Schedule | Cost Estimste |
Eligyibility Resviey: Property Site Inventory |Lat.l'l_0n | Authorization |

Number of Properties in Prujet:t:l 1 j

MORALES

Marrative I
Owner Info | MT Property Site Froperty Infa Flood Zone Dezsignation | MFIP Info | Hazard T:
Froperty IT: 1
I= thiz property included as part of the final project m ;l

Hame Damaged Address City
, ROBBIE 7001 IMTERBAMN BLWD #5024

SEVE | Amend | Close |

Figure 12-5: Number of Properties in Project field
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8. When encountering the validation message displayed in Figure 12-4, the user
will have up to two options for resolving the message. Option #1 as detailed
below will be available for all project types and will be the only option
available for project types that require detailed property information to be
captured by the PSI, such as acquisition and elevation projects.

Option #1 — The Number of Properties in Project field must match the PSI
number on the input field “Is this property included as part of the final project” that
are selected as YES. To remove the message, it will be necessary to either
revise the number entered in the Number of Properties in Project box to match
the PSI or update the PSI inventory to include the same number of properties
marked YES to the part of final project question as are identified by the Number
of Properties in Project field.

Option #2 — Project types that could include hundreds or thousands of
properties within their scope of mitigation, such as dams, flood control,
stormwater management, or flood wall projects, have the option of requesting a
FEMA HQ validation of the Number of Properties in Project field in lieu of
entering extensive detailed property information in the PSI, which is not required
for these types of projects.

The projects that have been identified as eligible for HQ Validation are identified
under Project Matrix Admin on the Project Types tab. As shown in Figure 12-6
below, project types that can be HQ Validated have a check mark in the newly
created Hmos Valid Flg column.

\GRNEMIS / HMGP ¥ersion 3.16.00 04,26,/2013
File Disaster Projscts Funding Plans Repository  Applications | Admin  ‘Window  Help

HE©=_=%EIC

Chg Dicaster ChaGrowp  Plans HEMIS Exit

40022 RETRO - Liility Protective Measures (Residential)

401 .14
40218
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13.1
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93.2
test
impht
2045
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2045
400.2
207 .2

4|

RETRO - Water and Sanitary Sewver System Protective

Cross Disaster Environ;

M Project Matrix Admin Assigning Grantes Rolss by Project |
Project Types I Programs | Exceptions |
et ve 2 E Quarterly Repart v
Project Financial Reconcilistion Report eGrants Proj Proj Proj Hmos valid
Type Code Description  fencfi Cost Report PSI__ SMC_ 300 600 800 Legacy Fig

mental Conditions Report

Letter/Mema Templates

RETRO -
RETRO -
RETRO -
RETRO -
RETRO -
RETRO -
RETRO -
RETRO -

Infrastructure Protective Measures (Roads a
Stormwater Management - Culverts

Scan

Stormeester Management - Diversions

Stormeester Management - Flapgstes Floodgates
Stormwater Management - Detention/Retention Basins
Localized Flood Control System to Protect Critical Facility
Cther hinor Flood Control

Flood Contral - Floodwall

RETRO -
RETRO -
(Creation of) Defensible Space (Alldfire)
Test Nov30th 2009

Test Test

HEMIS PSI

Flood Control - Berm, Levee, or Dike
Flood Control - Dam

HEMIS PSI
test
mphil test test test agsin

Dry Floodproofing Private Structurss - Coastal (Residential-Historic)

Test

Dry Floodproofing Private Structures - Riverine (Residentisl-Historic)

Utility Protective Measures (Residertial)
Mitigation Reconstruction

1 e e e e o

AW AIAIAMIANAINAATEA

J e e e s e e e e e e W i e A e |
1 e e e s e e e e e e W e A
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Add

| Delete

Figure 12-6: Project Matrix Admin screen and HMOS Valid Flg
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Option #2 (Cont.) — For project types that only require the total number of
properties mitigated and not detailed property information as indicated by the
HMOS validation flag, the project can be closed if the requirements of Option #1
are met or if the new HMOS validation process described below is used:

a. Send an email to your HMO Specialist indicating the DR number, the
project number, the number of properties protected by the project, and
either the documentation to support the number of properties claimed
or the source for the documentation necessary to support the claim.

b. The HMO Specialist will review the documentation and validate your
claim. This may include revising the Number of Properties in the
Project Field (See figure 12-5).

c. The HMO Specialist will select the HQ Validation box (See Figure 12-
7). Once the HQ Validation box is checked, the Number of Properties
in Project field can no longer be revised. To revise the field, the HQ
Validation box must be unchecked.

fle Craate Projpcts Fuslieg Moo fegaaitiny  Apphiatord  Advn  Yiedes  Het
o & o e I
Dalsas Dlples e s g
BT ISASTER #4000 FEMA PRI i 278 KFPLECATIIN [D: ¥
Geasial | Finandisls Hﬂrﬂﬂ-| | | Repent | Cormsanes |
Erarsoni Coman bk Uoed
W Aiepaa Property | w Harardous Maforily Cresbist ] Felwabon dqstweoieto [ 5
Dl verimaion | Dbt {4 A fSur ey ] Fainmely Feepe ey Compleled | 1
mpprassz on e | N CovorarizonFim [ WM Do Hmstrcaons “k/,/
""h-C'rl-q.!“r-lHrHI [ [ DR T | [ e o |
Project Clemeou Rngquered Froposty Closcout Dels Dsros Boport
Cananrd -~ B wla K Lo cisand B
e g A Al Lo L
PropeTy o] o Pl asait Te A B Progerty Lo [ 1]
y i e AR ¥ on [y & LT [t Toypas [rey [Pl (¥, Ll e Farae

Figure 12-7: HQ Validation box in project closeout

CAUTION: The validation messages are only required for closeout of an
approved project. For any Withdrawn or Void project, all properties in
the PSI will automatically be marked as “NO” under the Part of Final
Project question.

HINT: You are required to address any validation errors before proceeding
with the Project Closeout process. An amendment may be required.
However, an amendment is not necessary to enter a missing funds
commitment letter date or a missing lat/long.
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a. If the validation message says that an amendment is pending (Figure 12-
8), you have the option to void the amendment by completing Steps

6b — 6d.
Yalidate Ed |

j) An amendment is pending.

Figure 12-8: Amendment Pending Validation Message

b. On the bottom part of the General tab, click the VOID AMENDMENT
button (Figure 12-9).

R DISASTER &: 7512 FEMA PROJ & 12-R APPLICATION ID: 33
.Gﬂl'iainﬂ-l Financiats |P\mpe|tiea | t : | t | Report |Cummama I
HCF = Tobal Oblgetion Dabe I (o T il ] HWMGP - Closemd Dete (Reconclistion) : | 08G0200 2
Cloreoad Dalos Qthenr Ch B CH Fequiremenis
hotified Project wm;_l OO00000 Ak Cost H Find Cravmed Prpty Provicied © [}
. Financial : H Fed Cravred kne - ]
Frogect Completion Date om i erly Ropord LS ] < rN— |T
nmmx@ﬁwwy| D000 e Wik Schedule Met: ]
Qamnrmmnm.l B Fom2BonFle: [ 0 Clansms l—
Crankss Closeoml teﬂuTbFEMA.DHn.I OO0 W:IT .
Granksn Firsl Performence Report Fecered Dllrl OGO Finsl Finance Bpt Apred - H Closeout Ot [ GORI000
Grantes Final Financial Report Recieved Dot | 00/000000 Hatar: [ W
wwwmt| OO0 BFIRA Uipdade S2ats Amachmerts
Smartirk Report Approved Dete: | 00000000 Mot Updabedd Mmm'
ILir FEMA, To Crandss Dule Focussting mn\m| DODOA00 1 iatod Vi
fmwmmmm&muwm| OO0 1 bt Applcabie
Project Statuws: Approrved e M
Vel | [oereoa | T Respen | Noitpmentat

Figure 12-9: Void Amendment Button

c. The Void Amendment dialog box is displayed (Figure 12-10).
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DISASTER #: 7512 FEMA PROJ #: 12-R APPLICATIONID: 33 [E3|

\:.P/ Are you sure vou want to void the amendment?

Yes

o |

d.

Figure 12-10: Void Amendment Dialog Box

Click the YES button.

e. The amendment is now voided and the project becomes available for

closeout.
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Task 2: Enter General Information
Execute Tasks 2 — 8 if both of the following are true:

¢ No closeout validation messages are displayed, which means that the
project meets all the conditions for closeout

e The Project Status is "Approved"

1. After selecting the project in the Project Closeout List, the project closeout
tabs are displayed. The General tab is displayed by default (Figure 12-11).

R DISASTER &: 7512 FEMA PROD &: 52-F APPLICATION Ilx 61

| General | Financials l | i | | Report | Comments |
HMGP - Totsl Obligation Date © [ DEB0ROT0D HMGP - Closecut Dats (Reconclistion) : [ DBR0R0TZ
Closeout Dates Other Closeout Reviews Closeout Requirements
Nobfied Project Comgletion Dale: | 00000000 pdminCost:[ M FedOwnedProty Provided: [ N
Froject Comletion Date - From Guarterly Report: | 0000000 o mw.m:lT
scope:| N Closeout Inepn Required: [ N

ificaki DOVDOA000 Work Schedule Met N
Progect Comphetion Verification Datec Proci coﬂ:adhg.lT

Clozenud inspachion Dale | COO0D000 Form20-48onFie: [ 5 Closeoid |—

Grantes Closeout Letier To FEMA Dater | 00000000 Cogyright - I—H— - =
Grantee Final Performance Report Recehved Dale: | DRO0D000 Final Fnance Rpt dprvd: [~ W
Grartes Final Financisl Report Recisved Date: | 0000000 HMTAP: | M
Financial Report Approved Date: | 0000C000 MNFIRA Lipdate Status Ablachments
Smartfink Report Appeoved Date: | 00.00/0000 £ ot Upaistes Altach/Scan Documerts
Lir FEMA, To Crardes Date Requesting Add infoc | 00000000 - t e I
Final Project Closacat Letter To Grantes Signed Date: | 00000000 Nl okl
Project Status: I Approved ) I
R R |

Figure 12-11: Mitigation >Projects >Closeout >General Tab

2. In the Closeout Dates section of the tab, enter the information described in
Table 12-3.

Table 12-3: Closeout Dates Section Data Fields

DATA FIELD INFORMATION TO BE ENTERED

Notified Project Completion Date that FEMA received notice from the Grantee
Date that the project was completed

Project Completion Date - Date filled-in from the most recently generated
From Quarterly Report Quarterly Report

Project Completion Verification | Date when FEMA verified that the project was
Date completed
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DATA FIELD INFORMATION TO BE ENTERED

Closeout Inspection Date Date of Grantee's final verification inspection
Grantee Closeout Letter to Date of the letter from the Grantee requesting
FEMA Date closeout

Grantee Final Performance Date the Final Performance Report was received
Report Received Date by FEMA

Grantee Final Financial Report | Date the Finance Report was received
Received Date

Financial Report Approved Date the Finance Report was approved

Date

Smartlink Report Approved Date the Grantee certified that all funds were
Date drawn down

Ltr FEMA to Grantee Date Date the letter requesting information from the
Requesting Addl Info Grantee was sent by FEMA

Final Project Closeout Letter Date of FEMA's final project letter to the Grantee
To Grantee Signed Date

NOTE: Many of the date fields may have the same values depending on the
regional closeout process.

3. In the Other Closeout Reviews section of the General tab, select "N," "Y" or
"N/A" for each field described in Table 12-4.

CAUTION: The system selects "N" by default so you need to edit the selection if
necessary.

Table 12-4: Other Closeout Reviews Section Data Fields

DATA FIELD ‘ QUESTION TO BE ANSWERED ‘

Admin Cost Was the Administrative Cost Review completed?

Financial Was the Financial Review completed?

Scope Was the Scope Review completed?

Procurement Contracting Was the Procurement Contracting Review
completed?
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DATA FIELD ‘ QUESTION TO BE ANSWERED ‘

Form 20-18 on File Is Form 20-18 on file?

Copyright Was the copyright issues review completed?

Final Finance Rpt Aprvd Was the Final Financial Report approved?

HMTAP Has the HM Technical Assistance Program contract
been completed?

4. In the Closeout Requirements section of the General tab, select "N," "Y" or
"N/A" for each field described in Table 12-5.

CAUTION: The system selects "N" by default so you need to edit the selection if
necessary.

Table 12-5: Closeout Requirements Section Data Fields

DATA FIELD QUESTION TO BE ANSWERED ‘

Fed Owned Prpty Provided Did the project affected Federally-owned property?

Fed Owned Inv Were costs related to Federally-owned property
invoiced?

Closeout Inspn Required Is a Closeout Inspection required?

Work Schedule Met Was the Work Schedule met?

5. Select the (National Flood Insurance Reform Act) NFIRA Update Status.

6. Click the Comments tab (Figure 12-12).

WRDISASTER #: 7512 FEMA PROJ #: 52-F APPLICATION ID: 61

General |Fmancia1s | | | |Flepo!l Comments

Comment Date Comment User Comement

Add Dedete
vewr | oo | | vospmeinen]

Figure 12-12: Mitigation >Projects >Closeout >Comments Tab
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7. A new row for comments is added. The system auto-fills the Date and Time of
entry and your User Name (Figure 12-13).

WRDISASTER #: 7512 FEMA PROJ #: 52-F APPLICATION ID: 61
General |Fmancia!s I | | it Report  Comments |
Cowmnend Dt Coiniteant Liar Cormement
WABR010 194326 -
add | Deee |
veiy | coeou| | o

Figure 12-13: New Row for Comments

8. Double-click inside the Comment field to access the Comment Editor.

9. In the Comment Editor text area, document the changes you made to the

Project Closeout Information.

10. Click the OK button. The comments are now displayed on the Comments tab
(Figure 12-14).

General |Flnan|:ia!s I

*DIEI&ET[H &: 7512 FEMA PRO] #: 52-F APPLICATION ID: 61

Repot  Comments |

Comment Date

Comiment Liser

WAIRMO 134328

Commeant

fhis peoject |3 ready for clasecat becauss of the changes that have been made 1o Propct Closeot m.

Venly

Coseont |

|

Figure 12-14: New Comments Added

Page 12-14

NEMIS HMGP User Manual MR 3.18.02



December 2014 Unit 12: Manage Project Closeout

Task 3: Enter Financial Information

Financial information is taken from the Final Financial Report, the Quarterly
Report submitted by the Grantee, or the Project Closeout Report.

1. Click the Financials tab (Figure 12-15).

"_D[b.lula TER & TS12 FEMA PROD & 1-ft APPLICATION N0z 2

General Frrlun:ia}s_l Properties | | | Report |Cummemi I
Total Project Cost f B0 0080 Federal Share | $300,000
Total Exghie Project. Amound - | 00,000 Honw-Federsi Share - | $100,000
Projecd Granfes Admir Sulsranise Adesin Todnd
Amount Amount Aot At
ASocald Amounts. | 300,000 | Ll | “:' | 530060
Citdgated Amounds © | $300,000 | 5] [ £ | $300) 300
Difference : | ] | ET] [ 1] | 7]

(Adocated - Oblgatadamts)

Tiolinl Elicploley FWHWMEMH'J 0 ok nd Eligpiode Mon-Festiensl Propect Expendfiunes 0
Totsl Federal Share Program incoms: | 0 Total Mon-Federsl Shane Program Incoms 2
Curment Project Federsl Shace Balanes | FHD 000 Currend Project Mon-Federsl Shace Bslance | 00,000

Vedy | Chosmous | oo | J

Figure 12-15: Mitigation >Projects >Closeout >Financials Tab

2. The top section of the tab displays read-only financial information. Table 12-6
describes the read-only data fields.

Table 12-6: Financials Tab Data Fields - Top

DATA FIELD ‘ SOURCE OF INFORMATION

Total Project Cost Mitigation > Projects > Application Development > Cost
Estimate tab > Total Project Cost Estimate field

Total Eligible Project Mitigation > Projects > Eligibility Determination > Cost
Amount Review tab > Total Approved Net Eligible Project Cost field
Federal Share Mitigation > Projects > Application Development >

Match Sources tab > Proposed Federal Share field

Non-Federal Share Mitigation > Projects > Application Development >
Match Sources tab > Proposed Non-Federal Share field
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3. In the middle section of the tab, review the read-only Allocated Amounts,
Obligated Amounts, and the Difference (Allocated Amounts minus Obligated

Amounts).

4. In the bottom section of the Financials tab, enter the information described in
Table 12-7. You can obtain the information from the Final Financial Report
provided by the Grantee.

Table 12-7: Financials Tab Data Fields - Bottom

DATA FIELD ‘ INFORMATION TO BE REVIEWED/ENTERED

Total Eligible Federal
Project Expenditures

Final total amount of expenditures reported by the Grantee
that are attributed to the Federal portion of the project

Total Federal Share
Program Income

Reported income attributed to the Final Federal portion

Total Eligible Non-
Federal Project
Expenditures

Final total amount of expenditures reported by the Grantee
that are attributed to the non-Federal portion of the project

Total Non-Federal
Share Program Income

Reported income attributed to the Final non-Federal portion
of the project

Current Project Federal
Share Balance

Remaining funds to be expended from the HMGP — auto-
filled by the system

Current Project Non-
Federal Share Balance

Remaining funds to be expended from non-Federal
sources of funding — auto-filled by the system

NOTE: The Current Project Federal Share Balance must be zero to close out
the project. If the balance is not zero, contact your Regional Point of
Contact for assistance.

5. On the bottom right part of the Financials tab, click the CLOSE button.
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Task 4: Enter Property Information

1. Click the Properties tab (Figure 12-16). This tab is active only if properties
are included in the project.

ﬂNEMIS / HMGP ¥ersion 3.16.00 04,/26/2013

File Disaster Projects Funding Plans Repository  Applications  Admin  Window  Help

EH 8 B & [k

ChgDisaster ChgGrowp  Planz HEMIE Exit

“DISASTER #:7512 FEMA PRO] #: 42-R APPLICATION ID: 51

General | Financials Pruperliesl | | Report | Comments |

Eminent Domain Mot Usedd

to Acuire Property: Hazardous Matetials Checklist

I— I— Relocation Assistance Letter: IN_

IN— Statement Of Assurances: IN— Property Inventory Completect: IN_
Appraisals On File: IN— Covenants On File: IN— Deed Restrictions IN—

v [

H& Validation : l_

DB Werification:

Privacy Act Release: Demaltion Comgleted.

Project Closeout Required Property Closeout Data Error Report

Dizaster: 7512 Application 1D 51 Amencimert M- 1
Property Actual Actual Mitigyation Repetitive
Property part of final Amount To Amount Action Propetty Loss D
(15} Damaged Address praj County owner Drate Type Use Mumber Latitude Longitude Mumkber
1 30350 HAY 603 Ves O ] | O O O O O O

Motes: For all properties included in the final property list, (1) the county cannot be Statewide, (2) the property action cannot be blank,
and (3) if a repetitive lost property, then the repetitive loss number cannct be blank

If property ofter spplicable then (1) the date actual amourt peid cannot be blank and (20 actual amourt peid cannot be blank.

I+

Save bs | Print |
Werify Clozeout Fie-Open Woid Amendment

Figure 12-16: Mitigation >Projects >Closeout >Properties Tab

2. Table 12-8 describes the data fields to be completed in the top section of the tab. For
each field except HQ Validation, select "N," "Y" or "N/A."

CAUTION: The system selects "N" by default, so you need to edit the
selection if necessary.

Table 12-8: Properties Tab Data Fields - Top

DATA FIELD QUESTION TO BE ANSWERED

Eminent Domain not Used to Was Eminent Domain not used to acquire

Acquire Property property?

DOB Verification Was a Duplication of Benefits Verification
conducted?

Appraisals On File Are appraisals on file?

Privacy Act Release Was a Privacy Act Release required?
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DATA FIELD QUESTION TO BE ANSWERED

Hazardous Materials Checklist

Is this checklist on file?

Statement of Assurances

Is the Statement of Assurances on file?

Covenants on File

Are covenants on file?

Demolition Completed

Is the Demolition Permit on file?

Relocation Assistance Letter

Is the Relocation Assistance Letter on file?

Property Inventory Completed

Was the Property Inventory completed?

Deed Restrictions

Were required restrictions recorded with the
property deed?

HQ Validation

If applicable, HQ validates that the correct number
of properties in project was entered in PSI

3. In the bottom part of the Properties tab, review the Project Closeout Required
Property Closeout Data Error Report (See figure 12-12 above).

HINT: If any checkboxes appear on the screen, required information is
missing. Checkboxes with an "X" represent missing information.
Missing information must be provided before an approved project

can be closed out.

Withdrawn or voided applications will not be considered to be
missing property information.

Go to Mitigation 2 Projects - Application Development 2 Property Site
Inventory tab to enter the required information.

4. On the bottom right part of the tab, click the PRINT button to print the report.
You may use the report as a source of information when creating an
amendment to the project application.
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Task 5: Enter State Management Cost Information

State Management Cost information is taken from the project file and the
Smartlink report.

1. Click the State Management Costs tab (Figure 12-17).

WRDISASTER #: 7512 APPLICATION ID: 30
Ganeral | Financials I : State Managment Cnﬂsl | Report | Comments I

PayclBudgetAnt [ %0 EquphwBudgetamt| 0 %0
PayrcActusiamt | 39 Emmmm:l_m
SupplesButgetdmt [ 30 EquplesssBupsamt| 0 w0
Supphes Actusiant [ 80 EqupLesseActmlamc| ®0

Leass End Fig [

vty | Cosmod |[ Fete | | e

Figure 12-17: Mitigation >Projects >Closeout >State Management
Costs Tab

2. Enter the State Management Costs information described in Table 12-9.

CAUTION: If one or more fields have $0 dollar amount and you click the
VERIFY or CLOSEOUT button, the system displays the Data
Fields validation message (Figure 12-18).

validation |

:%:‘) &l data fields are not yes...Do vou wish to continue 7

Yes 0] I

Figure 12-18: Data Fields Validation Message
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Table 12-9: State Management Costs Data Fields

DATA FIELD INFORMATION TO BE ENTERED

Payroll Budget Amt Amount budgeted for the project payroll
Payroll Actual Amt Actual amount spent on the project payroll
Supplies Budget Amt Amount budgeted for supplies

Supplies Actual Amt Actual amount spent on project supplies

Equip Inv Budget Amt Amount budgeted for equipment inventory

Equip Inv Actual Amt Actual amount spent on equipment inventory

Equip Lease Budget Amt | Amount budgeted for lease of equipment

Equip Lease Actual Amt | Actual amount spent on lease of equipment

Lease End Flg Has the lease for equipment ended? If yes, click inside
the checkbox.
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Task 6: Review Environmental Conditions

1. If the tab is active, click the Environment Conditions tab (Figure 12-19).

¥fiDISASTER #: 6999 FEMA PROJ #: 6-R APPLICATION ID: 3
General | Financials | Propetties | State Managment Costs  Environment Conditions

Monitoring Monitoring Complete
Date By Post Appi

v D0O0MD000 -
v 0000000 ﬂ

Repont |Cnmments |

Entered User Required
stricia 5. Bowman
stricia S. Bowinan

Conditions Required (4000}
shestos removal process must confc Wiew

ddding & condition that reguires montc Wiew

onse Act (AHERA)

L

You must go to Project Management screen to complete the monitoring information for the listed conditions.

Cloze

Werify | Clogeout | Ee-Open |

Figure 12-19: Mitigation >Projects >Closeout >Environment
Conditions Tab

2. Review the Conditions Required items displayed in the table.
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Task 7: Enter Closeout Report Information

1. Click the Report tab. The Report Table listing 112 project closeout items is
displayed. The Date and Item Description columns display read-only
information (Figure 12-20).

ﬂDIShSTfR #: 7512 FEMA PROD &: 52-F APPLICATION ID: 61

General |F|r|an|::ia1s l | e Managment | it Rﬂllﬂﬂ1l:nmments I
DISASTER & 7512 FEMA PROJ# 52-F APPLICATIONID: 61 STATE: AZ Ri[
FPRCWJECT CLOSEQUT REFORT
RCAN DATE TEM ACTION REGLIRED
1 4A2EM0  Date Grantes Mitigation Flan Approved (208 405(e]) I
2 10M0R009  Date Grantes Administrative Plan Approved (206 437(d))
3 00000000  Date SF424 Receved (208 436 (d) (5
4 SF424 Federal Funding Amt
4 ﬂj
ReGenssste | Pt |
Veiy | cosan | Feopn | Vodsneranen

Figure 12-20: Mitigation >Projects >Closeout >Report Tab

2. If applicable, enter the Action Required for the checklist item by completing
Steps 2a — 2c.

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

b. In the Comment Editor text area, enter a description of the action required
for the checklist item.

c. Click the OK button. The comments you entered are displayed on the
appropriate row on the Report tab (Figure 12-21).

ﬂl)l"-ﬁ.'; TER #: 7512 FEMA PRDD #: 52-F APPLICATION Ix 61

General |Finanl:iais I GHEiE | fate Manamment Cosls | FEHTTEnL “ﬂl’ﬂﬂlf)nmmentsl
DISASTER # 7512 FEMA PROJ# 52.F APPLICATIONID: 61 STATE: AZ Rﬁ[
PROJECT CLOSEOUT REPORT

RV D& TE ITEM ACTION REQUIRED

1 (MAZEIM0  Dmte Grantes Mitigation Flan Appeoved (205 405(e]) fhe sppeoved Stote
Miigation Flan
e 10 ke added

2 1002009 Date Grantes Adminisirative Plan Approved (206 437(d))

Figure 12-21: Action Required Added
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3. On the bottom right part of the Report tab, click the RE-GENERATE button.
The Report table is refreshed with the new entries.

4. Some items require a "Yes," "No" or "N/A" selection. Click on the selection
field to display the drop-down list (Figure 12-22).

ml}l‘“&'ﬁ TER #: 7512 FEMA PROD &: 52-F APPLICATION IDx: 61
General |Fiﬂ9n|2i313 I o | For L S 0 | B Rﬂpgﬂlcummems I

DISASTER # 7512 FEMA PROJ # 52.F APPLICATIONID. 61 STATE AZ R2J

PROUECT CLOSECUT REPORT
Foan DATE TEM ACTION REGUIRED —/

16 0220010 Bereft Cost Reviewed (206434 (1) (5) (5}

17 Banafl Cost Retio 0,00
18 02122010  NPA Completed Mo =)
e
18 Signed CATEX (15085 4, memo in fle 10,5 (a) (4)), FONSI (1501 4(e)) or s |
Final Envvironemental Asseczment Date

Figure 12-22: Drop-down Selection List

HINT: Table 12-10 in the References section lists the Report Table
Checklist Items and the information source of each item.

5. On the bottom right part of the Report tab, click the PRINT button.

HINT: For audit purposes, include a hard copy of the Project Closeout
Report in the Project File.
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Task 8: Close Out the Project

Generally, the HMO is authorized to execute this task. This task must be executed
for all projects before completing Unit 13: Manage Program Closeout

1.

W

Click the General tab. Review all the information to make sure that everything
is complete.

On the bottom left part of the tab, click the VERIFY button. If the project is not
ready for closeout, the system displays a validation message appropriate to the
closeout requirements.

Address and resolve each validation item.
Click the CLOSEOUT button. The project is now closed.
Follow the Regional procedures to notify the Grantee that the project is closed.

To re-open a closed project, click the RE-OPEN button. The project is re-
opened.
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References

Report Table Checklist Items

Table 12-10: Report Table Checklist ltem - NEMIS Location

CHECKLIST ITEM

Date Grantee Mitigation Plan
Approved

SOURCE OF INFORMATION

Mitigation - Disaster > Overview > Grantee
Information tab > Aprvl Date field

Date Grantee Administrative Plan
Approved

Mitigation > Disaster > Overview > Grantee
Information tab > Approval Date field

Date SF-424 Received

Mitigation > Disaster > Overview > SF424 Information
tab >

SF-424 Federal Funding Amt

Mitigation > Disaster > Overview > SF424 Information
tab > Fed Est Funding Amt field

SF-424 Applicant Funding Amt

Mitigation > Disaster > Overview > SF424 Information
tab > Applicant Est Funding Amt field

SF-424 State Funding Amt

Mitigation > Disaster > Overview > SF424 Information
tab > State Est Funding Amt field

SF-424 Local Funding Amt

Mitigation > Disaster > Overview > SF424 Information
tab > Local Est Funding Amt field

SF-424 Other Funding Amt

Mitigation > Disaster > Overview > SF424 Information
tab > Other Est Funding Amt field

SF-424 Program Income Funding
Amt

Mitigation > Disaster > Overview > SF424 Information
tab > Prgm Inc Es Funding Amt field

SF-424 Total Funding Amt

Mitigation > Disaster > Overview > SF424 Information
tab > Total Est Funding Amt field

Date Project Received

Mitigation > Projects > Eligibility Determination >
Authorizations tab > Application Received Date field

Date Project Approved

Mitigation = Projects > Eligibility Determination >
Authorizations tab > Final Project Approval Date field

Statement of Work Approved

Mitigation > Projects > Eligibility Determination >
Authorizations tab > FEMA Review sub-tab > FEMA
Project Approval Decision

Last Statement of Work Amendment

Mitigation > Projects > Eligibility Determination >
Authorizations tab > FEMA Review sub-tab > FEMA
Project Approval Decision of the last amendment
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CHECKLIST ITEM

Initial Federal Public Notice

SOURCE OF INFORMATION

Mitigation > Disaster > Overview > Federal Public
Notice tab > Appearance Date field

Benefit-Cost Reviewed

Mitigation > Projects > Eligibility Determination >
Overall Review tab > Regulatory Criteria section >
Project is cost effective field

Benefit-Cost Ratio

Mitigation > Projects > Eligibility Determination >
Overall Review tab > Regulatory Criteria section >
The benefit cost ratio is: field

NHPA Completed

Mitigation = Projects > Eligibility Determination >
Laws/EOs tab - Laws/EOs section > NHPA Status
field

Signed CATEX

Mitigation - Projects > Eligibility Determination >
NEPA Process tab > Level of Review section >
CATEX -Completed FEMA Status > Documentation
Complete field

Final Notice Published for FONSI or
EA Date

Mitigation = Projects > Eligibility Determination >
NEPA Process tab > Level of Review section >
Environmental Assessment - Completed FEMA Status
- Finding of No Significant Impact field

News Release Date

Environmental Impact Statement News Release Date

Federal Register Notice of Intent to
Prepare an EIS

Mitigation > Projects > Eligibility Determination >
NEPA Process tab > Level of Review section >
Environmental Impact Statement - Completed FEMA
Status >Publication of Notice of Intent to Prepare EIS
field

Initial EIS of the Scoping Process

Field no longer in NEMIS HMGP

EIS Monitoring Program

Field no longer in NEMIS HMGP

Draft EIS Available

Field no longer in NEMIS HMGP

Final EIS Available

Field no longer in NEMIS HMGP

Signed EIS

Field no longer in NEMIS HMGP

News Release

Field no longer in NEMIS HMGP

EIS Record of Decision

Mitigation > Projects > Eligibility Determination >
NEPA Process tab > Level of Review section >
Environmental Impact Statement - Completed FEMA
Status > Record of Decision field
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CHECKLIST ITEM

Notified that project was completed

SOURCE OF INFORMATION

Mitigation > Projects > Closeout > General tab >
Notified Project Completion Date field

Project completion verified and/or
field inspection of construction
project

Mitigation > Projects > Closeout > General tab >
Project Completion Verification Date field

Final Project Performance Report
received

Mitigation > Projects > Closeout > General tab >
Grantee Final Performance Report Received Date field

Work schedule milestones met

Mitigation > Projects > Closeout > General tab > Work
Schedule Met field

Final Quarterly Reports Received

NEMIS Wide > Management Reporting > Management
Reporting > Mitigation (MT) > Quarterly Report
Tracking

Initial Closeout Letter to Grantee
from FEMA requesting closeout of
project

Mitigation > Projects > Closeout > General tab > Ltr
FEMA to Grantee Date Requesting Addl Info field

Grantee Letter to FEMA requesting
project closeout

Mitigation > Projects > Closeout > General tab >
Grantee Closeout Letter to FEMA Date field

Bills/Invoices — Provided by Grantee

Documentation in project file or closeout package

Bills/Invoices calculated correctly
and in project file

Documentation in project file or closeout package

Amended Budget Non-Construction
Projects Approval Date

Documentation in project file or closeout package

Cumulative Transfers Among Direct
Cost Categories >10% or
>$100,000

Documentation in project file or closeout package

Transfer of Training Funds

Documentation in project file or closeout package

Increased Budget for Construction
Projects Approval Date

Documentation in project file or closeout package

Construction/Non-Construction
Funding Transfers Approval Date

Documentation in project file or closeout package

Extending Time Period for
Availability of Funds Approval Date

Documentation in project file or closeout package

Non-Construction Contracting Out,
Third Party Services or
Subcontracting Approval Date

Documentation in project file or closeout package
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CHECKLIST ITEM

Changes in Key Personnel Approval
Date

SOURCE OF INFORMATION ‘

Documentation in project file or closeout package

Copy of Notification that Eminent
Domain would not be used to
acquire property

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab >
Eminent Domain Not Used to Acquire Property field

DOB Verification for All Properties

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab >
DOB Verification field

Appraisals on File for All Properties

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab >
Appraisals on File field

Privacy Act Release required only if
pre-flood property value is used

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab >
Privacy Act Release field

Hazardous Materials Checklist
completed for each property

Documentation in project file or closeout package;

Mitigation - Projects > Closeout > Properties tab >
Hazardous Materials Checkilist field

Statement of Assurances signed by
Subgrantee, GAR, or Regional
Administrator

Documentation in project file or closeout package;

Mitigation - Projects > Closeout > Properties tab >
Statement of Assurances field

Restrictive Covenants on all
property deeds

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab >
Covenants on File field

Demolition or Removal of all
Structures Completion Date

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab >
Demolition Completed field

Relocation Assistance
Determination Letters in File

Documentation in project file or closeout package;

Mitigation > Projects > Closeout > Properties tab >
Relocation Assistance Letter field

Floodplain Management and
Protection of Wetlands Decision-
Making Process Completed and in
File

Documentation in project file or closeout package;
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CHECKLIST ITEM SOURCE OF INFORMATION

Engineering Certificates Documentation in project file or closeout package

Property Inventory Form Completed | Documentation in project file or closeout package
by Project Monitor

Property Inventory Form Sent to Documentation in project file or closeout package
FEMA HQ

Verify Staffing Level and that Time Documentation in project file or closeout package
and Attendance Records Exist

Payroll Wages Mitigation > Projects > Closeout > State Management
Costs tab > Payroll fields

Budgeted Amount Mitigation - Projects > Closeout > State Management
Costs tab > Payroll Budget Amt field

Actual Cost Mitigation > Projects > Closeout > State Management
Costs tab > Payroll Actual Amt field

Supplies Mitigation > Projects > Closeout > State Management
Costs tab > Supplies fields

Supply Budget - Budgeted Amount | Mitigation > Projects > Closeout > State Management
Costs tab > Supplies Budget Amt field

Supply Budget - Actual Cost Mitigation > Projects > Closeout > State Management
Costs tab > Supplies Actual Amt field

Disposition of Supplies with Documentation in project file or closeout package

Aggregate Value >$5,000, FEMA

Form 20-18

Equipment

Inventory of Equipment Mitigation > Projects > Closeout > State Management

Costs tab > Equip Inv fields

Equipment Budget — Budgeted Mitigation - Projects > Closeout > State Management

Amount Costs tab > Equip Inv Budget Amt field

Equipment Budget — Actual Cost Mitigation > Projects > Closeout > State Management
Costs tab > Equip Inv Actual Amt field

Lease Agreements Disposition of Mitigation > Projects > Closeout > State Management

Equipment Costs tab > Equip Lease fields
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CHECKLIST ITEM

Lease Agreements - Budgeted
Amount

SOURCE OF INFORMATION ‘

Mitigation > Projects > Closeout > State Management
Costs tab > Equip Lease Budget Amt field

Lease Agreements - Actual Cost

Mitigation > Projects > Closeout > State Management
Costs tab > Equip Lease Actual Amt field

Did Lease End on or Before the
Ending Date of the Award?

Mitigation > Projects > Closeout > State Management
Costs tab > Lease End Flg field

Federally-Owned Property

Inventory

Mitigation > Projects > Closeout > General tab >
Closeout Requirements section > Fed Owned Inv field

Disposition Report

Documentation in project file or closeout package

FEMA Form 20-18 in File

Mitigation > Projects > Closeout > General tab >
Other Closeout Reviews section - Form 20-18 on File
field

Were Copyrights or Patents
Awarded for any Action as a Result
of this Grant?

Mitigation > Projects > Closeout > General tab >
Other Closeout Reviews section > Copyright field

Approved Project Estimate

Mitigation > Projects > Eligibility Determination > Cost
Review tab > Total Approved Net Eligible Project Cost
field

Federal Share Percentage

Mitigation > Projects > Application Development >
Match Sources tab > Federal Share Percentage field

Federal Share $

Mitigation - Projects > Application Development >
Match Sources tab > Proposed Federal Share field

Non-Federal Share Percentage

Calculate (100 minus Federal Share Percentage)

Non-Federal Share $

Mitigation > Projects > Application Development >
Match Sources tab > Proposed Non-Federal Share
field

Date of Last Budget Amendment

Documentation in project file or closeout package

Total Project Costs

Mitigation > Projects > Closeout > Financials tab >
Total Project Cost field

Net Eligible

Mitigation > Projects > Closeout > Financials tab >
Total Eligible Project Amount field

Net Eligible Fed Share

Mitigation - Projects > Closeout > Financials tab >
Federal Share field
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CHECKLIST ITEM

Allocated Project Funds

SOURCE OF INFORMATION

Mitigation - Projects > Closeout > Financials tab >
Allocated Amounts row/Project Amount column

Obligated Project Funds

Mitigation > Projects > Closeout > Financials tab >
Obligated Amounts row/Project Amount column

Subgrantee Admin. Obligation

Mitigation - Projects > Closeout > Financials tab >
Obligated Amounts row/Subgrantee Admin Amount
column

Grantee Admin. Obligation

Mitigation - Projects > Project Closeout > Financials
tab > Obligated Amounts row/Grantee Admin Amount
column

State Management Project
Allocations

Documentation in project file or closeout package

State Management Obligations

Documentation in project file or closeout package

Income Generated by Project

SmartLink Report

Total Federal Share

Mitigation = Projects > Closeout > Financials tab >
Current Project Federal Share field

Total Non-Federal Share

Mitigation > Projects > Closeout > Financials tab >
Current Project Non-Federal Share field

Final Request for Payment

Documentation in project file or closeout package

Cost Adjustment

Documentation in project file or closeout package

Cost Overrun

Documentation in project file or closeout package

Cost Under-run

Documentation in project file or closeout package

Cash Adjustment

Documentation in project file or closeout package

Unobligated Federal Funds

Documentation in project file or closeout package

Deobligated Federal Funds

Documentation in project file or closeout package

Deallocated Federal Funds

Documentation in project file or closeout package

Reconciliation

Documentation in project file or closeout package

Final Financial Reports Approved

Mitigation - Projects > Closeout > General tab > Final
Finance Rpt Aprvd field

IFMIS

Documentation in project file or closeout package
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CHECKLIST ITEM SOURCE OF INFORMATION
NEMIS Documentation in project file or closeout package
SmartLink Mitigation > Projects > Closeout > General tab >

SmartLink Report Approved Date field

Final Project Closeout Letter from Mitigation > Projects > Closeout > General tab > Final
FEMA to State Signed Project Closeout Letter to Grantee Signed Date field
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