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Foreword 

This Regional Standard Operating Procedure (SOP) for Appeals sets forth procedures and 

responsibilities for adjudicating Public Assistance {PA) Program first appeals at the regional 

level. 

The SOP establishes a consistent process for t he adjudication of first appeals national ly. The 
process provides for well-documented determinations that fu lly communicate the rationa le for 
FEMA' s decisions. It also establishes a documented and transparent process through wh ich 
applicants, subrecipients, and pass-through ent it ies1 

1 Pursuant to 44 Code of Federal Regulat ions (C.F.R.) § 206.206, the PA Program appeal process is available to PA 
Program applicants, subgrantees and grantees. On December 26, 2013, the Office of Management and Budget 
(OMB) published the Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal 
Awards, codified at 2 C.F.R. pt. 200, to supersede OMB Circulars A-21, A-87, A-110, and A-122; Circulars A-89, A-
102, and A-133; and the guidance in Circular A-50 on Single Audit Act follow-up. The regulat ions replace the terms 
"grantee" and "subgrantee" with "subreclpient," "recipient," and "pass-through entity." 2 C.F.R. §§ 200.93, 
200.86, and 200.74. When a non-federal entity applies for PA funding, it is an applicant. Once an applicant 
receives· funding, it Is ei ther a recipient/pass-through ent ity or a subrecipient. For simplicity, FEMA uses the term 
"applicant" throughout this document when referring to the entity appealing a PA eligibility determination rather 
than making distinctions between an entity as an applicant, recipient, pass-through entity, or subrecipient. FEMA 
uses the terms recipient, pass-through entity, or subrecipient in this document when necessary to differentiate 
between the entit ies. 

are able to provide informat ion necessary 
to address the issues that are under appeal. 

The Director of the Public Assistance Division is authorized t o issue technical changes and 
clarifications for this SOP. Authority to substantive ly modify or change the document is 
retained by the Assistant Administrator of the Recovery Directorate. 

Ke ith Turi 
Act ing Assistant Administrator 
Recovery Directorate 
Federal Emergency Management Agency 

Date: _ _ 3_ /<Y_•_1 _/I_<:. _ __ _ 
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1. Roles and Responsibilities:  While regions have a level of discretion as to the precise titles 
used and whether certain roles and functions are carried out by one or more individuals, 
the following responsibilities must be assigned to regional Public Assistance (PA) Program 
staff carrying out the appeal process:  
 
1.1. Appeals Coordinator:  Responsible for the receipt, tracking in the regional appeals 

tracker, acknowledgment of first appeals and second appeals, version coordination, 
and the processing of other appeal-related correspondence and reports.  
 

1.2. Certified Appeals Analyst (Appeals Analyst):  Responsible for performing the 
completeness review, preparing the bulleted analysis (if necessary) for each appeal and 
presenting it to the Appeals Team (if there is no team, presenting it to the Branch 
Director or equivalent), researching and drafting all first appeal decisions within the 
prescribed regulatory timeframes, generating requests for information (RFIs), compiling  
the administrative records, and completing any other assigned appeal-related 
correspondence or recordkeeping function.  This person must be certified as an Appeals 
Analyst by the Public Assistance Appeals and Audits Branch and generally should not be 
deployed.  The Appeals Coordinator and Appeals Analyst may be the same person. 

 
1.3. Lead Appeals Analyst/Senior PA Program Specialist:  Responsible for serving as the first 

reviewer for all first appeal decisions and RFIs in the routing/approval process, 
providing guidance on PA program and policy issues, and coordinating assignment and 
review of the work of the Appeals Analysts, depending on the size of the appeals 
organization.  The Lead Appeals Analyst must be certified as an Appeals Analyst.  

 
1.4. Appeals Team:  Depending on the workload and staffing of the region, a team 

composed of Senior Project Specialists, Regional Counsel, the PA Branch Chief, 
Environmental and Historic Preservation Specialists, and other designees.  The Appeals 
Team may meet with the Appeals Analyst, regularly or when needed, to assess key 
facts in the record, objectively evaluate the sides of the appeal arguments, and agree 
on a way forward with regard to development of a first appeal decision.  Follow-up 
meetings may be needed if additional research is required.  Up front use of an Appeals 
Team may facilitate earlier identification of critical factual, policy, or legal issues 
associated with the appeal, recognition of the need to request technical or other 
specialized assistance, and concurrence with regard to a first appeal decision. 
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1.5. Regional Counsel:  Responsible for ensuring the legal sufficiency of the Final RFI and the 
first appeal decision as well as addressing legal questions associated with development 
of the administrative record and potential conflicts of interest.  In general, Regional 
Counsel should be part of the Appeals Team, if there is one, and actively engaged in the 
appeal review process to assist with the early identification of legal issues.   

 
1.6. Public Assistance Appeals and Audits Branch (PAAB): The branch established within the 

Public Assistance Division at FEMA Headquarters charged with processing second 
appeals and, when necessary, assisting FEMA regions with processing first appeals; 
developing, maintaining, and managing PA Program appeals doctrine and policy; 
communicating with internal and external stakeholders; tracking and reporting first and 
second appeals metrics and trends; providing PA appeal-related training and guidance 
materials; and engaging in other PA related efforts. 

 
1.7. Public Assistance Branch Chief:  Responsible for reviewing and serving as the first 

clearance level in the draft first appeal decision approval process.  
 

1.8. Recovery Division Director:  Responsible for reviewing and serving as the second 
clearance level in the draft first appeal decision approval process.  If delegated the 
authority in writing, the Recovery Division Director may sign the Final RFI.2

2 Pursuant to FEMA Delegation No. 0106-1, Delegation of Authority to the Regional Administrators, at 5 (Feb. 6, 
2012), Regional Administrators may re-delegate in writing their authorities located at 44 C.F.R. § 206.206.  Aside 
from the Final RFI, there may be other elements of the appeal process that the Regional Administrator may 
delegate to regional PA Program staff. 

   
 

1.9. Regional Administrator:  Upon Regional Counsel’s concurrence and completion of the 
clearance process, the Regional Administrator approves the first appeal decision.  
Unless authority has been delegated in writing, only the Regional Administrator or 
Acting Regional Administrator can sign the first appeal decision.     
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2. Key Terms and Concepts: 
 
2.1. Administrative Record:  The administrative record should contain all the documents and 

materials directly or indirectly considered by the agency and relied upon in making the 
first appeal determination.  This record may include, but is not limited to, Project 
Worksheets (all versions), eligibility determination memoranda, supporting backup 
documentation, correspondence, photographs and technical reports, materials 
submitted by the applicant, and other relevant information.  The Joint Field Office (JFO) 
shall compile information in the Emergency Management Mission Integrated 
Environment (EMMIE) database and the Customer Relationship Management Tool3

3 The Customer Relationship Management Tool will augment EMMIE and contain documentation that must be 
compiled as part of the administrative record. 

 
that may become part of the administrative record.  Additions to the administrative 
record should also occur as the result of PA eligibility determinations made during 
project closeout or other PA requests made after the closure of a JFO.  An 
Administrative Record Checklist is included at Appendix D. 
 

2.2. Administrative Record Index:  The administrative record index is a list of the documents 
and materials contained in the administrative record.  It should be sufficiently detailed 
that a layperson can identify and understand the contents of the record.  An 
administrative record index template is provided in Appendix E. 

 
2.3. Completeness Review:  An early review of the appeal to verify it adequately describes 

the issue, specifies the monetary figure in dispute, cites to the provisions in federal law 
or policy being challenged, and contains all of the necessary backup material to decide 
the appeal (e.g., eligibility determination memorandum, force account labor and 
equipment documentation, invoices, contracts, etc.).  A Completeness Review Checklist 
is provided in Appendix C. 
 

2.4. Bulleted Analysis:  In all but the simplest cases, the Appeals Analysts should prepare 
and present a document describing the background, timeline, amounts involved, salient 
facts, applicable laws and policies, as well as ambiguities surrounding the appeal to the 
Appeals Team.  The purpose of a bulleted analysis is to evaluate and present both sides 
of the appeal argument and make a recommendation to the Appeals Team.  If during 
the internal first appeal review process the Appeals Analyst identifies other items that 
may or may not be eligible, these items should be documented in the bulleted analysis 
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and be discussed with the Appeals Team.  An example a bulleted analysis is provided in 
Appendix H. 

 
2.5. Conflict Analysis:  A step designed to ensure the fairness of the appeal process by 

identifying any member of the Appeals Team that may have been substantially involved 
with a PA eligibility determination that is substantively related to the appeal.  This step 
provides the Agency an opportunity to address real or perceived conflicts of interest.  
Regional Counsel will assist with the assessment.  When a potential conflict arises, a 
number of options can be considered to address it including adding procedural 
safeguards, recusal, or requesting transfer of the appeal to another region.   

 
2.6. Request for Information (RFI):  There are two types of RFI: a basic request for specific 

information needed to continue the appeal process (hereinafter “Basic RFI”) and a final 
request for information (hereinafter “Final RFI”). 

 
2.6.1. Basic RFI:  A request for specific information needed to consider the appeal.  It 

should be made in writing, provide sufficient detail to describe the type of 
documentation needed, include a deadline for response, and follow the 
template in Appendix A. 

 
2.6.2. Final RFI:  This request must be sent at the time in the appeal process when the 

region is ready to deny or partially approve an appeal.  As the administrative 
record will close upon issuance of the first appeal decision and applicants will not 
be allowed to provide additional information in a subsequent second appeal, the 
Final RFI (see Appendix B for a template) provides an applicant with explicit 
notification that the administrative record will close after issuance of the first 
appeal decision, explains the likely basis for denying or partially granting the 
appeal, and affords them with a final opportunity to supplement the 
administrative record.
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3. First Appeal Processing: 

 

3.1. Initial Intake (Days 1-15): 
  

3.1.1. Upon receipt of a first appeal, which begins the 90-day timeline to issue the first 
appeal decision, the Appeals Coordinator must ensure steps are taken to track 
workflow processing, share information with FEMA Headquarters, affirmatively 
acknowledge receipt to the pass-through entity and applicant (this can be done 
with an e-mail), conduct a completeness review of the file, perform a conflict 
analysis of individuals that will be involved with the development of the decision, 
and assess the region’s capacity to issue the decision on time.  The Appeals 
Coordinator must weekly update a first appeal tracker stored on the PAAB First 
Appeals Shared Workspace. 
 

3.1.2. Days 1-5: 
 

3.1.2.1. Date stamp incoming appeal; 
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3.1.2.2. Acknowledge receipt of the appeal to the pass-through entity and 
applicant by email with read receipt, or if not possible, by regular mail; 

 
3.1.2.3. Within three (3) business days of receiving the appeal, log the appeal into 

the PAAB’s first appeals tracker on the First Appeals Shared Workspace 
SharePoint site4

4 https://intranet.fema.net/org/orr/collab/Recovery/PA/First_Appeals/Pages/default.aspx. 

 and upload the first appeal pass-through entity and 
applicant letters to the First Appeals Shared Workspace SharePoint site 
(instructions for uploading first appeal letters is provided in Appendix M); 
and 

 
3.1.2.4. Update any other internal regional tracking system, if applicable. 

 
3.1.3. Days 1-10:  Within the first 10 days, the Appeals Coordinator should conduct a 

conflict analysis to determine if the assigned Appeals Analyst was substantially 
involved with a PA eligibility determination that is substantively related to the 
appeal.  If a potential conflict is identified, the Appeals Coordinator must notify 
the PA Branch Chief, and Regional Counsel to consider procedural safeguards, 
disqualification of the Appeals Analyst from working on the appeal, or requesting 
transfer of the appeal to another regional office or to the PAAB’s First Appeals 
Section. 
 

3.1.4. If the Regional PA Branch Chief and Appeals Coordinator determine that first 
appeal volume, conflicts of interest, and/or other issues jeopardize the timely 
issuance of first appeal decisions, the PA Branch Chief should contact the PAAB 
Branch Chief to transfer first appeals to another regional office or to the First 
Appeals Section for processing.  The steps for doing so are described below:  

                                                           

https://intranet.fema.net/org/orr/collab/Recovery/PA/First_Appeals/Pages/default.aspx
https://intranet.fema.net/org/orr/collab/Recovery/PA/First_Appeals/Pages/default.aspx
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Requesting assistance if demand exceeds capacity or to resolve a conflict of interest 
Regions can request assistance through the PAAB to address first appeals that either exceed 
their capacity to provide a timely response or present an actual or perceived conflict of 
interest.   
• The Regional PA Branch Chief should email a request to the PAAB Branch Chief.  The 

request should reference (1) for cases involving limited capacity:  (a) the level of 
demand, (b) existing workforce, (c) the number of appeals the region seeks to transfer, 
and (d) identification of the time remaining available for an Agency response to the 
applicant; or (2) for cases involving a conflict of interest: (a) the nature of the conflict of 
interest, and (b) alternative options considered to resolve the matter. 

• The PAAB may provide assistance by:  (1) requesting assistance from an Appeals Analyst 
assigned to another regional office or (2) having the PAAB’s First Appeals Section directly 
analyze and draft first appeal decisions.  The PAAB Branch Chief will work with the 
requesting region to determine the best option to address the need. 

 

3.1.5. Once an Appeals Analyst is assigned to the appeal, an initial review of the appeal 
should occur and a completeness review of the associated documents should be 
performed (see Appendix C for the Completeness Review Checklist). 
 

3.1.6. Days 1-15:  Compilation and updating of the administrative record and 
administrative record index should occur and remain an ongoing process.  An 
Administrative Record Checklist is provided in Appendix D and an example and 
template of an administrative record index are provided in Appendix E. 

 
3.2. Analysis Phase (Days 15-70): 

 
3.2.1. Days 15-20:  Guided by the Appeals Analyst Checklist (see Appendix F), the 

Analyst will review the appeal issue(s); identify applicable statutes, regulations 
and policies; and conduct a keyword (e.g., debris, time extension, cost overrun, 
etc.) search of second appeal decisions issued by headquarters and first appeal 
decisions issued in the region (Issue Keywords are listed in Appendix E of the 
Manual).  The Appeals Analyst should use the results of the search to inform 
their determination.  Appendix G details the process to access and search the 
previously issued second appeals.   

 
3.2.2. Days 15-30:  In complex cases, the Appeals Analyst should prepare a bulleted 

analysis following the example provided in Appendix H and send to the Appeals 
Team at least a day prior to meeting.  The Appeals Analyst may consult with the 
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staff involved in the determination (results of site inspections, explanations of 
photographs, etc.), but must independently decide on the response to the 
appeal.  The Appeals Analyst should objectively assess and present the facts of 
the case, strengths and weaknesses of the arguments raised by the appeal, and 
options and recommendations for addressing the matter or taking other 
necessary steps prior to doing so.  

 
3.2.3. The Appeals Team, if there is one, will meet with the Appeals Analyst to evaluate 

both sides of the appeal arguments, reach concurrence regarding the first appeal 
decision, or, if necessary, agree that intermediate steps should be taken (e.g., 
issue a Basic RFI, seek an environmental or technical review, etc.).  In cases 
where such steps are required, a follow-up meeting may be needed. 

 
3.2.4. If additional information is needed from the applicant to adjudicate the appeal, 

the Appeals Analyst, in consultation with the PA Branch Chief, should prepare a 
Basic RFI for approval.  The Basic RFI must be issued simultaneously to the pass-
through entity and applicant by either certified mail return receipt or by email 
with read receipt acknowledgment.  In general, the Basic RFI should establish a 
30-day deadline from receipt to respond.  The Basic RFI deadline may be 
extended at the Regional Administrator’s discretion.  The 90-day processing 
timeline for the appeal resets upon receipt of the information or passing of the 
deadline to respond.  The Appeals Coordinator should update the first appeal 
tracker to reflect issuance of the Basic RFI. 
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Using Technical Experts in the Processing and Analysis of Appeals 

• If an environmental review is needed, the Appeals Analyst will coordinate with the 
appropriate regional environmental personnel to review the appeal.  

 
• Similarly, if a specialized technical review is required, the Appeals Analyst will 

coordinate provision of the materials to the subject matter expert.  In cases where 
highly technical or complex studies produced by licensed subject matter experts are 
provided as part of the appeal submission, regions should consider employing 
individuals with comparable qualifications and expertise to review the document if 
they believe elements of the report are disputable and likely not to be accepted.  

 
• When a technical review is necessary or when FEMA’s determination is dependent 

on an action from another entity, FEMA will notify the applicant and pass-through 
entity of the action and inform them that the 90-day timeframe will be reset when 
FEMA receives notification from the other entity that the action has been 
completed. 

 
• In certain situations, a FEMA Office of Chief Counsel Alternative Dispute Resolution 

(OCC ADR) expert may be able to assist with facilitating communications or resolving 
the dispute outside of the appeals process.  The PAAB should be contacted to assist 
with facilitating this support, or if there is an OCC ADR expert deployed to the 
disaster, the PAAB should be notified of its support. 

 
• The potential use of such experts must be considered in the overall processing 

timeline. 

3.2.5. Days 15-70:  The Appeals Analyst develops a draft first appeal decision using the 
appeal template (Appendix I).  The Appeals Analyst should clearly identify the 
action being appealed and the factual, policy, or legal arguments the applicant 
and/or pass-through entity is basing it upon.  All issues raised in the appeal 
should be identified and addressed in the first appeal decision.  Applying the 
format and citation guidance provided in the Appeals Style Guide (Appendix C of 
the Appeals Manual), the draft decision should: 

3.2.5.1. State the issue(s) and the applicant’s basis for its position; 
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3.2.5.2. Include details about each issue and establish why FEMA made the initial 

determination and explain the statutes, regulations, policy, and guidance 
that support either approval, partial approval, or denial.  The appeal 
process provides an opportunity to thoroughly review the appealed 
determination for eligibility, including items of work not specifically being 
appealed; 
 

3.2.5.3. Present the appeal analysis within the SIRAC (situation, issue, rule, 
analysis, and conclusion) format while providing a detailed overview of 
the procedural and factual history; 
   

3.2.5.4. Clearly explain the decision making process.  It should provide findings 
(either in narrative or bulleted form), opinions with regard to those 
findings, and a discussion on how they support the ultimate conclusion; 
 

3.2.5.5. Clearly articulate the findings, which may be factual or policy/legally 
based, upon which the Regional Administrator’s ultimate conclusion will 
rest and use elements of the administrative record (through either 
reference in text or footnote citation) to explicitly support the findings; 
and 

 
3.2.5.6. Clearly state the basis for the conclusion.  
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Application of the Analysis in Other Formats 

The above approach, which builds upon the bulleted analysis and references the 
administrative record, should be used to inform other processes and documents: 

• Oral Meeting:  In certain circumstances, an applicant may request the opportunity to 
present its appeal and materials supporting its position in person.  Appeal meetings with 
applicants are optional, should serve a specific purpose, and may benefit from the 
participation of OCC ADR specialists.  Should the regional PA Branch Chief decide to 
approve such a request, the applicant and/or pass-through entity should be advised that 
the meeting is held to give the applicant the opportunity to present its appeal, that the 
information presented will be considered in the first appeal decision, and that no 
decisions will be made at the meeting.  Talking points (See Appendix J) should be 
developed in preparation for the meeting.  A summary of the meeting should be 
included within the administrative record. 
   

• Final RFI:  Except in situations where the applicant’s appeal is fully approved, the basic 
analysis above should closely inform the Final RFI issued. 

 
    

3.2.6. When reviewing and analyzing a first appeal, the Appeals Analyst may identify a 
new eligibility issue unrelated to the original eligibility issue presented on 
appeal.  In order to preserve the integrity of the PA Program appeals process, 
streamline procedures while promoting efficiency, and provide fairness to 
applicants, the region must issue a Basic RFI simultaneously to the pass-through 
entity and applicant by certified mail return receipt or by email with read receipt 
acknowledgment.  For purposes of the new eligibility issue, the Basic RFI would 
essentially serve as a PA eligibility determination.  The Basic RFI must: inform the 
applicant that a new eligibility issue was identified; frame the new eligibility 
issue and provide a determination; request documentation on the new eligibility 
issue; and inform the applicant that it has 60 days from receipt of the Basic RFI 
to respond.  Following receipt of the applicant’s response to the Basic RFI or 
expiration of the 60-day timeframe, the 90-day processing timeline for the 
appeal resets and the first appeal proceeds and is adjudicated on both the 
original and new eligibility issues.   
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3.3. Closing the administrative record (Days 70-90):   
 

3.3.1. If the Regional Administrator anticipates that he or she will deny or partially 
grant the applicant’s first appeal, the Regional Administrator must issue a Final 
RFI requesting any additional information to be sent to FEMA within 30 days and 
inform the applicant that the administrative record will close following issuance 
of a first appeal decision.  The Final RFI should include an administrative record 
index of documents compiled to that point.  Appendix B provides a template 
Final RFI.  

 
3.3.2. Regional Counsel must review all Final RFIs and accompanying administrative 

record indexes for legal sufficiency.  
 
3.3.3. The Regional Administrator signs the Final RFI and issues it simultaneously to the 

pass-through entity and applicant by certified mail return receipt requested or 
by email with read receipt acknowledgment.  The Final RFI deadline may be 
extended at the Regional Administrator’s discretion.  The 90-day processing 
timeline for the appeal resets upon receipt of the information or passing of the 
deadline to respond.  The Appeals Coordinator should update the first appeal 
tracker to reflect issuance of the Final RFI. 

 
3.3.4. The applicant’s opportunity to provide documentation and other information in 

support of its position is at the first appeal stage, as FEMA will not accept 
additional materials after it issues a first appeal decision on all appeals received 
in the region on or after October 1, 2013. 
 

3.4. Issuing the First Appeal Decision (Days 70-90): 
 

3.4.1. The first appeal decision includes a first appeal response letter and 
accompanying first appeal analysis and administrative record index.  Regional PA 
Program staff must issue first appeal decisions simultaneously to the pass-
through entity and applicant by certified mail return receipt requested or by 
email with read receipt acknowledgment.  Within three days (3) of issuing the 
first appeal decision, regional PA Program staff must upload a copy of the 
decision through the First Appeals Shared Workspace SharePoint site.5

5 https://intranet.fema.net/org/orr/collab/Recovery/PA/First_Appeals/Pages/default.aspx. 

  
Instructions for uploading first appeal decisions is attached as Appendix M.  The 
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first appeal response letter, signed by the Regional Administrator, must set forth 
the applicant’s second appeal (in all cases where the first appeal was partially 
granted or denied) and arbitration (when applicable) rights and responsibilities. 

 

 

Applicant’s Second Appeal and Arbitration Rights and Responsibilities 

Second Appeal:  

• The applicant may appeal the first appeal decision to FEMA Headquarters by filing a 
second appeal, pursuant to 44 C.F.R. § 206.206. 
 

• The appeal must:  (1) contain documented justification supporting the applicant’s 
position; (2) specify the monetary figure in dispute; and (3) cite the provisions in federal 
law or policy with which the applicant believes the determination was inconsistent. 
 

• The applicant must submit the second appeal to the pass-through entity within 60 days 
of receipt of the first appeal decision.  The pass-through entity will forward the second 
appeal to the appropriate FEMA Regional Administrator within 60 days of receipt.  The 
Regional Administrator will then forward the second appeal to FEMA Headquarters for 
review and decision. 
 

• Pursuant to 44 C.F.R. § 206.206(c), the applicant must submit the second appeal to the 
pass-through entity within 60 days of receipt of the first appeal decision. 

 

Request for Arbitration related to Hurricanes Katrina and Rita (44 C.F.R. § 206.209): 

• The applicant may request arbitration under major disaster declarations DR-1603, DR-
1604, DR-1605, DR-1606, and DR-1607 if: 
 
• The applicant is eligible to file an appeal under 44 C.F.R. § 206.206 or had a first or 

second level appeal pending with FEMA pursuant to § 206.206 on or after February 
17, 2009; and 
 

• The total amount of the project is greater than $500,000.00 or more. 
 

3.4.2. The applicant must submit a Request for Arbitration form simultaneously to the 
pass-through entity, the FEMA Regional Administrator and the arbitration 



 
 

 Chapter 3:  First Appeal Processing 14 

administrator within 30 calendar days after receipt of notice of the 
determination that is the subject of the arbitration request.   
 

3.4.3. The Appeals Coordinator must scan and copy the signed first appeal decision.  
The decision must be saved in a local regional shared drive to which all members 
of the Appeals Team have access.  

 
3.4.4. The date on which the applicant receives the first appeal decision (as 

documented by the mail return receipt or the email read receipt) will serve as 
the applicant’s official date of receipt of the decision from which the 60-day time 
period to file a second appeal through the pass-through entity runs. 
 

3.4.5. If the appeal determination results in a new PW version or further actions need 
to be taken, the Appeals Coordinator/Analyst must write the PW version or 
forward a copy of the appeal to the subject matter expert on staff to create and 
enter the PW version. 
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4. Second Appeal Transmittal-Timeline 
 

4.1. When a pass-through entity transmits an applicant’s second appeal to a FEMA regional 
office, the Appeals Coordinator must, within three business days of receipt, provide an 
electronic copy of the second appeal transmittal memo (see Appendix K for template), 
the appeal, and any supporting documentation to the PAAB Appeals Section via the PA 
Program SharePoint site.  When transmitting the second appeal to the PAAB, the 
regional PA Program staff needs to indicate when it received the second appeal from 
the pass-through entity.  Instructions for uploading second appeal documents are 
provided in Appendix N.   
 

4.2. Hard copies of these materials do not need to be provided to the PAAB Appeals Section 
unless they cannot easily be converted into an electronic format and sent to the PAAB 
Appeals Section electronically.  If the information is already contained in the EMMIE 
database or another system that the PAAB Appeals Section can readily access, it does 
not need to be uploaded via the SharePoint site but should still be noted as an element 
of the administrative record on the transmittal memo.  When regional PA Program staff 
need to send hard copies, they should do so within ten business days of receiving the 
materials. 

https://esw.fema.net/esw/Recovery/PA/Shared%20Documents/Forms/AllItems.aspx
https://esw.fema.net/esw/Recovery/PA/Shared%20Documents/Forms/AllItems.aspx
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5. Second Appeal Decisions Remanding Matters to Regions for Action 
 

5.1. In circumstances when a procedural error occurred or an eligibility concern or other 
issues not previously identified in the first appeal process is detected during the second 
appeal process, the PAAB Appeals Section may remand the appeal to the regional office 
to take action to address the issue.  Such measures are designed to preserve an 
applicant’s appeal rights.  The regional office will have 90 days to resolve the remand 
issues.  
  

5.2. Additionally, situations may arise when cost calculations associated with granting relief 
cannot be performed at second appeal.  In such cases, the PAAB may decide on the 
eligibility issue of the appeal, but direct the regional office to determine the relief 
amount that should be provided to the applicant.  The relief amount may be calculated 
by appropriate regional PA Program staff. 

 



Chapter 6 
 

 

 
 Chapter 3:  First Appeal Processing 17 
 

6. Applicant Request to Withdraw an Appeal 
 

6.1. At any point during the appeal process, an applicant may request to withdraw its 
appeal.  The applicant should submit a written request to withdraw the appeal.  FEMA 
must send the applicant and pass-through entity a letter acknowledging receipt of the 
applicant’s request.  Attached as Appendix L is a template withdrawal request 
acknowledgement letter. 

 
 

 

 

 
    

 

  



Regional Standard Operating Procedures for Appeals 

  Appendices A-1 

 
 
 
 

Appendices 
 
 
 
 
 

The latest versions of the templates, samples, and examples found in these  
appendices are found on the FEMA Public Assistance Appeals Branch intranet site: 

https://intranet.fema.net/org/orr/recovery/pad/Pages/AppealsBranch.aspx 
 

https://intranet.fema.net/org/orr/recovery/pad/Pages/AppealsBranch.aspx


Appendix A:  Basic Request for Information  
 

  Appendices A-2 

 

  



Appendix B:  Final Request for Information  
 

  Appendices A-3 

 



Appendix B:  Final Request for Information  
 

  Appendices A-4 
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  Appendices A-5 

 



Appendix D:  Administrative Record Checklist 
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Appendix E:  Administrative Record Index Example and Template 

 Appendices A-8 
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Appendix E:  Administrative Record Index Example and Template 
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Include the next steps to 
follow if the appeal is 
granted. Some examples 
are provided 

Only if appeal is partially 
granted or denied  
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Appendix J:  Talking Points for Oral Meetings Example 
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Appendix K:  Second Appeal Transmittal Memorandum Template 
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Appendix L:  Withdrawal Request Acknowledgement Letter Template 
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Appendix N:  Second Appeal Documents Upload Steps 
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