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NPDL – Notice of Potential Debt Letter: 
FEMA Director Name          Governor’s Name 
FEMA Title           Governor’s Title 
FEMA Directorate Reference         State of (State Name) 
 
FEMA            00/00/0000 
P.O. Box 10055 
Hyattsville, MD 20782 – 8055 
 
Disaster #XXXX 
FEMA Application #XXXXXXXXX 
 
Applicant Name 
Applicant Street Address 
Applicant City, State, Zip 
 
Notice of Potential Debt Letter 
Potential Debt: ${NOD_RECOUP_AMT} 
 
 
{SALUTATION}: 
 
Federal law requires FEMA and other federal agencies to review disaster assistance payments provided to individuals.  These 
reviews ensure taxpayer dollars were provided in the correct amount to meet the needs of the individual. 
 
FEMA has carefully reviewed the assistance provided to you and determined you may NOT be eligible for 
${NOD_RECOUP_AMT}. 
 
The reasons you may have a potential debt are included below:   
 

{CHA_BLK} 
 
You may appeal this determination. Your written appeal letter must be postmarked no later than 60 days from the date shown on 
this Notice of Potential Debt and include the following information:   

a. A written explanation why you believe you are eligible for this assistance; 
b. Copies of any documents or statements supporting your eligibility for disaster assistance; 
c. Your disaster number and FEMA application number should be included on all pages of your correspondence ; and, 
d. Must be signed by you, the co-applicant, or a third party authorized to appeal on your behalf. 

 
Please send the requested documents to: 
 

Mail to:      Fax to: 
FEMA       800-827-8112 
P.O. Box 10055     Attn: FEMA 
Hyattsville, MD 20782-8055 
 

You should expect a response from FEMA within 90 days of receipt of your appeal. 
 
You may request an oral hearing to discuss your appeal when you submit your written appeal request.  If FEMA determines your 
oral testimony is needed to clarify the documents you submitted, your request may be granted. FEMA may also request that you 
participate in an oral hearing via telephone as part of the appeal process when the appeal involves an issue of credibility or 
veracity, or the appeal record contains conflicting information that cannot be resolved.   
 
If you do not appeal this determination, this potential debt will become final and will be sent to FEMA’s Finance Center 
for further action. 
 
This letter relates only to assistance you received through FEMA's Individuals and Households Program.  In addition, if you made 
any false or fraudulent statements in connection with your application for disaster assistance, you may be subject to liability under 
Federal, State, or local laws.  
 

OR 
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If you have questions about assistance you received, or would like more information about this notice, please call FEMA’s 
Helpline at 800-621-FEMA (3362), or visit www.DisasterAssistance.gov.  If you are deaf, hard of hearing, or have a speech 
disability and use a TTY, please call 800-462-7585.  If you use 711 or Video Relay Service (VRS), call 800-621-3362.   
 
Sincerely, 
 
 
 
Individuals and Households Officer    NPDL
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NDL – Notice and Demand Letter: 
FEMA Director Name         Governor’s Name 
FEMA Title          Governor’s Title 
FEMA Directorate Reference        State of (State Name) 

 
FEMA           00/00/000 
P.O. Box 10055 
Hyattsville, MD 20782 – 8055 

 
Disaster #XXXX 
FEMA Application #XXXXXXXXX 
 
Applicant Name 
Applicant Street Address 
Applicant City, State, Zip 
 
Bill for Collection # {HA_BFC_NO} 
 
 
{SALUTATION}: 
 
In a letter dated {NOD_DATE}, FEMA advised you of a potential debt because you were found ineligible for some or all of the 
disaster assistance FEMA provided to you under the Robert T. Stafford Disaster Relief and Emergency Assistance Act (Public 
Law 93-288 as amended), 42 U.S.C. 5121 - 5207.  Your appeal rights have expired and the debt is now final. 
 
This is a Bill for Collection to notify you that you must return ${NOD_RECOUP_AMT}.  In order to resolve this Bill for 
Collection, you must pay this debt in full within 30 days of this letter.  Enclosed is a FEMA Debt Repayment Form and 
payment instructions, or you may also request consideration for a payment plan. 
 
After 30 days, the debt is considered delinquent and FEMA will begin collection action as required by the Debt Collection Act of 
1982, the Debt Collections Improvement Act (DCIA) of 1996, and the Digital Accountability and Transparency Act of 2014 
(DATA Act). 
 
Collection actions will occur as described below, beginning from the date of this letter: 

• Late Charges: 
1. Within 30 days: Interest at the rate of 1% per annum will be assessed on the unpaid balance.  A one-time 

administrative charge will also be assessed to this debt. 
2. Within 90 days: Additional penalty charges will be assessed at the rate of 6% per annum on the amount of 

the debt plus any interest and administrative charges that have been levied. 
• Enforced Collection: 

1. Within 60 days: FEMA may offset the debt against any FEMA payments and/or transfer the debt to the 
U.S. Department of the Treasury (Treasury) for collection. 

2. Within 120 days: FEMA will transfer the debt to Treasury, as required by law. 
 
FEMA may transfer your debt to the Treasury immediately following day 60 but no later than day 120, as required by law.  Once 
transferred, the Treasury may take any of the following actions:    

1. Offset any Federal or State eligible payments by the amount of the debt including 
 Income tax refunds  
 Military salary 
 Military retirement 
 Social Security (other than Supplemental Security Income (SSI)) 

2. Charge interest and penalties on the unpaid debt. Additional fees may also be charged and added to debt amount.   
3. Garnish wages through administrative wage garnishment 
4. Refer the debt to the U.S. Department of Justice for judicial enforcement 
5. Refer the debt to a private collection agency 
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6. Report any discharged debt to the Internal Revenue Service (IRS)  
7. Report the debt to consumer credit reporting agencies 

 
If you have any questions about this notice, payment options, or current debt balance, please call FEMA’s Finance Center 
800-816-1122, Monday through Friday, 9:00 a m. - 4:00 p.m., Eastern Time.  If you are deaf, hard of hearing, or have a speech 
disability and use a TTY, please call 800-462-7585.  If you use 711 or Video Relay Service (VRS), call 800-621-3362. 
 
This letter relates only to assistance you received through FEMA's Individuals and Households Program.  Please note, even if you 
repay this debt in full, the United States Government does not waive its rights to pursue any applicable civil or criminal charges.  
In addition, if you made any false or fraudulent statements in connection with your application for disaster assistance, you may be 
subject to liability under Federal, State, or local laws.  
 
Please see the enclosed Other Important Information for additional information.   
 
Sincerely, 
 
 
Debt Collection Officer   NDL
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=========================================================================================== 
FEMA DEBT REPAYMENT FORM 

 
Bill for Collection # {HA_BFC_NO} 
Please return this form along with your payment. 
=========================================================================================== 
Disaster # {DSTR_NR} 
FEMA Application # {RGSN_ID}                           
 
{APPL_NM} 
{STRT_ADR} 
{CITY_STATE} 
 
Amount Owed: $ {NOD_RECOUP_AMT}                 Amount Enclosed $__________ 
 
To pay your debt in full, please visit www.FEMA.gov for all payment options.  If you prefer, you may do one of the following: 

• Return the U.S. Department of the Treasury check(s) to: 
 

Department of the Treasury 
Attn: Treasury Check Returns 
1300 Townsend Road 
Philadelphia, PA   19154-1026 

 
• Send a personal check or money order to: 

 
FEMA 
P.O. Box 530217 
Atlanta, GA 30353-0217 

 
• Overnight / Courier Payments send to:  

  
FEMA / Bank of America 
Lockbox #530217 
1075 Loop Road 
Atlanta, GA 30337-6002 

 
 
If returning or mailing a check, please return this form along with your payment. 
If you have questions, please call FEMA’s Finance Center 800-816-1122, Monday through Friday, 9:00 a m. and 4:00 p.m., 
Eastern Time.  If you are deaf, hard of hearing, or have a speech disability and use a TTY, please call 800-462-7585.  If you use 
711 or Video Relay Service (VRS), call 800-621-3362. 
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OTHER IMPORTANT INFORMATION 
 
Bankruptcy 
If you filed for bankruptcy, you are not subject to offset while the automatic stay is in effect.  Please note that it is YOUR 
responsibility to notify FEMA of the stay by sending evidence of the bankruptcy to: 
 

FEMA 
Attn: Accounts Receivable 
P.O. Box 9001 
Winchester, VA 22604-9001 

 
False Statements  
If you make or provide any knowingly false or frivolous statements, representations, or evidence, you may be liable for penalties 
under the False Claims Act (Title 31 U.S. Code, Section 3729-3731) and/or criminal penalties under Title 18 U.S. Code Sections 
286, 287, 1001, and 1002, or other applicable statutes. 

 
Joint Tax Returns  
If you file a joint income tax return, you should contact the IRS before filing your return to request information regarding 
procedures to protect your spouse's share of the income tax refund if they are not a delinquent debtor to the U.S. Government. 
 
Wages  
Your current net pay is subject to offset if you do not pay your debt or take other action as described.  The U.S. Department of the 
Treasury will deduct up to 15% of your disposable net pay beginning in the pay period that your debt is submitted.  The deduction 
will continue every pay period until your debt is paid in full, including interest, penalties, and other costs.
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ANOT: Potential Debt Cleared: 
 
FEMA Director Name        Governor’s Name 
FEMA Title         Governor’s Title 
FEMA Directorate Reference       State of (State Name) 
 
FEMA          00/00/0000 
P.O. Box 10055 
Hyattsville, MD 20782 – 8055 
 
Disaster #XXXX 
FEMA Application #XXXXXXXXX   
Potential Debt: $ {NOD_RECOUP_AMT} 
 
{APPL_NM} 
{STRT_ADR} 
{CITY_STATE} 
 
 
{SALUTATION}:  
 
This letter is in response to your appeal of FEMA's decision that some or all of the money you received for disaster assistance 
must be returned.  
 
After reviewing your case and the documents you submitted, your potential debt of ${NOD_RECOUP_AMT} has been 
cancelled.   
 
If you returned money to FEMA, your funds will be refunded to you.   
 
Please note, this decision only applies to the FEMA's Individuals and Households Program potential debt indicated above, and has 
no bearing on any other form of federal assistance you may have received.  
 
If you have any questions regarding a refund, please call FEMA’s Finance Center at 800-816-1122, Monday through Friday, 9:00 
a.m. - 4:00 p m., Eastern Time.   
 
If you have any questions regarding your appeal decision, please contact FEMA’s Helpline at 800-621-FEMA (3362) or visit 
www.DisasterAssistance.gov.  If you are deaf, hard of hearing, or have a speech disability and use a TTY, please call 800-462-
7585.  If you use 711 or Video Relay Service (VRS), call 800-621-3362. 
 
Sincerely,  
 
 
{DH_OFFC_TTL} 
 
 
{DEBT_COL_OFC-TTL}         ANOT
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ANACFA: Debt stands: 
 
FEMA Director Name          Governor’s Name 
FEMA Title           Governor’s Title 
FEMA Directorate Reference         State of (State Name) 
 
FEMA            00/00/0000 
P.O. Box 10055 
Hyattsville, MD 20782 – 8055 
 
Disaster #XXXX 
FEMA Application #XXXXXXXXX   
Amount Owed: $ {NOD_RECOUP_AMT} 
 
{APPL_NM} 
{STRT_ADR} 
{CITY_STATE} 
 
{SALUTATION}: 
 
This letter is in response to your appeal of FEMA's decision that some or all of the money you received for disaster assistance 
must be returned.  
 
After reviewing your case and the documents you submitted, it was determined that FEMA’s decision was correct and you remain 
ineligible for the specified amount of assistance as outlined in the original Notice of Potential Debt letter.  This is a final agency 
determination and the amount owed is ${NOD_RECOUP_AMT}.  
 
You will receive a separate letter with payment instructions and additional information on how to resolve this matter.   
 
If you have any questions regarding your appeal decision, please contact FEMA’s Helpline at 800-621-FEMA (3362) or visit 
www.DisasterAssistance.gov.  If you are deaf, hard of hearing, or have a speech disability and use a TTY, please call 800-462-
7585.  If you use 711 or Video Relay Service (VRS), call 800-621-3362. 
 
Sincerely, 
 
 
{DH_OFFC_TTL} 
 
 
{DEBT_COL_OFC-TTL}          ANACFA
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ANACIN: Debt Increase: 
 
FEMA Director Name          Governor’s Name 
FEMA Title           Governor’s Title 
FEMA Directorate Reference         State of (State Name) 
 
FEMA            00/00/0000 
P.O. Box 10055 
Hyattsville, MD 20782 – 8055 
 
Disaster #XXXX 
FEMA Application #XXXXXXXXX 
Potential Debt: $ {NOD_RECOUP_AMT} 
 
{APPL_NM} 
{STRT_ADR} 
{CITY_STATE} 
 
{SALUTATION}: 
 
This letter is in response to your appeal regarding a potential debt that some or all of the money you received for disaster 
assistance must be returned.  
 
After reviewing your FEMA disaster assistance file and the documents you submitted, FEMA has increased the potential debt 
amount outlined in the original notice letter, and your new potential total is ${NOD_RECOUP_AMT}.  You will receive a new 
Notice of Potential Debt letter with further details on your appeal rights. 
 
If you have any questions regarding your appeal decision, please contact FEMA’s Helpline at 800-621-FEMA (3362).  If you are 
deaf, hard of hearing, or have a speech disability and use a TTY, please call 800-462-7585.  If you use 711 or Video Relay 
Service (VRS), call 800-621-3362. 
 
 
Sincerely, 
 
 
{DH_OFFC_TTL} 
 
 
{DEBT_COL_OFC-TTL}  ANACIN 
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ANACDD: Debt Decrease: 
 
FEMA Director Name          Governor’s Name 
FEMA Title           Governor’s Title 
FEMA Directorate Reference         State of (State Name) 
 
FEMA            00/00/0000 
P.O. Box 10055 
Hyattsville, MD 20782 – 8055 
 
Disaster #XXXX 
FEMA Application #XXXXXXXXX 
   
Potential Debt: $ {NOD_RECOUP_AMT} 
 
{APPL_NM} 
{STRT_ADR} 
{CITY_STATE} 
 
{SALUTATION}: 
 
This letter is in response to your appeal that some or all of the money you received for disaster assistance must be returned.  
 
After reviewing your FEMA disaster assistance file and the documents you submitted, FEMA has decreased the potential debt 
amount outlined in the original notice letter to ${NOD_RECOUP_AMT}.   
 
If you previously repaid more than this amount to FEMA, you will receive a U.S. Department of the Treasury (Treasury) check or 
electronic funds transfer in the amount of your overpayment.  If you have any questions regarding a refund, please call FEMA’s 
Finance Center at 800-816-1122, Monday through Friday, 9:00 a m. - 4:00 p.m., Eastern Time.   
 
You may appeal this determination. Your written appeal letter must be postmarked no later than 60 days from the date shown on 
this Notice of Potential Debt and include the following information:   

a. A written explanation why you believe you are eligible for this assistance; 
b. Copies of any documents or statements supporting your eligibility for disaster assistance; 
c. Your disaster number and FEMA application number should be included on all pages of your correspondence ; and, 
d. Must be signed by you, the co-applicant, or a third party authorized to appeal on your behalf. 

 
Please send the requested documents to: 
 

Mail to:      Fax to: 
FEMA       800-827-8112 
P.O. Box 10055     Attn: FEMA 
Hyattsville, MD 20782-8055 
 

You should expect a response from FEMA within 90 days of receipt of your appeal. 
 
If you have any questions regarding your appeal decision, please contact FEMA’s Helpline at 800-621-FEMA (3362).  If you are 
deaf, hard of hearing, or have a speech disability and use a TTY, please call 800-462-7585.  If you use 711 or Video Relay 
Service (VRS), call 800-621-3362. 
 
 
Sincerely 
 
 
{DH_OFFC_TTL} 
 
 
{DEBT_COL_OFC-TTL}  ANACDD 
 

OR 
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Recoupment Causes 

Duplication of Benefits: Duplication of Benefits occurs when FEMA awards disaster assistance for the same 
item or type of assistance that the applicant received from another source, such as insurance or another 
federal agency.  

FEMA Error: FEMA Error occurs when FEMA awards disaster assistance for which an applicant is not eligible.   

Fraud Report: Fraud Report occurs when an applicant is being investigated for having been awarded disaster 
assistance through fraudulent means.  
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1 {CHA BLK} I NPDLinsert 
Duplication of benefits with another agency (DOB}: 
FEMA's records indicate you received the same type of disaster assistance from FEMA and another organization, or agency. 
By law, FEMA cannot duplicate assistance available to you through other sources for the same purpose. Therefore, you must 
retum the assistance you received from FEMA. 

If you disagree, please make sure your appeal includes a written explanation and a copy of documents proving you did not 
receive the same assistance from another source, or the assistance provided to you by the other source was to meet different 
disaster-caused needs than those addressed by FEMA. 

2 {CHA BLK} I NPDLinsert 
More than one application in a disaster (DOB): 
FEMA's records indicate you applied for and received FEMA assistance under multiple applications in this disaster. FEMA 
can only consider one application from you. By law, FEMA cannot duplicate assistance. 

If you disagree, please make sure your appeal includes a written explanation and a copy of documents proving you did not 
apply with FEMA more than once in this disaster. 

3 {CHA BLK} I NPDLinsert 
Assistance in multiple disasters (DOB): 
FEMA's records indicate you received assistance for the same damage or expenses in more than one declared disaster. 
Because you received the assistance for the same damage or expenses and there is no indication that repairs were made prior 
to this declaration, you are not eligible for the duplicated assistance. 

If you disagree, please make sure your appeal includes a written explanation and a copy of documents proving you repaired 
the items prior to receiving assistance in this disaster 01· the funds you received in this disaster are not for the same damage or 
expenses you were awarded in another declared disaster. 

4 {CHA BLK} I NPDLinsert 
Duplication of benefits with insurance (DOB - ALE): 
FEMA's records indicate you received the same type of disaster assistance for temporary housing from FEMA and your 
insurance provider. Since you received assistance from your insurance provider for the same purpose, you are not eligible 
for the FEMA assistance you received. By law, FEMA cannot duplicate assistance available to you through other sources 
including your insurance company. 

If you disagree, please make sure your appeal includes a written explanation and a copy of documents from your insurance 
company proving your insurance did not cover Additional Living Expenses (or Loss of Use) for temporary housing 
assistance. 

5 {CHA BLK} I NPDLinsert 
Duplication of benefits with household member's insurance (DOB}: 
FEMA's records indicate you received FEMA assistance for losses covered by insurance maintained by a member of your 
household. Since your personal property losses were covered by a household member' s insurance, you are not eligible for 
the FEMA assistance you received. By law, FEMA cannot duplicate assistance available to you and your household through 
other sources including a household member's insurance company. 

If you disagree, please make sure your appeal includes a written explanation and a copy of documents proving you did not 
live with another individual or household, or that your personal property was not covered by their insurance. 

13 
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6 {CHA BLK} I NPDLinsert 
Duplication of benefits with insurance (DOB): 
FEMA's records indicate you received the same type of disaster assistance from FEMA and your insurance provider. By 
law, FEMA cannot duplicate assistance available to you through the other sources including your insurance company. 

If you disagree, please make sure your appeal includes a written explanation and a copy of documents from your insurance 
company proving your insurance did not duplicate the assistance FEMA provided. 

7 {CHA BLK} I NPDLinsert 
Duplication of benefits with household member (DOB): 
FEMA's records indicate you and another member of your household received assistance for the same disaster losses . By 
law, FEMA cannot duplicate assistance received from other sources, including insurance companies. 

If you need help detennining what assistance was duplicated and what to provide for an appeal, please call FEMA's 
Helpline. 

8 {CHA BLK} I NPDLinsert 
Housing Assistance oveipayment - Lodging Expense Reimbursement {HA- LER}: 
FEMA's records indicate you received an overpayment for your hotel or motel expenses. 

If you disagree, please make sure your appeal includes a written explanation and a copy of documents proving you did not 
receive an overpayment of Housing Assistance. You may also contact FEMA's Helpline to ask about requirements for 
lodging expense reimbursement. 

9 {CHA BLK} I NPDLinsert 
Housing Assistance ove1:payment - Home ReJ!air (HA - HR}: 
FEMA's records indicate you were ove1paid Home Repair Assistance. 

If you disagree, please make sure your appeal includes a written explanation and a copy of documents proving you had 
damage caused by the disaster that required repairs to make your home habitable. 

Housing Assistance ove1:payment - Rental Assistance (HA - RA}: 
FEMA's records indicate you were ove1paid Rental Assistance. 

If you disagree, please make sure your appeal includes a written explanation and a copy of documents proving you used the 
Rental Assistance award on rent, such as rental receipts. 

10 {CHA BLK} I NPDLinsert 
Othe1· Needs Assistance oveipavment - Personal ProJ!ertv (ONA - PP}: 
FEMA assistance is limited to essential losses caused by the disaster. FEMA's records indicate you were ove1paid Personal 
Property Assistance for one or more non-essential personal property items. 

If you disagree, please make sure your appeal includes a written explanation and a copy of documents proving your essential 
personal property losses. To find out which items were overpaid, please contact FEMA's Helpline for additional 
infonnation. 

14 
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11 {CHA BLK} I NPDLinsert 
Othe1· Needs Assistance oveipavment - Transpo11ation (ONA - TRAN): 
FEMA's records indicate you were ove1paid Transportation Assistance. FEMA may only provide assistance to repair / 
replace essential transportation. This assistance is also limited to a maximum amount as determined by your state. 

If you disagree, please make sure your appeal includes a written statement as to why the vehicle(s) is essential for your 
household's daily use, a copy of bills, estimates, or receipts for the repairs, and proof your vehicle met the State's insurance 
and registration requirements. 

12 {CHA BLK} I NPDLinsert 
Non-compliance as a U.S. citizen, non-citizen national or gualified alien (!69): 
FEMA's records indicate there is not a signed and completed Declaration & Release Fonn (f01m #0009-0-3) in your file. A 
separate letter with the Declaration & Release Form (fonn #0009-0-3) attached has been mailed to you. 

Please complete and return the Declaration & Release Form (fonn #0009-0-3) as soon as possible. 

Not a legal resident (!NLR): 
FEMA's records indicate you are not a legal resident eligible for assistance under FEMA's Individuals and Households 
Program. 

If you disagree, please submit documents verifying that you, your co-applicant, or a minor dependent occupant of the 
household are a U.S. Citizen, non-citizen national, or qualified alien. In addition, a separate letter with the Declaration & 
Release F01m (f01m #0009-0-3) has been mailed to you. Please provide a completed Declaration & Release f01m with your 
proof of citizenship. 

13 {CHA BLK} I NPDLinsert 
Failed Identity Verification (IIDV): 
FEMA's records indicate the name and Social Security Number you provided do not match records for identity verification. 

Please check the spelling of your name at the top of this letter. If your name is not spelled con-ectly and does not match 
what is on your Social Security card, please call FEMA's Helpline to have it con-ected. 

If your name is spelled con-ectly at the top of this letter, please send a copy of one of the following: 
• Your Social Security card and a Federal or State-issued identification, or 
• Military identification, or, 
• An employer's payroll document showing the last four numbers of your Social Security Number. 

Please note, if the application is in the name of a minor child, please send any of the documents listed above in the child's 
name, or a copy of the child' s birth ce1t ificate and Social Security card. 

If you need help dete1mining if a particular document can be used, please call FEMA's Helpline. 
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14 & 15 {CHA BLK} I NPDLinsert 
Occupancy Not Verified (INONV): 
FEMA's records indicate you did not occupy the damaged home at the time of the disaster. 

If you disagree, please provide a written explanation and a copy of one of the following documents dated/issued before the 
disaster: 

• Driver's License 
• State-issued ID card 
• Employer' s Statement 
• Merchant' s Statement (credit card bill) 
• Utility Bill, or, 
• Voter Registration Card 

Not Prima1y Residence a NPR): 
FEMA's records indicate the damaged home was not your primary residence where you lived the majority of the year. 

If you disagree, please provide a written explanation and a copy of any supporting documents. 

16 {CHA BLK} I NPDLinsert 
Ownership Not Verified (IOWNV}: 
FEMA's records indicate you did not own the damaged home at the time of the disaster. 

If you disagree, please provide a written explanation and a copy of one of the following documents dated/issued before the 
disaster for the damaged home: 

• Deed, official record, or title in your name 
• Proof of inheritance 
• Mortgage documents in your name 
• Strnctural insurance policy in your name 
• Real estate tax receipt or property tax bill in yow· name, or, 
• Land installment contract or contract for deed 

17 {CHA BLK} I NPDLinsert 
Damaged Home Located in CBRS 01· OP A a CBRS): 
FEMA's records indicate your home is located in an area which is protected by the Coastal Ban-ier Resources System 
(CBRS) or Othe1wise Protected Area (OPA). By law, FEMA is limited in the type of assistance that may be provided for 
homes located in these areas, and records indicate you received assistance in a category that is not eligible within FEMA's 
Individuals and Households Program. 

If you do not believe your property is located in a Special Flood Hazard Area (SFHA), visit www.fema.gov/nfip, or call 
either 800-621-3362 or 800-525-0321. You will need a Letter of Map Amendment/Revision (LOMA/LOMR) from FEMA to 
confinn your property is no longer in an SFHA. 

If you disagree, please make sure your appeal includes a written statement from your local floodplain manager or building 
official that confinns vow· home is not located in a protected area. 
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18 {CHA BLK} I NPDLinsert 
Sanctioned Community in Special Flood Hazard Area QSC}: 
FEMA's records indicate your home is located in a Special Flood Hazard Area (SFHA) and you repo1ted flood damage. 
However, your community does not pa1ticipate in the National Flood Insurance Program. FEMA is prohibited from 
providing assistance for insurable real and personal property to individuals whose homes are located in an SFHA when a 
collllllunity is not pa1t icipating in the National Flood Insurance Program, and records indicate you received such assistance. 

If you do not believe your prope1ty is located in a SFHA, visit www.fema.gov/nfip, or call either 800-621-3362 or 800-525-
0321. You will need a Letter of Map Amendment/Revision (LOMA/LOMR) from FEMA to confinn your prope1ty is no 
longer in an SFHA. 

If you disagree, please provide a written statement from your local floodplain manager or building official that confoms your 
home is not located in an SFHA, or proof that your community entered the National Flood Insurance Program during the six­
month period following the disaster declaration. 

19 {CHA BLK} I NPDLinsert 
Noncompliant w/ Flood Insurance Requirement (NCOMP) 
FEMA's records indicate you have a requirement to obtain or maintain flood insurance on your property based on receiving 
prior Federal assistance due to flood damage from a previous disaster. As a condition of the assistance and in order to 
receive any Federal assistance for future flood damage to any insurable real or personal prope1ty, you were required to buy 
and maintain flood insurance for the prope1ty located in a Special Flood Hazard Area (SFHA). Your home was damaged by 
flood and you did not have an active flood insurance policy with the National Flood Insurance Program at the time of the 
disaster. Therefore, FEMA is prohibited from providing disaster assistance for insurable real and personal property located 
in an SFHA. 

If you disagree, please make sure your appeal includes a written explanation, and one of the following: 
• A copy of your flood insurance policy that was in effect at the time of the disaster 
• Documents showing the requirement was rescinded 
• Documents proving the home was not in a Special Flood Hazard Area 
• Documents reflecting the cause of damage to your home was not due to flood, or, 
• Proof your home is no longer in a flood zone, such as a Letter of Map Amendment 

20 {CHA BLK} I NPDLinsert 
Othe1· Needs Assistance - Expenses not eligible: 
FEMA's records indicate the expenses submitted were either not eligible within FEMA's program, or were not incun-ed as a 
result of the disaster for: 
{CTG_LIST_ l} 

If you disagree, please make sure your appeal includes bills, estimates, or receipts that show the expense was caused by or a 
result of the disaster. 

21 {CHA BLK} I NPDLinsert 
Invalid, Unverifiable, or Missing Information: 
FEMA's records indicate one or more of the documents you submitted to FEMA contains invalid, unverifiable infonnation, 
or the required info1mation is missing for: 
{CTG_LIST_ l} 

If you disagree, please contact FEMA's Helpline to discuss documents you can send to appeal this decision. 
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Damage Not Caused by the Disaster QNDR) 
FEMA's records indicate the damage to your home and/or property was not caused by the disaster. 

If you disagree, please make sure your appeal includes a written statement from a local building official or detailed estimate 
from a contractor, along with a personal statement, describing how the damage to your home and/or property was caused by 
the disaster. 

23 {CHA BLK} I NPDLinsert 
Otiginal IHP check and 1·eissued funds were both negotiated (confirmed by Finance): 
FEMA's records indicate you repo1t ed a FEMA assistance check lost or stolen, and FEMA reissued these funds to you. The 
U.S. Department of the Treaswy has since confinned the missing check was cashed or deposited. 

If you disagree, please make sure your appeal includes a written explanation and a copy of verifiable infonnation showing 
you did not cash or deposit or benefit from the check for FEMA assistance that you repo1ted as missing. You should also 
include any records indicating you repo1ted the incident to local law enforcement. 

24 {CHA BLK} I NPDLinsert 
Independent Student (DOB) 
FEMA records indicate you were a student at the time of the disaster. Students residing in housing provided by an 
educational institute are not eligible for certain FEMA assistance unless they demonstrate they are independent of their 
parent or guardian. 

If you disagree with this decision, please provide docwnents proving you were an independent student with financial 
independence from your parent or guardian, responsible for your own living expenses, and had no other primaiy residence., 
The documents should prove you meet at least one of the following conditions: 

• At least age 24 by December 31 of the year you received FEMA assistance; 
• Man-ied prior to the disaster; 
• Enrolled in a masters or doctorate program at the time of the disaster; 
• Had legal dependents you claim on taxes; 
• Orphan or wai·d of the court; 
• Active military duty or milita1y veteran; or 
• Documented determination of independent status by a financial aid administrator. 
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A. General Information 

1. When appeal ing a potential debt or debt, applicants may request an Oral Hearing 
in place of a standard written appeal review, or as part of their Treasury Review 
request. 

2. Oral Hearings provide applicants with the opportunity to appeal their potentia l 
debt or debt, through sworn testimony, when eligibi lity or validity of the debt or 
potential debt cannot be determined based solely on the documents in the fi le, 
such as when there are issues of credibi lity, veracity, or allegations of identity 
theft . Staff should consider the following defi nitions when evaluating the need to 
grant or conduct an oral hearing : 

a. Credibility : The quality that makes something (as a witness or some evidence) 
worthy of belief ; how likely that something is a fact. 

b. Veracity : Whether a record or person's statement is accurate. 

I ssues of cred ibility and veracity wou ld include scenarios when there are 
confl icting or inconsistent documents or statements in the applicant's fi le. 

3. Staff on the Specialized Processing Unit {SPU)/Escalated Debt Processing Team 
(EDPT), with in the Recoupment Task Force, determine if the applicant's Ora l 
Hearing request is part of a timely appeal and may be necessary because a 
decision cannot be made based solely on the documentation in the fi le. Once 
referred by SPU, the Office of Chief Counsel {OCC)/Oral Hearing Office {OHO) is 
responsible for determining if an Oral Hearing is necessary, as well as scheduling 
and adj udicating Oral Hearings. The rul ing of OCC/OHO is the fina l agency 
determination . 

B. Oral Hearing Requests 

1. INITIAL REVIEW: When an Oral Hearing request is received in the FEMA 
Supervisor Review-Oral Hearing Request queue in NEMI S, SPU/EDPT staff will 
review the case w ith in five business days to determine if the appeal cannot be 
resolved based solely on the documents in the applicant's file, such as when the 
appeal involves an issue(s) related to cred ibility or veracity, or if an allegation of 
identity theft may be involved. 

a. Notice of Potential Debt Letter (NPDL) appeal: If the request is part of a 
NPDL appeal, SPU/EDPT staff will ver ify that the request was postmarked or 
submitted with in 60 days of the date of the NPDL. 

b. Stale Address Case - Treasury Review: If the request is part of a Treasury 
Review and staff has evidence that the applicant did not receive 
correspondence at the address on file at the time of the NPDL or Notice of Debt 
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Letter {NOL), SPU/ EDPT will : 

i. Re-send the original NPDL to the applicant at their updated address. 
OCC/ OHO should schedule the hearing at least 60 days after the NPDL is 
issued in order to provide the applicant time to submit any additional 
information. 

ii. Examples of supporting evidence to demonstrate the applicant did not 
receive FEMA correspondence wou ld be the following documents dated prior 
to the date of the mailings, in most cases: 
• Driver's license issued at a different address 
• Official address change request with the USPS 
• Lease for a different address 
• Utility bi lls for a different address 
• Returned mai l 

2. REQUEST DENIALS: If SPU/ EDPT recommends denying an Oral Hearing 
request because they determine that the appeal can be resolved based solely on 
the documents in the applicant's fi le, for example if there is no issue related to 
credibility, veracity, or alleged identity theft; or the alleged issue is cleared by 
documentation with in the applicant's fi le including a report from Fraud 
Prevention and Investigation Branch (FPIB)/Fraud I nternal I nvestigations 
Department (FIID), they will email OCC/ OHO for concurrence. If OCC/ OHO 
determines an ora l hearing is necessary, they will notify SPU/ EDPT via email. 
SPU/ EDPT will process the request per the procedures for an Ora l Hearing 
request as outlined in Section C. 

a. NPDL: If the denied request is part of an NPDL appeal, SPU/ EDPT will : 

i. Enter a Comment in NEMIS. 

ii. Route the case to the FEMA Supervisor Review - Recoup Appeal queue. 

iii. Process the case as a standard written appeal. For more information on a 
standard written appeal, please see the Recovery of Funds Processing 
Through Mailing of Notice and Demand Letter SOP, pages 5-6, Section C 
NPDL Appeals, steps 1-7. 

b. Treasury Review: The Treasury Review Team, with in SPU, may refer a Treasury 
Review for an Oral Hearing when the case cannot be resolved based on the 
documents on file and involves issues related to cred ibility, veracity, or alleged 
identity theft. I f SPU/ EDPT determines that the case can be resolved based on 
the documents on fi le, they will : 

i. Notify via email the designated SPU Treasury Review team Point of 
Contact {POC) to inform the FEMA Finance Center (FFC) and resend the 
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decision letter to the applicant and return the case to Treasury . 

ii. Enter a Comment in NEMIS. 

iii. Route the case to the FEMA Supervisor Review - MRA queue. 

3. 
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c. Oral Hearing Scheduling and Adjudication 

1. ORAL HEARING SCHEDULING: I f SPU/ EDPT determines that the appl icant may 
be responsible for the potentia l debt/ debt, and t hat the appeal involves issues that 
cannot be resolved based solely on t he documents in the applicant's fi le, SPU/ EDPT 
will proceed wit h the following standard Oral Hearing referral and scheduling 
process : 

a. Route the existing work packet to the FEMA Supervisor Review - Forwarded to 
RRLD subqueue. 

b. Notify OCC/ OHO v ia emai l to request the su itability of a hearing, in which 
OCC/ OHO decides whether to accept the Oral Hearing request. 

2. If OCC/ OHO accepts the Oral Hear ing request; 

a. OCC/ OHO will : 

i. Notify SPU/ EDPT via email t hat they have accepted the request. 

ii. Schedule the hearing, providing notice of t he hear ing details to t he appl icant 
in an Oral Hearing Scheduling Notice letter and to the SPU/ EDPT v ia email. 
See Appendix B for a sample Oral Hearing schedul ing Notice letter. 

b. SPU/ EDPT will : 

i. Attempt a courtesy call to the applicant to descr ibe the hearing process. 
During this call , staff must cover all of the bu lleted items listed in t he 
Comment section C.2.b.ii.E. 

A. During the courtesy call , if the applicant says they no longer wish to 
participate in the Oral Hearing process, SPU/ EDPT will process the case as 
appropr iate, either per standard NDPL written appeal guidance as 
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described in B.2.a. iii, or standard Treasury Review guidance as described in 
B.2.b. 

ii. Enter a Comment in NEMIS to document the courtesy cal l. 

A. For all calls, begin the comment with the date and t ime of the courtesy call 
to the applicant's current phone number using the following text : "Made 
courtesy call to applicant at CPN on MM/DD/YYYY at XX:XX am/pm 
regarding opportunity to participate in Oral Hearing." 

B. If staff does not reach the applicant but is able to leave a voicemail, use 
the following text : "Left a voicemail at applicant CPN asking them to 
contact FEMA." 

1. Include additiona l information in the Comment for the Recoupment 
Helpline explaining why FEMA is contacting the applicant and any 
pertinent information they must share with the applicant. SPU staff 
should also include the bulleted items in C.2.b.i i. E so the Recoupment 
Helpline staff can read them to the appl icant. 

C. If the applicant says they no longer wish to participate in the Oral Hearing 
request, staff will use the following Comment text : "Applicant said they are 
no longer interested in participating in Oral Hearing. Will process case per 
standard written Notice of Potential Debt Letter written appeal or standard 
Treasury Review." 

D. If staff speaks to the appl icant and they refuse to verify their information, 
use the Comment following text : "Applicant refused to verify information 
and explained to them that due to the Privacy Act of 1974, FEMA cannot 
disclose information regarding their file." 

1. Identity Theft: If the applicant is unable to verify the information in 
their fi le due to noted or potential identity theft, send an email to 
FEMA-IHP-IDReview and direct the applicant to submit ID Verification 
documents to the IHP ID Review fax number (540) 504-2266. Include a 
contact number, the correct spelling of t he name, last 4 digits of thei r 
SSN, current mail ing address, and any other important deta ils 
provided by the caller about t he situat ion . 

E. If staff speaks to the appl icant and the applicant is still interested in 
participating in the Oral Hearing, enter the following text in the Comment: 

• Advised applicant that the Oral Hearing would be conducted by an OCC 
Oral Hearing Officer. 
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• Advised applicant the OCC Oral Hearing Officer would mail an Oral 
Hearing Scheduling Notice Letter with the date, time, telephone # and 
PIN to access the telephonic conference call. 

• Advised applicant that should the scheduled date conflict with a prior 
engagement, the applicant may request the Hearing be rescheduled 
and that any such requests must be made in writing and sent via fax or 
mail to the NPSC or via email to the Oral Hearing Officer at FEMA­
OralHearingCalendar@fema. dhs. gov. 

• FEMA will mail a letter with information on how to do a FILE COPY 
REQUEST. 

• IMPORTANT: Advised the applicant they SHOULD REQUEST A FILE 
COPY for the Oral Hearing. 

• Advised applicant that by accepting the Oral Hearing the applicant 
agrees to accept the OCC Oral Hearing Officer decision as final -
regardless of the outcome. 

• If the applicant does not agree to the Oral Hearing, then the debt will 
be upheld and "due process" was afforded. 

• Advised applicant NOT to contact the OCC Oral Hearing Officer for any 
reason other than to reschedule the Oral Hearing; the OCC Oral 
Hearing Officer is only available for scheduling the Oral Hearing; they 
cannot review, terminate the Debt, or otherwise assist the applicant. " 

• Advised applicant that if they do not attend a scheduled Oral Hearing, 
they will have seven calendar days to submit an explanation in writing 
for why they were unable to attend. 

iii. Issue a Recoup Appeals Document (RADOC) letter and select the box "Send 
To Mail Queue". The following text must be inserted into the RADOC letter: 

"IMPORTANT: I f you have not done so already, we strongly urge that you 
REQUEST A FILE COPY for the Oral Hearing. The Oral Hearing may not 
continue if you fai l to take this step. A fi le copy will allow you to better 
prepare for the Oral Hearing; please do the following : 

1. Submit a written request for a copy of your file. 
2. I nclude your fu ll name, date and place of birth, damaged dwelling 
address and/ or current mailing address. 
3. I nclude your FEMA application number, and disaster number. 
4. Your letter MUST be either notarized; OR include the following 
statement: 
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"I hereby declare under penalty of perjury that the foregoing is true and 
correct." 
5. You must sign and date the letter. 

* Be sure to include your DR number, reg istration number, last four digits of 
SSN, and your name on all pages of any correspondence you submit. 
For your security protection, at the time of the Ora l Hearing, please be 
prepared to verify your identity to the Ora l Hearing Officer who will ask for: 

- your name, 
- last four digits of your social security number, 
- your date of birth, 
- your current phone number, and 
- your current mai ling address. 

Please be advised that recording the Ora l Hearing is not authorized and 
subj ect to penalty of applicable laws." 

iv . Applicants may alternatively choose to complete, sign, and return the 
Authorization for the Release of Information Under the Privacy Act form {0MB 
No. 1660-0061) to request a copy of their file and authorize the release of 
information. 

3. Oral Hearing Scheduling Notice Letter: Once the Ora l Hearing date has been 
scheduled, OCC/OHO will send the appl icant an Oral Hearing Scheduling Notice 
Letter v ia mail at least 30 days in advance. The letter will include the date and t ime 
of the Ora l Hearing, instructions for calling in to the Oral Hearing, and instructions 
for requesting a copy of their case fi le. OCC/OHO administrative support specialist 
will place a reminder call to the applicant. 

a. OCC/OHO will notify SPU/EDPT once the hearing has been scheduled and 
EDPT/SPU will enter a Comment in NEMIS with the date, t ime, and call-in 
information for the hearing. 

4. Oral Hearings will be held v ia conference call ( or v ideo call if American Sign 
Language {ASL) is required), although OCC/OHO may grant an in-person hearing in 
rare circumstances, such as a need to improve the efficiency of the oral hearing 
such as when mult iple applicants requesting an oral hearing from a remote area 
that presents challenges related to t ime zones and phone or internet connectivity. 
I n these special situations, the applicant will need to request the in-person hearing 
following the guidance in Appendix B. 

5. RESCHEDULING AN ORAL HEARING: The applicant may request to reschedule 
t he Ora l Hearing in writ ing and with good cause. As a best practice, applicants 
should request to reschedule no less than 1 week prior to the hearing date. 

a. Per OCC/OHO's discretion, if the applicant makes a valid request w ith good cause 
shown to reschedule t he Ora l Hearing, such as because the appl icant was 
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prevented from appearing due to circumstances outside their control, OCC/ OHO 
will notify the appl icant of the new date via schedul ing letter and inform 
SPU/ EDPT of the new date v ia email. 

6. APPLICANT DOES NOT ATTEND HEARING: If an applicant does not attend a 
scheduled Oral Hearing, they will have seven calendar days to submit an 
explanation in writing for why they were unable to attend. This requ irement is 
included in the scheduling letter originally sent to the applicant (see Appendix B), in 
the OCC/ OHO Hearing Officer's comment entered following the hearing where the 
applicant did not appear, and as noted in Comment section C.2.b.ii.E. 

a. OCC/ OHO will review the explanation and determine whether good cause has 
been shown to grant a new hearing date. 

b. If OCC/ OHO grants the applicant a new date, they will inform SPU/ EDPT of the 
new date and time v ia email and will send a new scheduling letter to the 
applicant. 

c. If the applicant does not submit a written explanation for why they were unable 
to attend within seven ca lendar days of the m issed hearing, or does not show 
good cause, OCC/ OHO will default the applicant and return the appeal to the 
SPU/ EDPT for a decision on the record . 

i. Once defaulted and officially returned, SPU/ EDPT agents are authorized to 
perform an independent, complete and thorough review of case fi les to 
make the respective program decision consistent with a standard written 
appeal, as appropriate, either per standard NDPL written appeal guidance as 
described in B.2.a. iii, or standard Treasury Review guidance as described in 
B.2.b. 

7. CONDUCTING THE ORAL HEARING: Unless noted otherwise, Ora l Hearings are 
conducted v ia conference call and attended by OCC-OHO, a member of SPU/ EDPT, 
the applicant, and any other representative the applicant deems necessary. 

a. The SPU/ EDPT representative will attend the Ora l Hearing to present the facts of 
the case on behalf of FEMA in a courteous manner. 

i. The SPU/ EDPT member must on ly present the facts of the case and how 
those facts do or do not adhere to FEMA's eligibility requirements . See 
Append ix A for a list of relevant items and a process format used in oral 
hearings. The SPU/ EDPT member should refrain from expressing any 
personal opinions or beliefs about the case . All information should be 
presented w ith a fair and ba lanced approach . This includes why FEMA issued 
the applicant assistance, but then determined that they were not el igible for 
it . SPU/ EDPT should present all relevant information, including that 
information wh ich supports FEMA's recoupment action and that wh ich does 
not, such as clarifying appeal documentation submitted by the applicant or 

Page 10 of 28 



Civil Action No. 5:21-cv-00071 
13th Interim Response 

010143

RECOUPMENT ORAL HEARING SOP 

APPLIES TO All DISASTERS Last Updated: January 2022 

detai ling the appl icable procedura l guidance. 

A. For example, staff should say, "This document meets FEMA's requ irements 
for eligibility, but also utilizes a template readi ly available on the internet 
that calls into question its va lidity." Staff should not say, "It's true th is 
documentation meets FEMA's requirements but it's easy to create fake 
documents like this one. I don't th ink it's real." 

b. The SPU/ EDPT member will ensure they have prepared the information necessary 
for the hearing by completing the Oral Hearing Preparation Template provided in 
Append ix A. 

c. If the case involves an FPIB/ FIID investigation, an FPIB/ FIID member will also 
attend the Ora l Hearing to present the results of their investigation . 

d. OCC/ OHO may grant a continuation in order for additional documentation to be 
submitted by the appl icant or SPU/ EDPT. 

e. Stale Address Cases: If during an Ora l Hearing, an applicant demonstrates that 
they are more likely than not d id not receive the NPDL or NDL, the Hearing 
Officer w ill determine whether it wou ld be in the applicant's best interest to 
reschedu le the hearing to allow for the submission of additional information . 

8. ADJUDICATION: Oral Hearings are adj udicated by OCC/ OHO. The ruling of 
OCC/ OHO is a final agency determination and no addit ional appeal opportun ities will 
be granted for the issue in dispute. OCC/ OHO will rule on the case within 45 
calendar days of the fina l Ora l Hearing. OCC/ OHO wi ll notify SPU/ EDPT of the 
determination v ia email and SPU will enter a comment in NEMIS. OCC/ OHO will 
write a case-specific decision letter informing the applicant of the decision and 
submit the decision letter to the mailroom for scanning to the appl icant's fi le. See 
Appendix C for a sample Decision letter template. 

9. Once SPU/ EDPT has received OCC/ OHO's rul ing, they will take the following steps: 

a. NPDL Appeal and potential debt is not valid: If OCC/ OHO determines that 
the potential debt from an NPDL appeal is not valid, SPU/ EDPT will process case 
as described above in B.3.e.iv 

b. Treasury Review and debt is not valid: If OCC/ OHO determines that the debt 
from a Treasury Review is not val id, SPU/ EDPT will process the case as described 
above in B.3.e. iii. 

c. NPDL Appeal and potential debt is valid: If OCC/ OHO determines that the 
potential debt is va lid from an NPDL appeal, either at the amount included in the 
NPDL or a modified amount , SPU/ EDPT will : 

i. Enter t he following Comments in NEMIS : 
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• SPU received OCC/ Oral Hearing Officer communication indicating a 
decision has been issued in favor of FEMA, the applicant's appeal is denied, 
and applicant must pay the debt. 

• OCC/ Oral Hearing Officer informed decision letter was mailed to applicant 
and a copy was faxed to Mai/room for indexing. 

• Oral Hearing was held MM/DD/ YEAR. Due process was provided. 

• The OCC/ Oral Hearing Officer decision is not appea/ab/e and constitutes a 
final agency decision for purposes of judicial review. 

• E-mail sent to FEMA Finance Center to confirm the current debt amount. 

• WP route to FEMA Sup Review - Recoup sub-queue to update Finance Tab 

• WP route to Complete 

ii. Route the case to the FEMA Supervisor Review-Recoupment Subqueue and 
update the Finance Tab to Supervisor Approval "Yes" . 

iii. Review the Registrant I nfo Tab to determine the applicant's E­
Correspondence preference. 

A. If the Registrant I nfo Tab is "E-Correspondence : Yes", update to " E­
Correspondence: No" . 

iv. Generate an Appeal Denied, Debt Stands (ANAC FA) letter and select " Send 
To Mail Queue" . 

v. Route the case to Complete. 

d. Treasury Review and debt is valid: I f OCC/ OHO determines that the debt 
from a Treasury Review is va lid, either at the amount included in the NPDL or a 
modified amount, SPU/ EDPT will : 

i. Send an email to the FEMA Finance Center to verify the debt amount. 

ii. Once the amount has been verified by the FEMA Finance Center, review the 
Finance Tab in NEMIS to ensure the amount on the Finance Tab is correct. I f 
it is not correct, update the amount in the Finance Tab to match the amount 
provided by the FEMA Finance Center. 

A. If the Finance Tab does not have the Supervisor Approval to "Yes", route 
the case to the FEMA Supervisor Review-Recoupment Subqueue and 
update the Finance Tab to Supervisor Approval " Yes" . 
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iii. Enter t he following Comments in NEMIS. 

• SPU received OCC/ Oral Hearing Officer communication indicating a 
decision has been issued in favor of FEMA, the applicant's appeal is denied, 
and applicant must pay the debt. 

• OCC/ Oral Hearing Officer informed decision letter was mailed to applicant 
and a copy was faxed to Mai/room for indexing. 

• Oral Hearing was held MM/DD/ YEAR. Due process was provided. 

• The OCC/ Oral Hearing Officer decision is not appea/ab/e and constitutes a 
final agency decision for purposes of judicial review. 

• E-mail sent to FEMA Finance Center to confirm the current debt amount. 

• WP route to FEMA Sup Review - Recoup sub-queue to update the Finance 
Tab (if applicable). 

• WP route to Complete. 

iv. Generate an Appeal Denied, Debt Stands (ANAC FA) letter and select "Send 
To Mai l Queue" . 

v. Route the case to Complete. 

e. Stale Address Confirmed and Debt is valid: I f a stale address is confirmed 
and a debt is va lid, SPU/ EDPT will : 

i. Inform FFC who will issue a new NDL and reset the interest and penalties . 
The new NDL will also offer the appl icant the opportun ity to request a 
compromise and payment plan, and in applicable cases, the opportun ity to 
request a waiver of the debt. 

10. The OCC Ora l Hearing Officer's decision constitutes a final agency decision for 
purposes of judicial rev iew under the Administrat ive Procedure Act. 
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Appendix A: 

Oral Hearing Preparation Template 

The job of SPU/ EDPT in the hearing is to present that information wh ich is necessary for the 
applicant to understand and respond to the recoupment and for the Ora l Hearing Officer to 
assess and make a determination. Extraneous detail that is not in contention can serve to 
confuse the applicant and the Hearing Officer, therefore SPU/ EDPT should focus on 
presenting information that is relevant to the issue at hand. Staff should ask questions to 
the applicant that bring subject matter clarity to the hearing as long as questions elicit facts 
to determine whether the applicant's appeal meets FEMA's eligibility requ irements . Staff 
should also reference specific el igibility and processing criteria when they are relevant to 
why documents or statements from the applicant are being questioned for veracity . 

The template below is intended as a helpfu l guide detai ling the information that may need 
to be provided in the Ora l Hearing. I t shou ld be used to prepare for an Oral Hearing, but 
on ly the relevant portions for a case must be presented. 

• For example, if there is no question that the appl icant applied and received the funds 
disbursed, it is not necessary to present testimony about their SSN . 

• If only one type of assistance received is at issue, it is not necessary to provide 
details about the other types of assistance. 

• If there is no question about the appl icant receiving documents, it is not necessary to 
discuss document dates or address changes. 

1) Introduction 
• Summary of the disaster and Primary issue of the recoupment. The introduction 

should be a concise summary of how the recoupment pertains to the assistance that 
was issued to applicant. 
o Example : " For Disaster 1603, Hurricane Katrina, the issue in the case is that the 

applicant's occupancy of the damaged property could not be verified. The applicant 
fi led an appeal cla iming to not have applied." 

2) Application and assistance information: 
• 

• 

• 

• 
• 

• 

Applicant name: 
o Co-applicant name (if applicable) 

Applicant SSN : 
o Co-applicant SSN ( if applicable) 

Applicant Date of Birth {DOB) : 
o Co-applicant DOB ( if applicable) 

Registration number: 
Damaged Dwell ing Address {ODA) : 

o Flood Zone (y/ n) : 
Current mailing address: 
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• Disaster number: 
• Disaster incident period : 
• Date registration was completed: 
• Registration completion method (phone, internet, in person) : 
• Fraud flags at reg istration ( if applicable) 
• Inspection date: 
• Inspection summary : 
• Insurance coverage (y/ n): 

o Insurance settlement amount ( if applicable) : 
o Insurance denial letter date ( if applicable): 

• Date(s) of fi nancial assistance award(s) : 
• Assistance method {EFT or check): 
• Total assistance award amount: 
• Housing Assistance amount(s) and date(s) issued ( if applicable) : 

o Lodging Expense Reimbursement: 
o Rental Assistance: 
o Continued Temporary Housing Assistance: 
o Home Repair: 
o Home Replacement: 

• Di rect Housing ( if applicable) 
o Temporary Housing : 

• Date approved : 
• Move-in date: 
• Move out date : 
• Amount of penalty fees outstanding : 

o Permanent Housing Construction : 
• Date approved : 
• Move-in date: 
■ Construction costs : 

• Other Needs Assistance amount(s) and date(s) issued ( if applicable) : 
o Funeral : 
o Medical/Denta l : 
o Child Care: 
o Moving and Storage: 
o Miscellaneous : 
o Crit ical Needs : 
o Clean and Remova l : 
o Clean and Sanit ize : 
o Personal Property: 
o Transportation : 
o Group Flood I nsurance : 

• Transitiona l Sheltering Assistance {TSA) (if applicable) : 
o If applicable, dates of eligibi lity: 

• Small Business Administration {SBA) loan information (if applicable) : 
o Activ ity Type 
o Activ ity Date 
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o Accept Date 
o SBA Status 
o Event Code 
o Reason 

3) Recoupment Information 
• Recoupment reason(s) : 
• Recoupment amount(s) 
• Narrative summary of when and how potential improper payment was identified and 

j ustification for establishing potential debt (include images or documents submitted 
and/or NEMIS screenshots as necessary) : 

• Date referred to Fraud and I nternal Investigation Div ision (FIID) (if applicable) 
o If applicable, date FIID returned investigation results : 
o If applicable, narrative summary of FIID investigation resu lts (the outcome 

can be referenced but allow the FIID investigator to present the details of 
their invest igat ion) : 

• Date of NPDL 
• Date of NOL ( if applicable) 
• Date referred to Treasury ( if applicable) 

4) Aoolicant appeal information 
• Narrative summary of documentation applicant has submitted as part of appeal/Oral 

Hear ing Request (include images of documents submitted and/or NEMI S screenshots 
as necessary) : 

• Date of fi le copy request (if applicable) 
o If applicable, has applicant received copy of fi le (y/n)? 

• Why these appeal documents are inadequate (e.g., uti lity bills from after the 
disaster) 

o Why some were not sufficient on their own to show they were eligible? 

5) Oral Hearing information 
• Date of Ora l Hearing request : 
• Date Oral Hear ing granted : 
• Date of Ora l Hearing : 

o Date(s) of Oral Hearing reschedule ( if applicable) : 
• Narrative summary of why Oral Hearing was granted, i.e. why issue cou ld not be 

resolved based on documents in fi le ( include images of documents submitted and/or 
NEMI S screenshots as necessary) : 
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Appendix B: 

Oral Hearing Scheduling Notice Example 

John Smit h 
123 Main Street 
Lakewood, TX 77505 

Dear Mr. Smit h: 

April 28, 2021 

An oral hearing has been scheduled in response to your appeal regarding an appl ication for 
disaster assistance fi led in your name. The hearing will be conducted v ia telephone on 
Tuesday, June 1, 2021 at 9:00 AM Central Time (10:00 AM Eastern Time). It is 
your responsibility to call 1-800-320-4330 at that time and enter PIN code 111111 
when asked. 

FEMA provided disaster assistance based on an application fi led in your name on September 
1, 2006. Since then, FEMA has concluded t hat you were not eligible for some or all of t he 
assistance provided to you, wh ich means that you may be requi red to repay it, plus any 
interest, penalties, and fees . I f you need more information about t his debt, please see 
Quest ion 3 of the attached Frequently Asked Quest ions (FAQs) . 

The oral hearing is your opportun ity to have FEMA explain d irectly to you why it believes 
you were not elig ible for the assistance provided, and your opportun ity to explain directly to 
a neutra l Hearing Officer why you believe t hat you were eligible for the assistance provided 
or otherwise do not owe FEMA money. Please note that if you do not attend the hearing, 
your appeal will be returned to FEMA's Specialized Processing Unit to be decided based on 
t he documents in your fi le, which most likely means that you will have to repay the funds. 

The oral hearing cou ld last one to two hours. You should gather important documents that 
support your appeal and submit them to FEMA at least one week in advance of the hearing. 
{See Question 8 in the attached FAQs for more information on how to submit information .) 
You may have witnesses attend the hearing to support your appeal, and you may have 
someone represent you, such as an attorney. I f you choose to bring a representative or 
witnesses, please g ive t hem the ca ll- in information for the hearing. FEMA is not responsible 
for any expenses or fees that you spend to prepare for this hearing. 

Sincerely, 
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Oral Hearing Coordination Office 
Office of Chief Counsel 
Federal Emergency Management 

Agency 
Department of Homeland Security 

www.fema.gov 

Frequently Asked Questions 

1. What is the purpose of an oral hearing? 

The purpose of an oral hearing is to confirm whether you were eligible for the assistance 
that you received from FEMA or were not eligible and therefore must repay the money. An 
ora l hearing is your opportunity to explain in your own words why you were eligible for 
disaster assistance or why you otherwise do not believe you owe any money to FEMA (for 
example, if you think you did not receive the assistance). The Hearing Officer can on ly look 
at your elig ibi lity and whether you received the assistance and cannot consider any factors, 
such as an inability to repay the debt. 

2. Why have I been scheduled for an ora l hearing? 

Your case has been scheduled for an oral hearing because you requested an oral hearing or 
because FEMA determined that there were questions regarding the debt and these questions 
could not be resolved based on a review of your fi le. 

3. What if I have questions about this debt? 

You should have received written documentation from FEMA about why you were ineligible 
for the assistance disbursed. A FEMA Representative will also expla in the basis of the debt 
in detai l during the oral hearing. I f you need additional information, you can call the FEMA 
Recoupment Helpl ine at 1-800-816-1122 between 9:00 AM and 4 :00 PM Eastern Time. If 
you are deaf, hard of hearing, or have speech limitations, please use TTY at 1-800-462-
7585. 

4. What will happen during the oral hearing? 

The ora l hearing wi ll be telephonic, meaning that all of the parties will participate by phone. 
It may last for one to two hours. At the-start of the oral hearing, the Hearing Officer will 
ask you questions to verify your identity, such as your date of birth, the last four digits of 
your Social Security Number, and your current address. The Hearing Officer will then 
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expla in what to expect during the hearing and will swear in all of the parties in the hearing 
to ensure everyone is telling the truth. 

The FEMA Representative will testify first and w ill explain why FEMA issued you the 
assistance but then determined that you were not eligible for it . The FEMA Representative's 
testimony will provide a lot of detai l and it is important that you take notes and be prepared 
to respond with any questions or any points you want to make when it is your turn to 
testify. 

If a FEMA I nvestigator has prepared a report on your application, the I nvestigator may 
testify. After the FEMA Representative and Investigator fin ish speaking, the Hearing Officer 
will specify that it is your turn to testify. At th is point, you can explain why you believe that 
you were el igible for the disaster assistance or otherwise do not owe the debt (for example, 
if you did not receive any assistance). The Hearing Officer may ask questions of you and 
the FEMA Representative and Investigator, and you may ask questions of the FEMA 
Representative and Investigator. If the Hearing Officer determines that it wou ld be helpful 
if you submitted additional evidence to support your case, another hearing may be 
scheduled. Then, the Hearing Officer will end the hearing. The Hearing Officer will not 
make a decision on your appeal at the end of the hearing but will mail you a written 
decision within 45 days. 

5. What if I am not avai lable at the scheduled t ime of the oral hearing? 

FEMA pol icy allows for a hearing to be reschedu led in limited circumstances when there has 
been a showing of good cause, meaning there is a valid reason why you cannot attend. You 
must be-able to explain in detail the reason why you are unable to attend. I f you wish to 
request that your hearing be reschedu led, please submit your reschedu ling request in 
writing to the Hearing Officer as soon as possible but no later than two days before your 
ora l hearing. The Hearing Officer, who may request supporting documentation, will 
determine whether there is a showing of good cause. If the Hearing Officer determines that 
you have shown good cause, your case will be reschedu led, but otherwise your request will 
be denied and you will be expected to show up for the hearing as scheduled. Please note 
that oral hearings may on ly be held from 8 :00 AM to 6 :00 PM Eastern Time, Monday-Friday. 
You may email or mail written reschedu ling requests to the Oral Hearing Coord ination Office 
at the address in Question 22 below. 

6. What if I do not call in for my scheduled ora l hearing? 

If you do not call in for your scheduled oral hearing, you have one calendar week from the 
date of the scheduled hearing date to contact the Hearing Officer with a valid explanation 
for missing the hearing and a showing of good cause that your hearing be reschedu led. 
Without a val id justification for m issing your hearing, you will have waived your opportun ity 
to present your position in an oral hearing. Your appeal will then be decided based on the 
documents in your case fi le by FEMA's Specialized Processing Unit . Because FEMA has 
already determined that you were not eligible, this eligibi lity determination will most likely 
be confirmed and you will be required to repay the assistance funds . You may email or mai l 
written reschedu ling requests to the Oral Hearing Coord ination Office at the addresses listed 
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in Question 22 below. 

7. How can I obta in my records from FEMA? 

You or your authorized representative are encouraged to request and review a copy of 
FEMA's fi le regarding your application. Please note that in some cases your hearing may be 
reschedu led if you have not requested and received a copy of your fi le prior to the hearing . 

To request a copy of your file, you must submit a written request. You may use the form at 
the end of this packet entitled Authorization for the Release of I nformation under the 
Pr ivacy Act {0MB Form No. 1660-0061). 

To complete the form and request a copy of your fi le to be mailed to you : 

1. Top Section : Complete the top section listing your full name, FEMA Applicant Number, 
Place of Birth, Date of Birth; 
2. Section A : Fill out Section A listing your own name, current telephone number and 
mai ling address. For relationship, indicate "Self". Please note that the mai ling address 
must be the address currently on fi le with FEMA. 
3. Section B: Check Yes for Option 1 in Section B. This author izes FEMA to send you a 
copy of your fi le. 
4. Leave Section C blank. 
5. Verification Section : Complete by signing and pr inting your name. Include your current 
mai ling address and date. 

If you do not have all of the information to complete this form, you may call the FEMA 
Recoupment Helpl ine for assistance at 1-800-816-1122 between 9 :00 AM and 4 :00 PM 
Eastern Time. If you are deaf, hard of hearing, or have speech limitations, please use TTY 
at 1-800-462-7585. 

8. How can I send documentation to FEMA? 

You are not requ ired to submit any documents to FEMA; however, the Hearing Officer will 
review any documents that you wou ld like to submit in support of your position. Please 
submit these documents to the FEMA's National Processing Service Center to be added your 
fi le as soon as possible but at least one week before your scheduled hearing date so that 
your documents may be reviewed. Each page of documentation you submit must include 
your last name, the last four-digits of your Socia l Security number, your nine-digit FEMA 
application number, and the disaster number. Do not send these documents to the Ora l 
Hearing Coordination Office . The documents should be mailed or faxed to the FEMA 
National Processing Service Center : 

FEMA Individual & Households Program 
National Processing Service Center 
Fax: 1-800-827-8112 
Mail : P.O. Box 10055 

Hyattsville, MD 20782-8055 
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9. What kind of documents can I submit? 

You should submit any documents that support your cl aim that you were eligible for disaster 
assistance or do not have to repay the assistance. I f you wou ld like help decid ing what 
types of documents may be relevant, please ca ll the FEMA Recoupment Helpl ine at 1-800-
816-1122 between 9 :00 AM and 4 :00 PM Eastern Time. If you are deaf, hard of hearing, or 
have speech lim itations, please use TTY at 1-800-462-7585. You may also find it helpful to 
review the FEMA I ndividua l Assistance Program and Policy Guide for more information about 
disaster assistance eligibility . This is avai lable on line at : Individual Assistance Program and 
Pol icy Guide (IAPPG) (fema.gov) 

10. Can my attorney help me during the oral hearing? 

Yes, you can be represented or assisted by anyone, including an attorney. You can also 
have a friend or relative support you in representing yourself during the hearing. I t is your 
responsibility to obtain such representation and pay for any expenses you incur. I f you 
want a th ird party such as an attorney to access or request your-file from FEMA, please 
send a written request authorizing th is th ird party's access to your information . You may 
use the form at the end of th is packet entitled Authorization for the Release of Information 
under the Privacy Act (0MB Form No. 1660-0061) . 

11. How can I request language interpretation or accommodation for a disability? 

If you or anyone attending the oral hearing with you needs language interpretation or has a 
disability or specia l need requ ir ing accommodation in order to participate fully in the oral 
hearing, please notify the Hearing Officer in writing immediately. Your written request must 
include your full name, the last four digits of your Social Security Number, your nine-digit 
FEMA application number, and the disaster number on all pages of your correspondence. 
You may send th is request to the Oral Hearing Coordination Office pursuant to Question 22 
below. 

12. Who is responsible for expenses associated with an ora l hearing? 

You are responsible for any expenses incurred by you, your witnesses, your attorney, or any 
other representative. 

13. Will the hearing be conducted by telephone? 

Yes, the oral hearing will be conducted v ia a telephone conference call in almost all cases. 
Please call the toll-free 800 number and enter the unique PIN code that is included in your 
scheduling letter. 

14. Can I request an in-person ora l hearing instead of a telephonic hearing 

Generally, oral hearings will be conducted via telephone conferences. In special situations, 
you may request an in -person ora l hearing for considerat ion . This request must be 
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submitted in writing to the Hearing Officer pursuant to Question 22 below, within seven (7) 
days of the scheduled hearing date, which is specified in your ora l hearing schedul ing letter. 
Your written request must explain the reasons that an in-person oral hearing is necessary. 
If your request is granted, the date of the oral hearing may change, and this hearing will be 
held at a FEMA office. You are responsible for all related expenses that you incur, including, 
but not limited to, travel expenses for yourself, your witnesses, your attorney, or any other 
representative. 

15. Who will conduct the oral hearing? 

The FEMA Chief Counsel has designated Hearing Officers to conduct the oral hearings and to 
exercise independent and impartial decision-making in all aspects of the process. 

16. What are the responsibilities of the Hearing Officer? 

a. The Hearing Officer's role is to make a fair decision about whether or not you were 
eligible for disaster assistance, or otherwise owe a debt to FEMA. 
b. The Hearing Officer is responsible for scheduling your oral hearing, including notifying 
you in writ ing regarding the date, time, and call-in information for your hearing. 
c. The Hearing Officer conducts the oral hearing as a serious but informal conference. 
Participants include you, the FEMA representative, possibly a FEMA I nvestigator, and the 
Hearing Officer, as well as any witnesses or representatives that you provide. The 
Hearing Officer listens to and questions the participants and determines what documents 
will be admitted at the hearing. The Hearing Officer may exclude documents that are 
not important to your appeal. 
d. The Hearing Officer issues a written decision on your appeal wh ich will be mailed to 
you with in 45 days of the hearing . 

17. What type of decision will the Hearing Officer issue? 

The Hearing Officer will issue a written decision that will include: (1) a summary of the facts 
presented, and (2) the Hearing Officer's find ings, analysis, and conclusions regard ing the 
validity and amount of the debt. This decision will be mailed to you within 45 calendar days 
of your hearing. 

18. On what basis will the Hearing Officer make the decision? 

The Hearing Officer will carefully consider the testimony of all the participants in the hearing 
as well as the documents and other information in your file, including any documents 
submitted by you. The Hearing Officer will make a decision on the recoupment based on 
the preponderance of the evidence presented as to whether you were eligible for the 
assistance provided to you or otherwise do no owe FEMA any money. 

19. Will I or my witnesses be required to testify under oath or affirmation? 

Although the oral hearing is not a forma l evidentiary hearing, you and your witnesses are 
requ ired to testify under oath during the oral hearing, wh ich means that you promise to tell 
the truth . I f you or any of your participants knowingly lie or provide false statements, you 
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or your participants may be liable under the False Claims Act {Tit le 31 U.S. Code §§ 3729-
31 {2019)) or other appl icable statutes and may be liable for criminal penalties under Title 
18 U.S. Code Sections 286-87, 1001-02 {2019), or other applicable statutes. 

20. What happens after the Hearing Officer issues a fina l-decision? 

If the Hear ing Officer determ ines t hat you were eligible for assistance or otherwise do not 
owe FEMA any money, t he debt will be cancelled and any money you have already paid wi ll 
be refunded to you. I f the Hearing Officer determ ines that you were not eligible for some or 
all the assistance and that you therefore do owe money to FEMA, FEMA's Finance Center will 
contact you to arrange for payment of the debt. 

21. What happens if I disagree with the Hearing Officer 's fina l decision? 

The Hearing Officer's fi nal decision is considered a fina l agency determination under the 
Administrative Procedure Act and there is no further appeal option at FEMA. See 5 U.S.C. § 
701 et seq . If you disagree with the decision, you may want to seek the advice of an 
attorney. 

22. Who should I contact if I have questions about my scheduled oral hearing? 

If you have questions about how to ca ll in to your oral hearing, you can contact the Oral 
Hear ing Coordination Office at FEMA-OralHearingCalendar@FEMA.DHS.gov or 1-800-664-
0814. The Oral Hear ing Coordination Office cannot answer questions about the facts of your 
case; for answers to your questions about your case, call the FEMA Recoupment Helpline as 
described in Question 3 above. 

How to contact the Oral Hearing Coordination Office : 

Email : 

Phone: 

Mailing Address: 

FEMA-OralHearingCalendar@FEMA.DHS.gov 

1-800-664-0814 

Recoupment Hearing Officer 
Office of Ch ief Counsel 
FEMA Headquarters 
500 C Street SW, Suite 840 
Wash ington, D.C. 20472-3515 

*Note: Th is sample letter may be updated by OCC over time and staff should reference the 
version in the specific appl icant's case fi le to respond to any questions or issues 
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Appendix C 

Hearing Decision Letter Template 

Facsimile Cover Page 

To: FEMA Individual & Households Program NPSC 

From : Oral Hearing Coord ination Office 

Date : 2/9/21 

Number of Pages ( including cover) : 28 

DO NOT CREATE WORKPACKET 
FOR SCANNI NG ONLY 

Category : INFO CONTROL 
Item: ORAL HEARI NG REQ 
Comment: ORAL HEARI NG DECI SION, 28 PGS 

RE: Applicant Number 123456789 
Disaster Number 1234 

PLEASE SCAN TO NEMI S 
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Applicant Name 
Mailing Address 
Mailing Address 

Last Updated: January 2022 

June 4, 2021 

Re : Applicant Number 123456789 
Disaster Number 1234 

Dear Ms. Applicant, 

On October 20 and November 25, 2020, you participated in oral hear ings to determine 
whether you were eligible for the $5,000.00 in home repair assistance t hat FEMA provided 
to you for Disaster 1234. Based on a t horough review of the testimony presented t he 
information conta ined in your fi le, your appeal is granted. You are not required to return 
any funds to FEMA for Disaster 1234. 

Enclosed is a detai led explanation of th is decision . You should expect to receive addit ional 
correspondence from FEMA regard ing t his matter soon. However, if you have immediate 
questions, you may ca ll the FEMA helpline at 1-800-816-1122. 

cc : Attorney's Name 

Sincerely, 

Signature of Hearing Officer 

Name of Hearing Officer 
Hearing Officer 
Office of Chief Counsel 
Federal Emergency Management Agency 
U.S. Department of Homeland Secur ity 
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Hearing Decision 

Background and Issues 

Following Disaster 1234, FEMA provided Applicant Name with $5,000.00 of home repair 
assistance. FEMA subsequently sought recoupment of the $5,000.00 in home repai r 
assistance provided to Ms. Applicant because FEMA could not determ ine that she was the 
owner of the damaged property, as requi red for FEMA assistance. The issue on appeal was 
whether Ms. Applicant was the owner of the damaged property under any of the ava ilable 
defin itions of owner. FEMA can only provide home repa ir assistance to applicants who own 
a property damaged in the disaster. If Ms. Applicant was not the owner of the damaged 
property, then she was not eligible for and must return the home repair assistance 
disbursed to her for Disaster 1234. 

Determination 

Applicant Name's appeal is granted and she is not required to return any funds to FEMA for 
Disaster 1234. 

Participants in the Hearing 

Applicant: 

Applicant's Witness : 
relationship in testimony, e.g., Neighbor] 

Applicant's Counsel : 

FEMA Representative: 

Applicant Name 

[ omit if none, define 

[omit if none] 

Evelyn #7093 

FEMA Fraud Prevention and I nvestigation Branch I nvestigator: [omit if none] 

Summary of the Facts Presented 

The FEMA Representative, Evelyn # 7093, testified to the following: 

On date, Applicant Name applied for FEMA assistance for Disaster 1234. Ms. Applicant 
recorded her damaged property as 123 Main Street, Ch icago, Illinois. {"Chicago property) 

FEMA provided Ms. Applicant with $5,000.00 of home repair assistance. I n 2014, FEMA 
sought recoupment of the home repair assistance provided to Ms. Applicant because FEMA 
could not determine that she was the owner of the Chicago property, as required for FEMA 
assistance. 

FEMA flagged this issue because a standard audit showed that local tax records listed the 
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owner of the Chicago property as Somebody Else. After FEMA issued the Notice of Potential 
Debt in November 2014, Ms. Appl icant contacted the FEMA helpline to inquire about the 
notice and to explain that Ms. Somebody Else was her late aunt from whom she had 
inherited the Chicago property. Although the FEMA helpline instructed Ms. Applicant to 
submit documents demonstrating her ownership of the Chicago property, no documents 
were received after this ca ll. 

After the first appeal hearing, Ms. Appl icant submitted severa l documents to establish her 
ownersh ip of the Chicago property. I n the hearing on November 25, the FEMA 
Representative reviewed the documents Ms. Applicant had submitted when she appealed. 
The first was an obituary from Ms. Somebody Else's funeral in 2008, wh ich the FEMA 
Representative advised cou ld be considered acceptable evidence of Ms. Summers' passing. 
The second was a handwritten statement confirming that Ms. Appl icant had resided in the 
Chicago property since 2007, and that the chi ldren- and therefore potential heirs to Ms. 
Somebody Else- had no interest in the property. Ms. Applicant also submitted receipts 
showing that she was responsible for paying the property taxes for the damaged property. 
The FEMA Representative advised the Hearing Officer to consider these documents in 
determining whether Ms. Applicant was the owner of the Chicago property under the 
available definitions. 

The applicant, Applicant Name, testified to the following: 

Ms. Applicant explained that, although she was not a biolog ical child of Ms. Somebody Else, 
she had essentially been adopted by her and had lived at the Chicago property since she 
was a ch ild. Ms. Somebody Else's biolog ical chi ldren all had their different homes now, due 
to marriage or otherwise, and d id not want her house upon her passing. Ms. Appl icant 
remained close with Ms. Somebody Else's biological ch ildren since and wou ld obtain 
statements from them that they had no claim to the Chicago property. 

In the November 25 hearing, Ms. Appl icant explained that she had written the statement 
then brought it to her cousins to review and sign . They were all fine w ith statement and 
agreed that the Chicago property belonged to her, and therefore each signed it. 

Discussion and Analysis 

The Robert T. Stafford Disaster Relief and Emergency Assistance Act {"Stafford Act") and its 
implementing regu lations in the Code of Federa l Regulations {"C.F.R.") authorize FEMA to 
provide disaster assistance to eligible applicants and requ ire FEMA to recoup assistance 
when it was provided to applicants who were inel igible. See 42 U.S.C. § 5121 {2006) et 
seq.; 44 C.F.R. § 200 {2013) et seq. I n this case, FEMA could not verify that Ms. Applicant 
was the owner of the property as required for home repair assistance by 42 U.S.C. § 
5174(c){2){A)(i), Stafford Act§ 408 (c){2){A)( i) {2006). 
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The defin it ion of owner-occupied is defined in 44 C.F.R. § 206.111. Owner-occupied means 
that the residence is occupied by : 

1. The legal owner; 
2. A person who does not hold forma l t itle to the residence and pays no rent, but 

is responsible for the payment of taxes or maintenance of the residence[.] 

Ms. Applicant was not the legal owner of the Chicago property because local property 
records showed that Ms. Somebody Else and not Ms. Applicant was the legal owner listed on 
the deed. Although Ms. Somebody Else had passed away prior to the disaster, her name 
remained on the deed at the t ime of the disaster. The question, therefore, was whether Ms. 
Applicant- who did not hold formal title- met the second definition of owner. 

Ms. Applicant submitted several documents to indicate that she was responsible for the 
Chicago property, including checks showing that she pa id the property taxes and utility bills 
in her name. She also submitted a statement from Ms. Somebody Else's ch ildren, who 
would possibly have been her heirs, that they did not have any cla im to the Chicago 
property. There was no indication that Ms. Appl icant paid rent to anyone to stay in the 
Chicago property. Accord ingly, Ms. Appl icant has met her burden of proof to establish that 
she was the owner of the Chicago property under the second defin ition of "owner", and she 
was therefore eligible for the home repair assistance provided. 

Conclusion 

Applicant Name's appeal is granted and she is not required to return any funds to FEMA for 
Disaster 1234. This decision is a final agency determination for purposes of judicial review 
under the Admin istrative Procedure Act, 5 U.S.C. § 701 et seq. 

Hearing Officer Name 
Hearing Officer 
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A. General Information 

1. If an applicant does not take action regard ing the Notice and Demand Letter (NDL) notifying 
them of a debt to the Federal government for d isaster assistance they received from FEMA, 
the FEMA Finance Center (FFC) will refer the debt to the U.S. Department of Treasury 
(Treasury) for collection . 

2. Once a debt has been referred to Treasury, FEMA can no longer discuss the debt with the 
applicant nor take any action on the applicant's debt collection . Applicants that contact FEMA 
regard ing a debt that has been referred to Treasury should be instructed to contact Treasury. 

3. Treasury may refer cases back to FEMA if an applicant requests a Treasury Review to dispute 
their debt. 

4. Appl icants may request mult iple Treasury Reviews and be referred back to FEMA multiple 
t imes. 

a. However, if the Office of Chief Council/Alternative Dispute Resolution (OCC/ADR) has 
already determined in an Ora l Hearing that the appl icant's debt is va lid, the applicant 
will only be granted a Treasury Review if they can present new evidence to support 
their appeal. 

B. Treasury Reviews 

1. Treasury will notify FFC v ia email when an applicant requests a Treasury Review. 

2. There are three types of Treasury Reviews an applicant may request. 

a. Proof of Debt ( POD) : Applicants that request POD will be provided with a written 
explanation of why the debt exists and all documentation related to the collection of 
debt. 

b. Disputes: Applicants may submit a dispute to demonstrate : 

i. The debt is inval id, all or in part; 

ii. Notification/due process was not served; 

iii. The debt has been paid in full ; 

iv. The disaster assistance funds were used appropriately; 

v. The applicant is unable to pay the debt; 

vi. The applicant never received the funds; 

vii. The applicant never applied for disaster assistance. 

c. Administrative Wage Garnishment (AWG) Hearing : Once wage garnishment has 
begun, an applicant may request an AWG Hearing at any time during the garnishment 
process. Reasons for requesting an AWG Hearing include: 
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i. Existence of debt; 

ii. Amount of debt; 

iii. Garnishment amount (Hardship); 

iv. Debtor employed less than 12 months after losing last job involuntarily . 

3. I nterest and penalty fees will continue to accrue during Treasury Reviews except for AWG 
Hearings. 

4. When an appl icant requests a Treasury Review, FFC will conduct an init ial review of the case . 

a. I f FFC determines that the applicant has not submitted any new information that cou ld 
impact the amount of the debt, they will certify the debt and return the case to 
Treasury. 

b. I f FFC is able to make a determination regard ing the validity of the debt, they will 
process the debt accordingly. 

c. I f FFC determines that a programmatic review of the case is necessary, they will notify 
the Esca lated Debt Processing Team (EDPT) v ia email. 

5. When a case arrives in the Recoupment Task Force (RTF) Mailbox, the email message will 
have an embedded link that EDPT staff will cl ick to access the case fi le. EDPT staff will 
download the case file from the FFC SharePoint site to conduct the programmatic review. 

a. For Disputes and AWG Hearings, staff must add a privacy coversheet to the fi le. 

6. After downloading the case, EDPT staff will : 

a. Attach downloaded FFC documents to an emai l and notify the FEMA mai lroom ( FEMA­
IHP-Mailroom) to scan into the applicant's fi le. 

b. Create a workpacket in NEMIS for FEMA Manual; 

c. Enter a Comment in NEMI S using the following text; 

i. For Disputes, "Treasury Review documents for Dispute sent to mai lroom to be 
scanned to fi le. Treasury review decision is pending and updated Comment will be 
entered upon completion . 

ii. For AWG, "Treasury Review documents for AWG Hearing sent to mai lroom to be 
scanned to fi le. AWG hearing decision is pending and updated Comment will be 
entered upon completion ." 

d. Route the case to the FEMA Recoupment Treasury Review Requests Queue. 

7. One EDPT staff member will conduct the programmatic review of the case. 
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8. If EDPT staff bel ieves that the case involves issues of cred ibility, veracity, or identity theft, 
they will : 

a. Enter a Comment in NEMIS using the following text: "Treasury Review request 
forwarded to Oral Hearing team for review"; 

b. Notify staff with in EDPT assigned to Oral Hearings via an email (FEMA-IHP-Oral­
Hearings); 

c. Route the case to the FEMA Supervisor Review- Oral Hearing Review Subqueue in 
NEMIS. 

i. EDPT staff assigned to Ora l Hearings wi ll review the request and if it is approved, 
they will process the case via standard Ora l Hearing guidance. 

9. If EDPT staff determines that the applicant cou ld submit additional information to 
demonstrate that the debt is not valid, they will make a courtesy ca ll to the applicant 
requesting the appropriate information. 

10. If EDPT staff recommends that the debt should be terminated they will : 

a. Forward the case via emai l to an RTF Lead (Lead) who must review the case and 
agree with the recommendation . 

b. If the Lead agrees with the recommendation to terminate, they will notify the FFC v ia 
email ( FEMA-Finance-Center-Debt-Collection) . 

i. An FFC manager must review and approve debt terminations under $10,000. 

ii. The FFC Chief Financial Officer and OCC must review debt terminations equal to or 
greater than $10,000. 

iii. If warranted, the interest and administrative fees on the debt will be refunded by 
FFC. 

c. If FFC approves the debt termination, they will notify EDPT via email of the decision. 
EDPT staff will: 

i. Make a courtesy ca ll to the applicant; 

ii. Route the case to the FEMA Supervisor Review-Recoupment Subqueue 

iii. Update the Finance Tab to set Supervisor Approva l to "No"; 

iv. Enter a Comment in NEMIS; 

v. Review the Registrant I nfo Tab to determine the applicant's E-Correspondence 
preference; 

a. If the Registrant Info Tab is "E-Correspondence: Yes", update to " E­
Correspondence : No". 
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Generate a Recoupment Rescinded {CAR) letter and select the box "Send to Mail 
Queue"; 

Return the case to FFC v ia the FFC SharePoint Site; 

Route the case to Complete. 

d. If FFC does not agree with the decision to terminate the debt, they will notify RTF via 
email. The Lead will review FFC's recommendation and submit the case via email to 
the Program Management Section ( PMS) . Once notified of PMS Management and FFC's 
final decision, the Lead will direct staff to take the appropriate actions for the case. 

11. If EDPT staff recommends that any portion of the debt is va lid, they will : 

i. Enter a Comment in NEMIS; 

ii. Generate a customized Continued Collection Response Letter; 

iii. Generate copies of all case file documents ( letters, NEMIS screen shots, etc.) that 
demonstrate that the debt is va lid; 

iv. Notify FFC v ia email {FEMA-Finance-Center-Debt-Collection); 

v. Return the case, including the copies of all case fi le documents and the Continued 
Collection Response letter, to FFC via the FFC SharePoint site; 

vi. Route the case to Complete. 

12. If EDPT staff recommends the debt is val id for an amount greater than that listed on the NOL, 
or for a d ifferent reason, they will send the case v ia email to the Lead for review. I f the Lead 
agrees with the recommendation, they will submit the case via email to PMS Management 
and coordinate further review. 

13. If PMS Management agrees that the debt is val id for an amount greater than that listed on 
the NOL, or for a different reason, they will notify EDPT staff v ia email. EDPT staff will : 

i. Make a courtesy call to the applicant and enter a Contact in NEMIS; 

ii. Enter a Comment explaining why the debt amount was increased and/or the reason 
changed; 

iii. Route the case to the FEMA Pre-Recoupment Review Queue; 

iv. Review the Registrant I nfo Tab to determine the applicant's E-Correspondence 
preference; 

a. If the Registrant Info Tab is "E-Correspondence: Yes", update to " E­
Correspondence : No". 

v. Generate a new Notice of Potential Debt Letter (NPDL), select all letter insert 
reasons approved via PMS Management, and select the box "Send To Mai l Queue"; 
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Create a Bill for Collection (BFC) number; 

In the Finance Tab, set Recoupment to Active and leave Supervisor Approval blank. 

Route the case to Complete 

C. Subsequent Treasury Reviews 

1. I f an applicant requests any additional Treasury Reviews, and FFC refers the case to EDPT, 
EDPT staff will review the case to determine if the applicant has submitted any new 
information or if the applicant is contesting the debt for a different reason. 

a. I f the applicant has submitted new information or is contesting the debt for a different 
reason, FFC and EDPT staff (when necessary) will review the case v ia the standard 
Treasury Review process. 

b. I f the applicant has not submitted any new information and is contesting the debt for 
the same reason, EDPT staff will send the case back to FFC which will resend the 
customized Continued Collection Response Letter and inform Treasury of the decision. 
I f the debt was previously reca lled, FFC will return it to Treasury. 
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. General Information 

1. Based on FEMA's regulations, FEMA must recover funds for which an applicant was not 
eligible. This document provides guidance on the procedura l process for reviewing, 
addressing, and routing potential debts due to recovery of funds, also known as recoupment. 

i. FEMA will only take recoupment action on ineligible payments of $250 or more. 

2. With the exception of t he cases that involve possible fraud, FEMA cannot pursue recoupment 
activities if more than three years have passed since the improper payment was made. 

3. Sensitive cases are cases in which the details of the applicant's case and potentia l 
recoupment wou ld likely garner public attention and/or generate negative media coverage. 
Staff who encounter these cases should report them to their supervisor via email. Staff 
should also identify and report any specific trends, i.e. multiple applicants in a nursing home 
identified for potential recoupment. 

i. This emai l should include the applicant(s) name, registration ID number(s), disaster 
number(s), and a short explanation of the concern . 

4. If any reviewer with in the Recoupment Task Force (RTF), within the Specialized Processing 
Unit (SPU) suspects that the applicant obtained disaster assistance through fraudu lent 
means, they must submit the case to another reviewer for concurrence. If both reviewers 
agree that fraud may have occurred, they will submit the case to the Office of the Chief 
Security Officer (OCSO) for investigation . See Section 8.7. below. FEMA will cease 
recoupment activities until OCSO has completed its investigation. 

5. If the case involves an applicant who was a minor at the time of registration, RTF will initiate 
recoupment against the co-applicant parent or legal guardian . 

i. In instances in which the minor is the only applicant, RTF must coordinate with the 
Office of Chief Counsel (OCC) before pursuing any recoupment activities. 

6. If RTF receives notification of the death of an applicant against whom recoupment action is 
already underway, the recoupment will continue against any surviving co-applicant. 

i. If there is no surviving co-applicant, RTF will process the case per standard guidance. 
If the potential debt is approved, the case must be forwarded to the FEMA Finance 
Center ( FFC) Debt Collection Mai lbox FEMA-Disaster-Debts@fema .dhs.gov. FFC 
coordinates with OCC to fi le cl aims against the applicant's estate. 

7. When assigned, all staff will independently review cases based on the applicable Standard 
Operating Procedure (SOP) in the Processing Procedures Manual ( PPM). Staff must not review 
a case if they were involved in processing initial eligibility decisions. 

8. Staff will use the Call Out and Review System Interview Portal (CARS) to document different 
stages of Pre-Recoupment and Recoupment Appels processing. After working a case in CARS, 
staff should never click the "Reset Form" button. 
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9. Pre-Recoupment and Recoupment Appeals processing will be done by members of t he 
Potential Debt Va lidation Review (PDVR) team and the Escalated Debt Processing Team 
(EDPT) . 

i. Agents 1, 2, and 3 of PDVR will be responsible for processing Pre-Recoupment and 
t he Notice of Potential Debt Letter (NPDL) 30 Day Callout . 

ii. Agent 4 of EDPT will be responsible for processing Recoupment Appeals and 
t ransferring debts to t he FEMA Finance Center (FFC). 

B. Pre-Recoupment Case Review 

1. Cases for potential recoupment may be identified by many d ifferent sources. Once identified, 
these cases will populate in CARS. These cases wi ll also arr ive as Workpackets in t he FEMA 
Pre-Recoupment Review Queue in NEMI S wit hin 24 hours. 

2. Agent 1 will conduct an in it ial review of the case, taking t he following steps: 

i. I n CARS, select IHP Approval Process Through NPDL from the Select an Interview 
dropdown and cl ick "Review Next Applicant". 

ii. Utilize t he Reg istration Identification Number (Registration ID#) to open the case in 
NEMIS in App Inquiry and review to determine if t here is a potential debt. 

3. Agent 1 will indicate in CARS whether or not there is a potential debt and enter a Comment. 
The Comment must include: (For a comprehensive list of recoupment causes and reasons, 
please see the Recoupment Letters and Letter Inserts: DR-4273 and Forward) 

i. Why the case was identified as a potential debt; 

ii. Whether or not it is a potential debt; 

iii. I f applicable, the cause of the potential debt; 

iv . I f applicable, the reason for the potential debt; 

v. I f applicable, t he amount of t he potent ial debt ; 

v i. I f applicable, whether the case should be referred to OIG for suspected fraud. 

4. After entering the Comment, Agent 1 will cl ick "Save Incomplete Interview". Agent 1 will not 
make any Comment in t he NEMIS fi le. 

5. Agent 2 will be assigned cases by their supervisor, v ia a report, to conduct a second review. 

6. I n CARS, Agent 2 will select IHP Approval Process Through NDPL and search for the case v ia 
Registration ID# . Agent 2 will open the case in NE MIS in App I nquiry to review and determine 
if there is a potential debt. 
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7. If both agents 1 and 2 have determined that the applicant may have obta ined assistance 
through fraudu lent means, Agent 2 will notify OCSO v ia email FEMA-OCSO­
Tipl ine@fema.dhs.gov, enter a Comment in CARS, and click on "Save Incomplete Interview". 
In NEMIS, Agent 2 will take the following steps: 

i. Enter the following Comment "Case forwarded for investigation on [date]. There is 
not sufficient information to take further action at th is t ime"; 

ii. Route the case to Complete. 

8. If both Agents 1 and 2 have determined that there is not a potential debt, Agent 2 will 
indicate in CARS that there is not a potential debt and enter a Comment. The Comment will 
include why the case was identified as a potential debt and explain why, after review, there is 
not a potential debt. Agent 2 will cl ick on "Save Interview". In NEMIS, Agent 2 will route the 
case to Complete. 

9. If Agent 2 determines that there is a potential debt, they will take the following steps in 
CARS : (For a comprehensive list of recoupment causes and reasons, please see the 
Recoupment Letters and Letter Inserts: DR-4273 and Forward) 

i. Indicate that there is a potential debt; 

ii. Click on the cause of the potential debt; 

iii. Enter the reason for the potential debt; 

iv . Enter the amount of the potential debt; 

v. Enter a Comment explaining the reason the potential debt was identified and explain 
why, after review, there is a potential debt; 

vi. Click "Save Incomplete Interview". 

10. If Agent 2 determines that there is not a potential debt and Agent 1 determined that there 
was a potential debt, Agent 2 will take the following steps in CARS : 

i. Indicate there is not a potential debt; 

ii. Enter a Comment explaining why, after review, there is not a potential debt; 

iii. Click "Save Incomplete Interview". 

11. The Recoupment Lead {Lead) will review all cases where at least one Agent has determined 
that there is a potential debt. The Lead will take the following steps in CARS: 

i. If the Lead determines that there is not a potential debt, they will complete the 
necessary information in the Supervisor Review section and take the processing 
actions detailed in Section 8.8. above. 

ii. If the Lead determines that there is a potential debt, they will complete the necessary 
information in the Supervisor Review section . See Section 8.9. above. 
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12. Program Management Section (PMS) staff will review all cases in wh ich the Lead has 
determined that there is a potential debt. 

13. If PMS staff determines that the potential debt is not valid, they will indicate their decision in 
CARS and enter a Comment explaining their decision. Agent 2 will be assigned the case by 
their supervisor, v ia report, and open the case in NEMIS (See Section B.8. above) and route 
the case to Complete. 

14. NPDLs for cases in wh ich OCSO has determined that fraud is involved must be temporarily 
held pending further instruction from OCC, the Office of the I nspector General, and the 
Department of Justice. 

15. I f PMS staff determines that the potential debt is valid, they will indicate their decision in 
CARS. I f they have made any changes to the amount of the potential debt or the reason for 
the potential debt, they will note those changes in the Comment. Agent 2 will be assigned the 
case by their supervisor, v ia report, and take the following steps : 

i. In NEMIS: 

1. Open the case in the FEMA Pre-Recoupment Review Queue; 

2. Review the Reg istrant Info Tab to determine the applicant's E-Correspondence 
preference; 

a. I f the Reg istrant Info Tab is " E-Correspondence: Yes", update to " E­
Correspondence: No". 

3. Generate an NPDL, select all letter insert reasons approved v ia PMS 
Management, and select the box Send To Mail Queue; 

4. Create a Bill for Collection (BFC) number; 

5. I n t he Finance Tab, set Recoupment to Act ive and leave Supervisor Approval 
blank; 

6. Enter a Comment; 

7. Route the case to Complete. 

ii. I n CARS: 

1. Select the IHP NPDL Callout; 

2. Search for the case v ia Registration ID#; 

3. Make a courtesy call to t he applicant explaining the reason for the potential 
debt and the documents the applicant can submit to address the potential 
debt, if applicable; 
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4. Document the call in the IHP NPDL Callout Interview; 

a. If the call is successful, cl ick "Save Interview". 

b. If the call is unsuccessful, cl ick "Save Incomplete Interview". 

16. Agent 2 will continue to call the applicant at all numbers on fi le on a daily basis until they 
reach the applicant, or as instructed by their supervisor. All calls should be documented in 
NEMIS as Contacts in the following manner: 

i. The Summary Line must begin with the callout t it le, for example "NPDL CALLOUT" 

ii. The callout t it le will be followed by the call attempt number, for example "NPDL 
CALLOUT CCl , NPDL CALLOUT CC2, etc." 

iii. When a call attempt is successfu l, add "S" to the end of the Summary Line, for 
example "NPDL CALLOUT CCl_S". 

C. N PDL Appeals: 

1. Once the NPDL has been sent, applicants have 60 days to submit a written appeal. 

2. Appl icants who have received an NPDL will appear on the NPDL 30 Day Report. 

3. Agent 3 will be assigned by their supervisor to contact cases that appear on the NPDL 30 Day 
Report. To determine whether the applicant must be contacted, Agent 3 will open the case in 
NEMIS in App Inquiry. 

4. If an applicant has submitted an appeal but it has not yet been routed, Agent 3 will enter a 
Comment, create a Workpacket, and route the case to the FEMA Supervisor Review-Recoup 
Appeal Subqueue. 

5. If an applicant has not submitted an appeal, Agent 3 will take the following steps: 

i. In CARS : 

1. Make a courtesy ca ll to the applicant and document the call in the I HP NPDL 
Callout Interview. During the ca ll , Agent 3 will explain that the applicant has 
30 more days to submit t heir appeal; 

a. If the call is successful, cl ick "Save Interview". 

b. If the call is unsuccessful, cl ick "Save Incomplete Interview". 

ii. In NEMIS: 

1. Enter a Contact using the t it le "NPDL 30 Day Callout" and document in the 
Summary Line based on Section B.15. above. 

6. If the courtesy call is unsuccessful, Agent 3 will continue to make calls as per instructed by 
t heir supervisor. 
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7. If an applicant submits a written appeal, it will create a Workpacket in the FEMA Supervisor 
Review-Recoup Appeal Subqueue. 

8. When Agent 4 is assigned to the FEMA Supervisor Review-Recoup Appeal Subqueue, they will 
review submitted appeals. 

i. As part of their appeal, appl icants may request an Ora l Hearing. If an applicant 
requests an Oral Hearing, Agent 4 will enter a Comment in NEMIS and route the case 
to the FEMA Supervisor Ora l Hearing Request Queue in NEMIS for review by the 
EDPT. (For more information on the Oral Hearing Process, please see the Oral 
Hearing SOP. ) 

9. If Agent 4 determines that the applicant could submit addit ional information that wou ld 
demonstrate that the potential debt is not valid, they will take the following steps: 

i. In CARS : 

1. Make a courtesy ca ll to the applicant and document the call in the I HP NPDL 
Callout interview. During the call, Agent 4 will explain what information is 
needed and that the appl icant must submit the new information with in 15 
days; 

a. If the call is successful, cl ick "Save Interview". 

b. If the call is unsuccessful, cl ick "Save Incomplete Interview". 

ii. In NEMIS: 

1. Enter a Contact with the title "NPDL 15 DAY REQUEST CALLOUT" and 
document in the Summary Line based on Section B.15. above. 

10. If Agent 4 determines that the potential debt is not valid, they will take the following steps: 

i. In CARS : 

1. Select IHP Appellant Process from the Select an Interview Dropdown; 

2. Search for the case v ia Registration ID#; 

3. Answer questions 1, 2, 3, and 5 in the interview; 

5. Click "Save Interview"; 

6. Select the I HP NPDL Callout from the Select an Interview Dropdown; 

7. Search for the case v ia Regist ration ID#; 

8. Make a courtesy ca ll to the applicant explaining that they no longer have a 
debt; 
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9. Document the call in the IHP NPDL Callout Interview; 

c. If the call is successful, click "Save Interview". 

d. If the call is unsuccessful, cl ick "Save Incomplete Interview". 

ii. In NEMIS: 

1. Review the Registrant I nfo Tab to determine the applicant's E-Correspondence 
preference; 

a. If the Registrant Info Tab is "E-Correspondence: Yes", update to " E­
Correspondence : No". 

2. Generate an Appeal Notice of Termination, Potential Debt Cleared {ANOT) 
letter and select the box Send To Mail Queue; 

3. Enter a Comment explaining the reason the debt was overturned on appeal; 

4. Enter the appropriate Contact based on the courtesy ca ll ; 

a. Use the t itle "POTENTIAL DEBT CLEARED" and document in the 
Summary Line based on Section 8.15. above. 

5. Route the case to Complete. 

11. If Agent 4 determines that the potential debt is valid, they will take the following steps in 
CARS : 

i. Select IHP Appellant Process from the Select an Interview dropdown; 

ii. Search for the case v ia Registration ID#; 

iii. Answer questions 1-5 in the interview; 

iv . Click "Save Incomplete Interview". 

12. PMS staff and PMS management will review all cases in which Agent 4 has determined that 
the potential debt is va lid. 

13. If either PMS staff or PMS management determines that the potential debt is not valid, they 
will indicate their decision in CARS and enter a Comment explaining their decision. Agent 4 
will be assigned the case by their supervisor, via report, and open the case in NEMIS and 
CARS. Agent 4 will take the steps described in Section C.10 above. 

i. In addition to the steps described in Section C.10 above, Agent 4 wi ll also answer 
questions 6, 7 (if necessary), and 8 in the I HP NPDL Appellant Process in CARS. 

14. If both PMS staff and PMS management determine that the potential debt is valid for the 
original amount or less and for the same reason as listed on the NPDL, they will indicate their 
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decision in CARS and click "Save Interview". If they have made any changes to the amount o1 
the potential debt or the reason for the potentia l debt, they will note those changes in the 
Comment. Agent 4 wi ll be assigned the case by their supervisor, v ia report, and take the 
following steps : 

i. In NEMIS: 

1. Review the Registrant I nfo Tab to determine the applicant's E-Correspondence 
preference; 

a. If the Registrant Info Tab is "E-Correspondence: Yes", update to " E­
Correspondence : No". 

2. Generate an Appeal Denied, Debt Stands (ANAC FA) letter OR an Appeal 
Partially Denied, Debt Decrease (ANAC DD) and select the box "Send To Mail 
Queue"; 

3. Route the case to the FEMA Supervisor Review-Recoupment Subqueue; 

4. Update the Finance Tab to set Supervisor Approva l to "Yes"; 

a. If FEMA's appeal determination is made less than 60 days from the 
mailing of the NPDL, do not set Supervisor Approval to "Yes". 

5. Enter a Comment; 

6. Route the case to Complete. 

15. If both PMS staff and PMS management agree determines that the debt is valid, but for a 
different reason or an amount greater than that listed on the NPDL, they will indicate 
their decision in CARS and enter a Comment explaining their decision. Agent 4 will be 
assigned the case by their supervisor, v ia report, and take the following steps : 

i. In CARS : 

1. Select IHP Appellant Process from the Select an Interview dropdown; 

2. Search for the case v ia Registration ID#; 

3. Answer questions 1-7 in the interview; 

4. Make a courtesy ca ll to the applicant, explaining why the debt has been 
increased or why the reason for the potential debt has changed and that they 
wi ll be receiving a new NPDL; 

5. Click "Save Interview". 

ii. In NEMIS: 

1. Route the case to the FEMA Pre-Recoupment Review Queue; 
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2. Review the Reg istrant Info Tab to determine the applicant's E-Correspondence 
preference; 

a. If the Registrant Info Tab is "E-Correspondence: Yes", update to "E­
Correspondence: No". 

3. Generate an Appeal Denied, Debt Increase (ANAC IN) letter and an NPDL with 
the new amount and/ or reason for the potential debt and select the box Send 
To Mail Queue; 

4. Enter a Comment explaining why the debt amount was increased and/ or the 
reason changed; 

5. Enter a Contact with the title "NEW NPDL CALLOUT" and document in the 
Summary Line based on Section B.15. above; 

6. Route the case to Complete. 

16. Appl icants who received an NPDL and have not yet completed an appeal will appear on the 
NPDL 65 Day Report and NPDL 80 Day Report. 

17. When Agent 4 is assigned to review cases on the NPDL 65 and 80 Day Reports, they will open 
the case in NEMIS in App Inquiry to determine if the applicant has submitted an appeal. 

i. If an applicant has submitted an appeal but it has not yet been processed, the Agent 
4 will process the appeal. 

ii. If an applicant has not submitted any appeal , nor have they indicated in any of the 
courtesy calls that they intend to do so, Agent 4 will process the case in CARS as 
described in Section C.11 above. The case will be reviewed by PMS staff and PMS 
management prior to certifying the debt. 

1. If PMS staff and PMS management determine that the potential debt is not 
val id, they will return the case to SPU. Agent 4 will be assigned the case by 
their supervisor, v ia report, and follow the steps described in Section C.10 
above. 

2. If PMS staff and PMS management determine that the potential debt is va lid 
for the original amount or less and for the same reason as listed on the NPDL, 
they will return the case to SPU. Agent 4 will be assigned the case by their 
supervisor, v ia report, and follow the steps described in Section C.14 above. 

3. If PMS staff and PMS management determine that the potential debt is valid 
for a different reason or an amount greater than that listed on the NPDL, they 
will return the case to SPU. Agent 4 will be assigned the case by their 
supervisor, v ia report, and follow the steps described in Section C.15 above. 

iii. If an applicant has submitted an appeal and has a Contact in their file t it led "NPDL 15 
DAY REQUEST CALLOUT" and dated less than 20 days from the day Agent 4 is 
completing the review, Agent 4 will take no action. 
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iv. If an applicant has submitted an appeal and has been mai led a response, but not 
transferred to FFC, Agent 4 will take the following actions: 

1. Route the case to the FEMA Supervisor Review-Recoupment Subqueue; 

2. Update the Finance Tab to set Supervisor Approva l to "Yes"; 

3. Enter a Comment; 

4. Route the case to Complete. 

D. FEMA FINANCE CENTER (FFC} 

1. Once FFC receives a case, they will issue a Notice and Demand (NDL) Letter to the applicant 
through NEMIS and the t imer on interest fees and other penalties wi ll beg in. 

2. Recoupment Task Force staff will not further review cases that have already been transferred 
to the FFC, unless requested by the FFC. 

E. Waivers 

1. The Disaster Recovery Reform Act of 2018 allows appl icants to request a waiver of their debt 
that resu lted from a major disaster or emergency declared on or after October 28, 2012. 

i. Wa ivers of debt are discretionary. FEMA has determined it will not consider waivers 
for debts previously transferred to the FFC unless a new NPDL is warranted 

2. Appl icants may on ly request a waiver once their debt has been certified and sent to FFC for 
collection . 

3. If an applicant requests a waiver, FFC may forward the request to EDPT. 

i. One agent from EDPT will review the facts and circumstances of the case that led to 
the inel igible payment. 

ii. If the agent believes that the applicant could provide additional information, they will 
contact the applicant. The applicant will have 30 days to submit additional 
information. 

iii. The agent will decide all issues related to credibility or veracity. Referrals for an Ora l 
Hearing will not be made during the wa iver review process. 

iv. In order for the agent to recommend a wa iver, the following four elements must be 
met. 

1. The ineligible payment was the result of FEMA error; 

2. There was no fault on behalf of the debtor; 

3. Collecting the debt wou ld be against equity and good conscience; and 
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4. There is no indication that the debt involves fraud . 

v. If the agent believes a second level of review is necessary, they will notify PMS via 
email to request the addit ional review. 

vi. Once the agent has completed their review, they will return the case to FFC with their 
case review and justification for whether the debt should be waived. 
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About this Guide 

This guide provides basic navigational steps that are specific to appeals processing in the 
Web NEMIS FEMA Appeal queue. Most Basic Web NEMIS processing mechanics are the 
same in the FEMA Appeal queue as in the FEMA Manual Determination queue. These 
basic processing steps are documented in the Web NEMIS Initial Assistance Reference 
Guide, which is included on the “Job Aids” tab of the IA Training and Development intranet 
page. 

The Intention of this document is to build on previous processing knowledge by providing 
detailed steps for Home Repair and Personal Property appeals processing. 

This reference guide provides information about how to: 

• Create an appeal pending line 

• Substantiate appeal documentation 

• Flag and resolve duplicate documents flags 

• Add a substantiation item for a document on file or from verbal verification 

• Request an appeal inspection 

• Review and update verification requirements 

• Generate customized letters to request appeal documentation (ADOC, RFI) 

• Generate ineligible appeal letters (A-INI/A-INFI, A-INO, A-IOR, AAFIN) 

• Award Home Repair and Personal Property assistance and deduct a previous 
award following an appeal inspection 

• Award Home Repair and Personal Property assistance requested with submission 
of estimate/receipt documents and deduct a previous related award 

• Add and award line items not requested with receipt/estimate documents 

• Adjust a previous payment upward or make a miscellaneous adjustment to a 
current payment 

• Finalize and document an Appeal decision 

 

The PMS Policy and Doctrine Unit (PDU) has developed an appendix guide with five 
scenarios on how to use the Real Property Eligibility Calculator. Staff must follow the 
instructions to ensure proper awards are being provided and reduce calculation errors. For 
additional information, refer to the Appeal Processing  
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Create an Appeal Pending Line 

If a case does not include an active pending line for a category of assistance being 
appealed, create a pending line to use for processing the category. 

A pending line can be created using the Add Assistance link at the bottom left of every 
screen or by using the category specific Add links at the top of the Assistance frames on 
the Assistance Screen . 

HOUSIJICIASSISlallCE' - &Id I CJe<Jeb? I Relt'Ctll I EDillltit I &::IIUUllllt I ~ 

C-•{IOIY ~A~:;t Typo Aw;11d lovol Eligibility E:lig O;,~ • Eli9Amt Approvod ,\ppw,,«I 0:do Sch O;,~ Oi:;b Typo Tf'(>u T:fF RobJrnod Roi:;:;uQd Elig Ooo l l'J)O Appc,:il Rojoe1i0t'I Cd Nolo 

> R.egist;¥ .t lnfo 
MomcRcpof lr1itiol F'ei OlR · E:ligiblc · 144':ru: ?~ i~ oat.?2.!2011 ~ .123.~Yc:• 00!'22t'2C1 1 -cH£CK l,;,;!o 

( --------- ----- > 
> l~pc-dion S111M 

Tompo~ry~ing A<>~I A-:;-:;~nco !!!£ ~ ~ IOokiw l Rc}o«T• I TSA A11port I L.-dk,nlWo 

Ca1f90I)' ASS-!lYl)e Ell(llblllt'/ El!gAml Ellgoate • :itan Dt End OI Appl OYe<I Mon.ms f MR AdO.re-ss Cl?)' S!att Zlp CCI t'OSIOtsas1trRE'llt POS-! OIYSteflllCome 

> CommuniCQ,iw, 
Rema1~s;snti. J.D.a.151. ER·Ell;Jl~l:•R:.l'!ISIM'Stnsnoe S04e.OO OQIZZ.12011 '1"1:$ S04iHJO 

> lrdoC«tol 

( > 
TSAEligibilitylnfO 

Authorii od •EligibloUntil L;~tUpd;tod Motol l ock No of App(owcl Rootn:; Kilehon P<'i:; Allowod: 

~ ~ I DokllD IRoj«tTx. I~~ 
~ l'!Jlil:t:Oty ~ • AsstTypeAwarduve+ Etlqibili tJ • EligC>n Amount AWr<We<IApproved Oaie SCh OaieDisb T)'Pt l re-asl)·peR.eJur11E'dR.e-is~ Ellg~T)'pefutld 01~ 

Persons! froDei!( Dlllt Fl<'$1 EPP· Ell;!!:ll ~ • PP. I.OflOO<l l nsursnoe R-=<!1Jhd09122'201 1 S4.393.23Ya O'Qt2Zf20l 1 Cli::CK Allee fedfStsl: 
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QeSleWP ij Soll!'W 
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M,JJ..;:i :b;.1100 9 

To add a pending line: 

Policy Id Comp:inyH:im.~ ·-
> 

1. Cl ick the Add link in the appropriate category frame on the Assistance screen. (OR 
click the Add Assistance link in the left menu .) 

The Add Assistance window will appear. 
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------------------------------------
Add Assistance 

Program: ~ Catejjory: Im REPAIR 

Asst Typo: !APPEAL ! T ::===============-_.:'.._-----~ Eligibility: PND - PENOl>lG 

INONV.10\/INV.NCOMP • INELIGIBLE OCCUPANCY NOT VERIFIED. OWNERSHIP NOT VERIFIED. NON 

COMPLIANT WITH FLOOD INSURANCE REQUIREMENT 

IPND. APP WITH INSURANCE BEING INSPECTED 

ILER.INDM.INSS • INELIGIBLE INELIGIBLE LOOGING EXPENSES REIMBURSEMENT. INELIGIBLE DAMAGE. 

NOT DISASTER RELATED. NO SUBSTANTIATION SUBMITTED 

INSFI.INSS.10\/INV - INELIGIBLE HAS FLOOO INSURANCE. NO SUBSTANTIATION SUBMITTED. OWNERSHI 

NOT VERIFIED 

INSFI.IOWNV • INELIGIBLE HAS FLOOD INSURANCE. OWNERSHIP NOT VERIFIED 

IOWNV.ISC - INELIGIBLE OWNERSHIP NOT VERIFIED. SANCTIONED COMMUNITY IN SAiA 

IOWNV.NCOMP . INELIGIBLE OWNERSHIP NOT VERIFIED. NON COMPLIANT WI TH FLOOO INSURANCE 

REQUIREMENT 

NCOMP - NON COMPLIANT WITH FLOOD INSURANCE REQUIREMENT 

NPNO. NFIRA. NON COMPLIANCE 

PND • PENDING 

WVO ·WITHDRAWN· APPLICANT WITHDREW VOLIJNT ARIL Y 

1. If you used the Add Assistance link, select HA or ONA in the Program field . 

2. Select the appropriate assistance category in the Category field. 

3. Select Appeal from the Asst Type drop-down list. 

4. Select the appropriate pending code in the Eligibility field. 

• Select IPND if the case needs to be reviewed for insurance coverage after 
inspection . 

• Select PND if the decision does not require an insurance comparison. 

5. Cl ick the Save button to save your work. 

After the pending line is created, an Assistance Processing link for the selected category 
appears under the Banner. This link opens an associated category-specific Assistance 
Processing screen. 

~ Confinnation 

l tooRoquremerts 

....... 
tyVerii cation 

Signati.we Cbtlined 

• Status 
Veiied 
Veiied 

Req.Jiremert 
Hotroeowneislngyar,ce 

Oc:,-paOOf 
aw-.., 

Show::llll<lle l>&IWll>I.Y 

Actl Decision IH SUT1mary 

• Stctus 
Vet6ed 
Vet6ed 
Vet6ed 

" RepairfReDlace Total: $9,613.54 Monies Returned : ($0.00) 

Temp HousinA Total : $2,635.64 Monies Reissued : $0.00 

ONA Total: $0.00 Total Fed Funds : $ 12,254.13 

AP Paid: $0.00 Under Repairf!E place $25,831.46 
Mu : 

V Totil Awuds: t l2.2~.16 Undec ONA Mu : m.~.00 

Settlement &id Add toC:aloJa'Or t:rs, lns1.nnce Stttlemert 

lnsuiance Type • Co,,erage Type Claim Dale 

Substantiation Polic-v: Md 

Claim No. Settle Oa• Settle Amount ALE E.x.hauste<I 

8 Correspcndence Rece ive<I 

+/. Cate,gory fof ltems To Calculator Verified ltem TypeJtescription 
Hot':I.Moe l Rcpt.MiscOtl EsiRoplRealProp EsRcp:Regimnrs Sti 

~ 

OuplicateOf !Eceive<I Last Viewe<I 
05/13/2020 OY1 6/2020 8 Appea.Js,K,\lodging.M 9:.0tiet 

Appeals RegatanfsSti 
Rea !Prop 8 1Rq> I 
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Mis:Oth Est'Rcpt 
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mt00a100a16 1e707 
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HA No 
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l+I HA 
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Substantiate Correspondence Received 

In Web NEMIS, you must record substantiation details for each document item received. 
The substantiation process is a way for the system to record whether documents meet the 
criteria required to determine eligibility.  
 
For items such as receipts, bills, and estimates, the item substantiation process is also 
used for payment calculations. Substantiation fields for these items include sub-calculators 
for documenting payment adjustments.  
 

The item substantiation fields for Real and Personal Property estimates/receipts, also 
provide a link used to add line items for payment. 

Access the Document Item Substantiation Window 

Before starting the substantiation process, if there is no pending line for the category you 
need to process, create one. Once the pending line is created, you can substantiate the 
documents.  

• Use the Correspondence Received frame on the Communication screen to 
substantiate documents for:  

o Housing Assistance (generic category rarely used for manual processing) 
o Initial Rental Assistance 
o Moving/Storage 

• Use the Correspondence Received frame on the appropriate category-specific 
Assistance Processing screen to substantiate documents for:  

o Continued Temporary Housing Assistance 
o Lodging Expenses Reimbursement 
o Home Repair 
o Home Replacement 
o Personal Property 
o Medical 
o Dental 
o Transportation 
o Miscellaneous Other/Child Care 
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Access Document Substantiation View from the Communication Screen 

The category-specific Assistance Processing screens for Initial Rental and Moving and 
Storage assistance do not provide a Correspondence Received frame. Therefore, to 
substantiate documents submitted for these categories, use the Correspondence 
Received frame on the Communication screen. 

1. Access the Communication screen . 

Correspondeoce Received ............ • ~ 

kem __ -~ View Document 
Q Moving/Storage ESiro atelReceipt MDV SJOR ES[ RCP l PG 

0 Hou,ing E>penses 

Q Hou sing E.)q;,enms 

Pre CR Home I n-S.J ran ce at Perm 00 

Po, rn Rea I Estate T axes at Perm DD 

Add I Edit 

• Postmark Date Received Oa11, Scan Dale Doc ID Source 
0612612017 06/26/201752 590462 Mai l 

0612612017 06/26/20 1752861724 Mai l 

06/26/2017 06/26/201752861723 Mai l 

> 

2. Under Correspondence Received, in the View Document column, click on the link 
for the set of documents you need to substantiate for Initial Rent or Moving and 
Storage assistance. 

3. The document item will open in Substantiation view. Cl ick the View Full Image link 
to review and verify detai ls of the document. 

- -.. :...r, V .. bftfulll,.,,_ 
-~ 

-~- " 
•-fp.-: MAIIII.Ar "' 

July 1, 2020 
(, I •---<f•I 

To whom it may concern, . _ _,_l-•l ~" ._,_ .......... -- vl 
I have had to move all my essential belongings from my 

,., ... ~11 .. e,,.,.g~ 

damaged home while completing repairs to the foundation and •a- ... A.fip,l-ll tetNr~ • m 110 

other damaged parts of my home due to flooding. I will be 
moVing them back to my home after repairs are complete. 

,- - -"- lliZII 
I am also sending receipts from the moving company and 
storage facility. 

Thank you for your assistance, 

ffE.J«l tlpp6cmtt 

4. Review, update and/or complete the Substantiation questions for the item. 

5. Cl ick Save to save your work and Close to return to the Communication screen. 
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Access Document Substantiation View from an Assistance Processing Screen 

To substantiate documents submitted for CTHA, Lodging Expenses Reimbursement, 
Home Repair, Personal Property, Transportation, Moving and Storage, Medical/Dental, or 
Miscellaneous Other appeals, start on the applicable Assistance Processing screen. 

To access the Item Substantiation window: 

1. Cl ick the category assistance link under the Banner to navigate to the Assistance 
Processing screen. 

2. Expand the Correspondence Received frame by cl icking on the "Plus" ("+") sign 
beside the frame label. 

The Correspondence rows with a plus or minus(+/-) sign in the fi rst column 
represent sets of documents. The # of Items column identifies how many document 
items are in each set. 

rrespondence Recei'I ed 

•I• category • of Items C81cula1or Verified 11em Type.lDucriJ)tion DMARTS Document ID Duplicate Of Receivtd La st View 
Appeal~Cont AS!l,HA 4 CA forrn 1660,NA AC)I u r,ReaIProp fSlRqH m 1ooa1ooa1016183 10112n-01a os101no. 

(B Cont As CA Expense ~CA lnoome,CA l ease.CA Rent Rcpt a, 100i100a101622a m100a1 00a1017a2c 1012312018 01t17nO I\ 
ffi Cont As 12 CA Expen,e$.CA Income.CA Leue,CA Rent Rcpt n1 100a100a 1017a2c 01/29/2020 04/24no.V 

HA Ori-..er"s Llcen3e 

3. Next, click the "Plus" ("+") sign beside a set of documents to expand the list that 
contains individual document items. 

The illustration below shows a set of documents that has been expanded . 

8 Corrtopondtnco Re<Oivt<I 

,:J;,.C..I-r,,,y 
lfll'PP"al• HA Loc!g, ~ .Mis:.Oh er 

Apj)t>I! 
HA 
Lodgi~ 
Mi9'.0~tr 

l+l HA 

fofftems ToC..leu~tor Vt rifit<I fttrn TyptJO.,• ription 
l Hote!Mo&I Rq,t,llis<Oh E!l,Rcptflea!Prop E• Rq,t flegi!tGnrs Sta 

R,gi!tr,w,rssia 
N No RealProp Es!Rq,t 

Hott!.Mo■I Rq,t 
MinllhE!rRq,t 
Rea IProo E.slib t 

!:!ti.I! 

llAARrS OoellTlt nl: 10 Ouplic.ate Of Fectived Last Viewed 
m10Qa10Qa1§1e7Q7 05/13/2020 C411&2020 

IZ0031Z18 I ...i6. 05/13/2020 OMM020 A 
,.;l ;~;;;;;:W.;.110"'"1 __ _._ ~ :;:;;;: := 

170031830 05/13/2020 OMl!/2020 V 
m100a100.f81ea85 05/14/2020 05/2 1/2020 

4. Next, click on the DMARTS Document ID link for an individual document item and 
the Item Substantiation window will open. (The Document ID for an individual item 
is smaller than the Document ID for a set of documents.) 
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The top of the Item Substantiation window displays the list of documents included in 
Document set. Highlighting an item in the Substantiation Window will display the 
Substantiation questions to be completed for that item. 

Item S.ub&tant111t1on 1:1 
CotrHpotldtMe~C"Ye-d ~ ~ I\ 

Cetegory 

Appub,HA 

# of Items To Calculator Verified Item Typei1>euription 

HAA;illr,Olh tld, Aptltr,Rc.aFfop blAcpt 

HA 

1~ 1 
" ":Ir"'"",. .... : ,111 ,., .. ,_,., ,..,. 

NA.Aplltr-

Olh UdsApl ltl 

Real't()t) E91Acc,t 

408 law that states that .ill dogs .ire not allowed cit la,ae, dots have to 
be on a leashed or contained ln,ldei rence on tht owncn. property at •II 

Umts.. We cannot iend A letter statin.g about th• break.ins In this :.rea 
due do thl H!PPA 1.itw and it woukt give tile whole netIhborhc0d a bad 
name, 

I APPEAL 

Therefore, I am ~t::nding 111 receipts for the cottttt cone tor and chain 
link fence and post .ind ,;ate to m;,kc the repel.rs- tu the f nee that the 
torn::ido dl'!$troyed and ,.,,med my doa out o f. 

I APPEAL 

,'t I request someone to come and iiup,ect the dam3a:e-s I r'.' r~ew the 
d.amage-s. 

1 h.Jvc tricd t o gct an estimate fo r the- ceiling in rrft/ dmi room cau.sc-d 
b\' the toma.do t hat ripped t he tin k>ose from my rnof that $0f'l'le0t1u 

et,e rtp~ired i t no cos:t for tho rt)()f for me, so my son John 

S:Wd he wovld ~pair tile cemne U we C'Oultl 111\ th1e cost the matori;ds, 

w hich w-ould include a 4 foot • 8 foot o f S/8 1nch stieetrock at $13.98, ~ 

roll tape at S2.18, a bucket of m ud at $16.17 from Lowe's and at le,Ht a 
i:r.:.tlnu nf whit l" int,.rinr n,11in ;rt ~11.'llt. whirl, wnu1ri r.n~t m• ~A.,., 

OMART• Document ID 

M100•100•161kUt 

1700691 19 

170069118 

170069120 

Duplicate Of Recerted l u t Viewed 

06JW2020 

06Jl>1/2020 

os.01n020 061171202<1 

O&J01no-20 

0 This Ooc1,1mtnt Is • °'4)l~llt ol: 

• image page number(s) 

• O.te or ~1 Letter? 

· wturt type or Kou sing Aaai:ata.nce is being 
appealed? 

• l:s lhe Appeal Letter signed? 

• 1tem Type: ""I KA""-""= '=Ll• __ __,v j 

! ttome Repair v I 
®ns O uo 

Vertfled: I NoU.ppllclbJe v I 
IUt'li • It em. duplict:te? 0 UN<llOWtl O vts O 110 

@ 00 not &dd this Heern to the c:Akuhl-tor 

-
< > 

• The bottom left frame includes an image of the selected document item. 

o You can use the View Full Image link to view the item in an image viewer 
application . 

o You can use the Back and Next links and/or the Page field to view the 
previous or next page of a document item. 

CAUTION: Substantiation questions apply only to the item highl ighted in the list. Use of 
the page navigation tools will change the page displayed but will not display the 
corresponding Substantiation questions for other pages. When in doubt, highlight the item 
to ensure the substantiation questions being completed are associated with the item. 

The bottom right frame identifies the document Category and Item Type and provides 
substantiation fields for details from the document. Substantiation fields marked by an 
asterisk (*) are required for Web NEMIS to save substantiation. Complete all fields for 
which information in the document is available. 
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Substantiating Document Items 

Substantiation fields are customized according to the document category and item type 
you are substantiating. In general, when substantiating documents, do the following: 

1. Review, update, and/or correct the Substantiation fields. 

• Ensure the Category and Item Type field entries match the document type. 

• Ensure any existing entries are accurate. 

• For Estimate/Receipt/Bill items, Use the sub-calculators to enter the receipt 
amount and any adjustments. 

• the Adjustment field and sub calculator is used to make any deductions 
from the payment. 

• Select the appropriate response in the "Verified" field based on document 
review and associated verification calls. "Verified" confirms that all field 
entries were correct. 

• "Is this item a duplicate?" field should be blank or set to "Unknown" during 
initial review. This can be updated later if this item is identified as a duplicate. 

• "Do not add this item to the calculator" check box is used for items that 
are not used in payment calcu lation. This field must remain unchecked for 
items that will be used in payment calculations. 

D This Document is a Duplicate ot 

" • Category: !~ A_PP_ea_ls ___ v~j • Item lype: l~HA_ A_P_I L_tr ___ v~j 

• Image page numt>er (s) 

• Date of Appeal Letter? 

• What type of Housing Assistance is being 
appealed? 

• Is the Appeal Lener signed? 

I Home Repair 

verified: I Not Applical>le v I 
Is this item a duplicate? O u11KNOWII O YES O NO 

lom312020 

®YES O NO 

0 Oo not add this item to the calculator 

IWtGMI MHt+iM 

2. Cl ick Save to save the substantiation entries. 
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Add a Substantiation Item for a Document on File 

Specific substantiation items are created in Web NEMIS for each document indexed into 
an appl icant's file. Substantiation questions help to ensure documentation meets eligibility 
criteria required for processing. 

Sometimes the substantiation items needed for certain documents are not created during 
the indexing process. 

When a substantiation item was not created during indexing for a document, or you need 
to separate multiple items, you can create a separate substantiation item. 

To add a substantiation item from the Item Substantiation window: 

1. Access the Item Substantiation window. 

If the document contains two receipts or other items you need to substantiate at this 
time, substantiate the first item and click the Save button . 

2. Cl ick the Add link at top of the Correspondence Received frame. This link creates a 
new substantiation item for the document set. 

< 
~ 

NORTON CONSTRUCTION LLC 

= ., '§:~- , .. ~ 
~- --
~~~;::.,o~) 
.,....~~ •.ot 

~eo,.-q) '°°' 
~ ~~.-ttO,-,sl 
""1_._..,. (......-)...,~ .. - · ... 
~~~--,o~ ~----,...._ .. 
~~p.,..,-10,-> 
~-·- - •-« .. 
Fi'ld ...... ~-.imo,w-~ 
~ -f)l,:IDAi~~~ ---- -w~.__. Qr Ml'ilff10V FJt1'tFW"l'k::N'O 

... es 
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HoteNold ~pl.Real>rop EstRcrA 

Ae.ropfSIRCPI 

HotetMolefRl!pl 

m100a100a161f3~ 

11COSOl1 1 

170050392 

051211202♦ 06,112/2020 

G-S'21.IZ02f 06' 12/?020 

0512 1.no21 0611ono20 

D n1sOo01.mHck a ~lca .. ot; 

" •ca1egory: LC...!HA __ ___,v ! 

• Image l)age number(t) 

• DiHster Relat ed? 

• Company 111me, •!ktrna. phone number 

• Peyinenl Type 

• Receipt Amou flt 

• AOjtJstments 

• Item Type: I R~tP,op EstRcpi 

~ 
l===:::J 

On$ ®uo 

@YE$ O to 

I s1andal'd v i 

SELEcr I.ME ITEM TO COWAPfJN:JO 

~ 
~ -ii 
~ -i 

.r,:..---
Ver ified: I 1o1 lppliic-,,le v ; 

> 

@ Do nol add thi s hem to the clk:ulator 
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3. The Add button opens a new, blank substantiation area. Choose the appropriate 
Category and Item Type from the drop-down list. 

•Category: • item Type: 

►#¥! 1■ii+i◄1 

Once the Item Type is selected, remaining substantiation fields that are specific to 
that item type will appear. 

4. Modify and complete the substantiation questions for the new item. 

Hem StlbstanM.bon l3 

Category 

HA.lodgi,g 

HA 

toflem-. 

2 
ToC.kulotor Verified lten:1 TY?CJ0e•crip6on 

Hotd'Mold A:pt,Re#rop Esdtcpt 

Reaf>r09Es!Acpt 

l~"9 

< 
~ -------

M1y I!, 2U?U 

H;\.iA 
t'O~ IOt.), 
u !"'"""a,~ MT),M':t>. -.:)~$ 

Kr: MlilMI\IJtCS(i~.NT ltr.Qll'f.~r 
1.>iNot«Ni.ffllbl:r:.4Sl!I 
Jf..\fA"""1~1tN\wllbcr.SWJIII'? 
J"M.., ,r t,-· 0 ?,1:llfi->Olll 

HotelJUoletRepl 

Ot,n & t➔r,. .. , • .,.... 1t::1r11rll 
l lti<1:11_n,:,d.i: 4~19 

HitA;i.tn11int1#; <112,t ~<J 

Rt:~-.i,««ill'II •~ lleiurwt.utkd u •~ lfof ldm~ fur lbl:,~YUI~ du.:5111; Ibo 
1tr<,,l.')',,"fthcA,.,1.,........,_..,..._.1•hkW1!Qyinow~ 

I, M\MIL-10 
2. ~.o.(;o:uuu.:t,:,a1Lt' 
1. i::o:ts 
4. ~·tSct,lk 
, . E'(o;uth(,Qrpet.-:D,,c,UC'41Qng 
Ii. 7.,n 1,111,'11W.:ll 
7. M.,. •• 
.. "1{'00 

S ~l.ii4 
1,:1,J.MJ.IU 
SUOOhl 
$4~J)(.l 
S >llQ,00 
$ ,...., 

$ 7'0.110 
S J.IJUI 
J.M¼.47 

htild.G-: ....,. l7da),,il v--,i~lew:n'Po(ffli~IDOldi11h:N.1~~11"'~"'~ ~ , 

&101'-Cm-tcu.;ti~ .U C • Rmio,• of mud •kn 11)(.t. L'UUldiontriniC'41l'rt. ~ podlwt. 
__,., {IIIO'lt'. 

~ Kc.-,J ,.,, f;.-~,,:kJ.t.iy,i.,,lh..a ~'11 '-t..ilthodi.dw-'. • nclOll)a.:~ ...-..io.off\tlkl!ly 
ti•ll11""")t""" •lf)l(m'.,.-aff. 

Ol't°b Ss:rris: Ssrrba· ,")~ ..... , '"he,,_,.,...~ i: , .. 11.> .,11,bnerlfN Ulo.k,111,lf .... 1.,.. l,, <1 'Y«t, 

fr~CmJ>et~D!!CI~ O!K-1 v«lfftaod»~sa'lllobcdUWl'f"-fullcf'
0

fl'lltd. 

z.tflbu•t WCM~; Wt Q 111.c tO tlll'sallWddu.DN Mt..,._ t~ol wft)~I 

5. Cl ick Save. 
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OMA.RT• Oocumeat f.O 
m1t0.a100al610a6 

17tOS0391 

17tOS0392 

OupQteOf 

D Thl1 Oocumtn1 h a Oupt.,cate of: 

Rec.eiYed 

0512112020 
OSQ-1/2020 

05t21/2020 

LHIViewecl 

06/12120?0 
0611U20?0 

06/10/20?0 

/'\ ·Category: ._I A..,,- '-• -• ___ ...,_,: •tttmlype: ._IHA_ Apt'-Lt_r ____ v__,! 

• Datt of Appeal LeMr? 

'What type of Housing At tlstuee It betng 
appeated? 

• Is tlte Appeal letter ei;i:ned? 

Verified~ I NotAf)llliCable vi 
ltlhlsitema <lupliclte? i)u1IQIOWI 0 Y£S 0 110 

Ons O hQ 

> 

D Ol>not&4dthtlilemt<>~<:11C,lator 
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6. When you save a new substantiation item, the Item Substantiation Description 
pop-up will prompt you to enter a description of the item. (In the example, "Home 
Repair Appeal Letter'' would be an accurate description.) 

@J Item Substantiation Description •• Webpage Dialog X 

Docum ent 10 : Sourc.• : Fostm ark Dai• : Rao.iw<I Date : 

It em : Ht u n F- 'f'I , , Oocum ent Date : Scan Date : 

Description : II I Image 0 : 

IWtB◄ ►Shiidll 

7. If needed, select the next item to be added by clicking on the Add link and follow 
the steps above to substantiate that item. 

8. After saving the substantiation for all items, click Close on the Item Substantiation 
window. 

9. This will return you to the Assistance Processing screen. 

Add Verbal Substantiation Items 

A substantiation item is used to fulfill an associated verification requirement that must be 
satisfied to process a related category of assistance. In some situations, we can add a 
substantiation item from information obtained verbally (from the applicant or a third party). 

Some examples of verbal statements that can be recorded as substantiation include: 

• Insurance company's verification of an appl icant's insurance settlement details 

• Insurance company's verification of denial , coverage/lack of coverage, or failure to 
file a claim 

• Landlord's statement verifying the need for an applicant to relocate 

• Mechanic's verification of disaster-caused damages to an automobile 

If you substantiate processing criteria verbally with an insurance agent or other party, and 
a document is not on file for which you can record the associated verbal substantiation 
details, you can use Web NEMIS tools add a verbal substantiation item. 

You 'll need to use different steps for insurance coverage or settlement substantiation than 
you will for other forms of substantiation . 

Appeals - Reference Guide 15 



 

Appeals – Reference Guide  16 

Add Verbal Insurance Coverage and Settlement Substantiation 

You can add verbal insurance coverage and/or settlement substantiation received from an 
insurance company for a Homeowners type policy (including Homeowners, Mobile Home, 
Condo, Renters, and Flood insurance) from various locations. 

• From the Assistance screen, click the Substantiation: Add link in the Insurance 
Substantiation/Settlement frame if a policy record is not on file, or click the 
Settlement: Add link if the policy record is on file.  

• From the Home Repair/Personal Property Assistance Processing screen, click the 
Substantiation Policy: Add link if a policy record is not on file, or click the 
Settlement: Add link if the policy record is on file. 

The following instructions step you through the process of adding both policy and 
settlement details. The screens and steps are very similar to the steps for adding 
insurance details on the Insurance tab in older versions of NEMIS. 
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Policy Details 

To first enter detai ls about the policy: 

1. In the Insurance Substantiation/Settlement frame, click on the Substantiation: Add 
link. 

Insurance suos1an11auon1seI1ement ti'IBA N a101enance Reauremem No suosiantiauon: &JI.II ElJJJ senement &JI.II ElJJJ lieU) 

Source • DOC ID Ins Type Claim Sli'ltus Settle Date Strucl ue Amt Contents Amt Offler Amt Claim ~te C aiillltALE ALE Amt Policv Id Comoo, v Na1r 
Subsan1iat1on5236C054RentfJl(lV/IJII Contemsontr COLB:Ooied 0611412018 $0.00 so.oo S3.000.00 03/22/2018 ,.... o GT8750676000A!B.11ance Soe 

< > 

2. In the Add Substantiation window, add general policy and coverage information : 
- ,.D_D_ S_U_BS_ Tt._N_TI_ t._TI_ ON ______________________________________ EI~ 

General 

Document ID: ~ 2360082 

Posunao-k Date: I 
~==:::::::'.....--

~ Item: ~nsura nee Policy 

W ePolicy 

Source : IVerba l/App licantStalsment 

Received Date: los/2812018 I Scan Date: ~--­

Des cription: Verba I S ubstantiaton from lnsura nee Co 

Image IC>. ~ 

;_-===: 
Document Dale: ._I ___ __, 

·ins Type: I Mobile Home (O/R) 

Phone: ~14567800 

v i Polley ID: IGT8750676000 I ·company Name: I Assurance Special~ 
~==:--------;::::==:::::;----' 

Eff Date: I E,cp Doted Input Source: I Subslantiation 

Pol icy Coverage 

Coverage: 0 Contents 

Deductl:Jle Amt: $0 00 ~---~ 
Coverage Mi$: 

Covers Entire Household: ~ 

Insurance Sefllemenl 

OOC IO Content( •Other • Structure 

No nsur anco Sottlormnt ,.,,.. to display. 

0 Other 

Coverage Amt: lso.oo 
::::::::==~ 

Deductible Amt: $0.00 ~---~ 

0 Structuro 

Coverage Amt: 1$0.00 
::::::::==~ 

Deductible Amt: $0.00 ~---~ 

Mortgage Payoff Required: ~ Interior Struct Dm g: ~ 

Settle Total Claim Date Claim No. Claim Statu< Sett~ Date 

Wfi':◄ WWII 

• Insurance Type and Company Name are required . 

• If ALE is covered, use ALE field to indicate YES. 

ALE:[3 

PP Loss Flag: [3 

J!LE&hau<ted Note 

• If the applicant has ALE coverage, check the "Other" field, and enter the 
ALE Coverage/Deductible amounts there. 

• If ALE=YES, fields appear for arrangement detai ls. 
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Settlement Details 

To add detai ls about the settlement: 

1. If you added policy details first, on the Add Substantiation window, click the Add 
link in the Insurance Settlement frame. 

OR 

If you did not need to add policy details fi rst, cl ick the Settlement: Add link on the 
Substantiation/Settlement frame of the Assistance screen. 

2. In the Add Insurance Settlement window, add general information and settlement 
details. 

Ano SFT r LEM~tlf El 
Genera l 

Document ID: ~2360082 

Postma-k Da1e: ~I--~ 
kem: i1nsurance Se ale me nt 

I 11surance Settlement 

Source: I Otier Y I 
:::::===:::;-------::...=-=....::::'.--

Received Date: 10512812018 I Scan Dato: j 
Descr f)tlon: Verba l SubstMobile Ho 

Image ID: ~ 

DocumentDate: ~I --~ 

Claim Dae: I 03/22/2018 Claim No: 10□ 1020481 17 Claim Status: iaosed vi "SettleD.-e: I0312&/201& I ALEExhausted: I YES v i 

-Covorago 
Type: 

*Settlement 
Amt: 

Note: 

0 Contents 

ISS,500.00 

• Settle Date is required . 

0 Othe r 0 Structure 

ls.3.ooo.oo I S30,0000.00 

/4 

• A Settlement Amount required for at least 1 coverage type. The settlement 
amount must be greater than 0. 

• If the entire ALE settlement amount has been disbursed and no more ALE is 
forthcoming, select YES for ALE Exhausted. 

• Use "Other" fields to enter the ALE settlement amount. 

3. After completing insurance settlement entries, Save your work. 
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Add a Substantiation Item from Other Verbal Verification 

To add a verbal substantiation item received to verify information other than insurance 
policy coverage or settlement details, you'll use tools on the Correspondence Received 
frame of the Communication screen. 

Some examples of verbal statements that can be recorded as substantiation include: 

• Landlord's statement verifying the need to relocate 

• Mechanic's verification of disaster-caused damages to an automobile 

• Insurance company's verification of denial, lack of coverage, or fai lure to fi le a claim 

Just as when processing appeals in earlier versions of NEMIS, you will need to record the 
information received during the courtesy call in a detailed contact and/or comment, in 
accordance to processing guidance. 

To add a verbal substantiation record: 

1. From the Communication screen, click the "Add" link at the top of the 
Correspondence Received frame 

2. Complete the data entry fields 

3. Cl ick Save to finish the new Substantiation item. 

I 
Ccwn~ Atoeivtd l!tll .... Vif.w Ooc.umtnl • Po11r.Uflt o.tt RKeivH D1W Soa,i D.alt Doc IC 

Bi:IWtEQW.I6 AQOC£WI-NAS!Ne\Y!'iAEWIDOCNAOMf9$rCOOC9'Mll ,,rom,o 114V2010 131 
......... -..-... U.&I "" ..- ll""-.. ..-,,...-, .. 14.....,.0,,.,., 

o­
o-­
o oma1Qn°""9t 

-·· •7'-·Uil' - •t~Sfi.l{lll[WV --I._!---~ 

I• Comm\lnic-lliotl 

➔ lnfoCorttol 

➔ IUHisloq 

.... . ....UIIOWC$P4f1Ul v o.t_,.,._ 911.M, 

--•~"""4lllC.-..flDj . ,..o, 

:::::J -~·~ --' I Sunwn~rr 
Q AOOC,SEAL.,...._STN.-.~ ELNA.t00CNA.O'tW.OOC:.OOC.OWN 

.. _ 
ADOC ·APf'IW.-8fOU£$T ,......,_,.!.....] ..., .... i--::: ... , 

Q &JP£R.SEA.l,0£CISIOH.IRCT ,DHTL_IISS..MOJISS 

o ..co<=ur.­

< 

...... .., 

~ATl()\I 
1
- i-1181111< 

Comn-An.15 06/21J201) 0~ 14 sn-Ritenour Ftt pd @•td)Appnzylll RnP:f LER OIi 

Commetta0&'0Ql201204 O&C#Mli• J.oi,on QslQd tl')ff AO,( §EN APPEAL PP 
(.omm,e,,.a Ol/01/1011 ot·•• MAAK FUeHS AUT0W. TEO Tf$'T UTTER Wtw 
Comrr.c.n.tt02.101no1104a<1Wr.RK,t,1CHS AUTOYAT£QTE$Tl.ETT£A L-ec:a-
~0113112011 10:.37 Shef¥1 &9d1n AUTOMATED ~EATE. NEWNOO LETTER IN Cre.:ii, 

< 

iiii:ii ma 
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Flag and Resolve Duplicate Documents 

Sometimes applicants may submit multiple copies of a document (or set of documents). In 
Web NEMIS, identical documents can be flagged as duplicates. Flagging duplicate 
documents helps to expedite future case review and identifies the “master” documents that 
were used for eligibility determination.  

Documents flagged as duplicates remain in the applicant’s file and can be accessed in 
Item Substantiation view. Calculations on duplicate documents are not applied to the 
Payment Calculator. 

Some Items are flagged manually as duplicates, and others are flagged automatically. 
Items not used for payment can be flagged by agents during the document substantiation 
process.  

Items used for payment are not manually flagged during the substantiation process. Web 
NEMIS automatically checks payment items and will automatically flag duplicate payment 
items that have the same date and amount. Duplicate payment items are flagged in the 
Payment Calculator with a “Review” status, which must be addressed prior to payment.  

Flag a Duplicate Set of Documents 

If there are multiple copies of a complete set of documents agents can manually flag a set 
of documents as a duplicate.  

To determine the duplicate status of a document set, open each document set in the 
image viewer and compare each document item. Ensure the information in each set is the 
same by comparing document dates, addresses, written text, estimate/ receipt/ settlement 
amounts, etc. 

After you’ve identified a duplicate set of documents, determine which one should be the 
“master” set and which will be marked as a duplicate. The “master” set is the one to be 
used for processing. Identify the DMARTS document ID for the set of documents you want 
to be the master. 

To manually flag a duplicate set of documents, access the documents on the Assistance 
Processing screen in the Correspondence Received frame.  

To indicate a set of documents is a duplicate: 
1. Expand the Correspondence Received frame,  

2. Expand the set of documents to be flagged as a duplicate and select one of the 
individual item links within the set. (This opens the Item Substantiation window.) 

3. Under the list of document items, click on the checkbox “This Document is a 
Duplicate of”. 
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c..:onv, pon,»nce~•v~ 

To C;,le-ul~or 

< 
~ 

Vcuifiod ltom l y p•/0:, cript ion 

I-IA.AP L« 

W.Aio! Ltf 

Page: [G Next» 

WART, Ooc-u ,. o nt l O 

t11i100;,100;,1il20of;, 

1700038'» 

Oup ic,;, to Of 

... D n,Is ooeuneflt is a DuPHcateot 

Ro-ooiY• d 

08/13/2Y.!O 

06/13/2020 

L;,,t Viowod 

06/IM<rn 
06/15.!!020 

> 

" llem Ty1>e: ~ll-fl_Ap~I _L:r ____ ...,.~I 

~ Dote o f A ppu,I Letter ? 

• w h ~ typ,c uf Hou >iogA>)i>t.m~ i > ~iog 
appe;11e<1? 

• I> ti~ Appc,a.1 l ctt '°r >i g o '°d ? 
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I11:)n)t Repat" 

@yes O IID 

Ver lrled: !NotAp(>I IC,11)1@ vi 
1, th.:; it.m , d upli<,;,to? Q UM<~IOWN O YES O t,o 

0 Do no t •dd thi) itt-m to the c;i,k;ul,tor 

IEIDI 

4. In the Duplicate Document pop-up window, select the DMARTS Document ID 
number of the set to be used as the Master. 

------------------------------------------_ ..._ ..... 

.... ,.., 

5. Click Save. 

.... ,..,.ia. .... .,._ 

•"-•l• 
•A#ll• 

lliia ICCII 

CIUllll'•0.-•111111) 
-X--«•· ....... ·--

........ .. 

---.. 
........... ~ 

Eal 

6. Click Save on the Item Substantiation window, and then click Close. 

After you return to the Assistance Processing screen, the Duplicate Of column in the 
Correspondence Received frame will display the DMARTS Document ID of the identical 
"master" document set. 
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Flag Individual Document Items as Duplicate 

Before flagging an individual document item, carefully compare the item to the matching 
document item. Check the document dates, addresses, signatures, etc., for any 
differences 

To indicate an individual item is a duplicate: 

1. After opening the document item, select Yes on the rad io button beside the 
substantiation question "Is this item a duplicate?" 

2. Cl ick Save to save the entry, and then select Close to close the Item Substantiation 
window. 

CMARTS Document ID 

m1~ 100o.1820cfo. 

17<X»3803 

oup11ca1e or 

D ThlS OOCU11enus a 1Jl4111ca1e ot 

~ ~ 

Recervea La s t V l~eCI 

()8/13/2020 0611 St.?020 

06/13/2020 re/1 5/.2020 

--~I > 

"' • cateoorv: =IAP=P<=•'• _ ___,v l • Item Type· "-'l~ '-'-'A=pl lcc...tr __ _,v l 

V 

• Date of Appeal Lt tter ? 

• W hJot typ-o t:I l-louc ingA ccichn eo i , b9ing 
ap pealed? 

• l :t Uc Appca.1 L etter :ti g n ,:d? 

I 1-1one Rep.air 

Ve:r ificd: I NotAppl ic•b~ vi 
Is this item a duplicate? 0 U~tOWN O YES O NO 

IIE!lmll 
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Resolve Potential Duplicate Documents Flagged by Web NEMIS 

Web NEMIS checks payment items and automatically flags duplicate items. The system 
automatically flags payment items that have the same date and amount. Duplicate 
payment items are flagged in the Payment Calculator with a "Review" status displayed in 
the Possible Dup Doc field . This status must be resolved prior to payment. : 

P;ymc,ntC;i!e:ul:ib- Show: I Pending vi 
Item Asst Type Elig Code Receipt Da\e Pending Elig Amt lnelig Am! Previously Paid 

~

It Oeleteltem MiscAdi !!!!It 

Adj for Prev Pmt OMARTS Doc ID Im Possi'ble Oup Doc Oup Set 

Ao:alPf'op E~tRcpt . ACTlJAL Mc-;mnq; &4'1 PND . Pcuiding 07!.20i'2020 S2,500.00 09-000001902h19Gb Rovicw 2 
RealProp EstRcpt-ACTUAL Heatinq 6U1 PND - Pend~ 071.291'2020 52,500.00 09000001802h186b I Review 1 
line Item Total PND- Pend~ S0.00 
Ponding Tob i 

Eligi:bl o Tob i Aw:ar d 

Misc Adj 
Adj ust for Prev Pmt 

S.S,000.00 

50.00 
50.00 

S.S,000.00 

est~: I Hone Repar V j Olao!li J.ss1 Type: I 1nitisl vi O Flood lnsura.11.oe 

Elioib ilit)'Code: ~IP_UD_· P_en_ding~------------~v le1oComboWilMI 

To resolve the Review status of an item: 

IKfflfflM! 

1. Click the linked payment substantiation item in the Payment Calculator. 

Show: I Pending VI 

Item 

Re.11IPn:p EstRcpl • ACTUAL He..itinq· 6-Ut 

Re.11IPn:p EstRcpl • ACTUAL He.atincr 6-Ut 
Line Item Total 
Ptllding Total 

Eliuible Total Award 

llliscAdj 
Adj ustforPrev Pmt 

Asst Type El ig Code Receipt Oa\e Pending Elig Amt lnelig Amt Previously Paid Adj ior Prev Pmt ONARTS Doc 10 

PtiD - Pendi~ 07/29i:'2020 $2,500.00 09000001802b18Q 
PtiD - Pendi~ 07/29i:'2020 $2,500.00 09000001802b18Q 
PtiD - Pendi~ S0.00 

SS.D00.00 
50.00 
50.00 

SS.D00.00 

Cst~ory: -tome FlEpS.ir V ~ Asst Type: I ini tial v i D Flood lnsuran-ce 

Ellgl:>lll'tfCOCt.e: ~I P_so_•P_u_oi119 ____________ ~YIE1gcomx,w1~ 

This will open a two-pane view of the corresponding Item Substantiation . 

lmag:e # Possi'ble Dup Doc Oup Set 

1 Revi~11 1 
1 Revi~lf 2 

2. The substantiation screen now contains the question, "Is this item a duplicate?" 
(which was not included in the initial substantiation screen.) select the appropriate 
answer (Yes or No). 

llll"m $11bslalbll1<>n r 

-----------·- ..... 

P..,..;ting~Amwnt 
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~ 
1,,,,,,,.,. I 

@YES O NO 

@YES O NO 

~ 
SCU:Cf l.N PU fO OJW'AAEJAOO 

lliZill 

~ 

~ -ii 
~-ii 
~ 

I 
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Answering Yes to "Is this item a duplicate?" removes the duplicate Item from the 
Payment Calculator. 

h• m 

Re-... lProp E,.tRg,t • ACTUAL H~,eting~ 
Line ltt m lot.al 
Ponding Tob i 

Eligiblo Tot;:I Aw:i.rd 

Mi,-~ Adj 
A<IJUSt tor Pre-v Pmt 

Ac.d l yp& Eh9 C~ R8Ceipt 0 ffl 

PNC · Pe.,din~ 07/29,!2020 
PNO - Pe-nOln,g 

P•nding Elig Amt liwihg Arn t 

32,500.00 
SI .800.83 
s.,uoo.aa 

.... 00 

"'·"" s.,uoo.aa 

Pr•viot..ic.ly P:aid 

C8le<iOtY: IHomcRep,c,.r v j Q:,j(g A.sst Ttp,:. l lniticl v i □ A ood ln, u,.,,~ 

Eligibil ity Code: ~I P_..,_ ._• •-'"-""~ --------------~v laigCombo \~uwd 

&l!ILUtl:CU ~ ~ Hilt 

Adj ior Prcv Pm t DWI.RTS Doc 10 

0,00,0001&02b186b 

Answering No to "Is this item a duplicate?" allows the Item to remain in the Payment 
Calculator and displays No in the Possible Dup Doc column for that item. 

Show:I Pe-J101n0 vi 
, ...... 

Ro:io lProp E!;tRopt . ACTUAL Mo::ifing; «A1 

Re-... lPtop E,-tRq;,t •ACTUALtl~,etinp 8441 
line lt ie m lot.al 

Asst f'rp,e Ella C-Oode R.ecei.l)t Da te P<Nldif\,Q El ig Ann lne llg Ami Prev iOusly Paid A cJJ for Prev Pmt OMARTS Doc 10 
PND . Pc.nding 07}20/2020 S2,500.00 09000001t-02M Ub 
PNO • Pending 07129/ZOZO S2,500.00 O-'<><K>OOHM)2b1Mb 

1rna ~ # Po ssib1e0tt:1> ~ 

' .. 
1 ft,:_yi.,, _ 

Ponding Tob i 

Eligiblo Tot;:I Aw:ard 

Mi~,;Adj 
AOJust to, Pre-v Pmt 

PKO · Pen01no 51.300.88 
se.to0.aa 

S<>.00 

"'·"° se.to0.aa 

CStegoity. I orncRcp,oir v J QlaQQj: Asst Type: I 1raiiiol v i O Flo-o-4 ln, ur.:l~ 

Eligibil ity Code: .._I P_1,o_._••_, ._;no=-----------------'v l e1igConi:,o Wi:.ofd 
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Request an Appeal Inspection 

To request an Appeal Inspection: 

1. From the Inspection Status screen, cl ick on the 'Request Inspection' link. 

➔ Overvie-w 

·~ Registrant Info 

➔ Assistance 

i> Inspection Status I 

View All Seq #s I Compare/Review I Inspector Cornmmts I Data Change I Attachmmts I Reooe;st Inspection 

There are no prior inspections 

t 

2. The Request Inspection window will open . 

Request Inspection l!J 

Inspection Reason: I Reinspect v I ::=====:::::;-----~ 
Performed By: I Contractor v I 

Contractor: ._I __ v_,I 

Priority: I No v I 

l►P◄I i+MBAII 

3. For Appeal inspections, choose FEMA Appeal in the Inspection Reason drop-down 
menu. (The other drop-down boxes should remain as the default selection.) 

4. Cl ick the Save button. 

Appeals - Reference Guide 

111\i~ RHi«s R ..... SP6(t ..., 

l'ffl'anne,j 0y, ConoaclOI' Re uested C01reclion 
• • I t : • 

Controcl!or. FEMA Conecfi,on 
Pnorily. lnibal 

Missed Jnspecboo 
Ou1:1eac11 lrnpeo1ion 
Quality Anuram:e Re111.,pe<:C1on 
Re1nspe<t 
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5. When the Request Inspection window is displayed, record a comment to explain the 
reason for the appeal inspection and note damages to address in the inspection. 
(Example: "Special Attention to floors and electrical components") 

Add Comment/Contact ICJ 
•Type: ~ Comment O Contact 

Type: NSPECTION REQUESTS V Spoke To: V 

Sub-Type: 

Topic: 

APPUCAt~T REQUEST FOR NSP£CTION V 

V 

"Current Location: ~ w Tempo<ety Rental 

Registrant Info Verified: 0 

Location Identifier: "-19_1 _____ ~ __, 

A1to6€fll!ITTlte 

Outbound Contact Number. vj 
Related Documents: I APPEAL LEm,R, 4 PAGE. v I 

------

• summary: ls1 - APPEAL INSPECTION REQUEST 

Details: App submitted Appeal requesting additional assistance. Appicant indicates 
damages not addressed by previous inspection. 

Please perform a complete inspection with Special Attention to: 

Electrical, floors and Access 

v, .. w- APPEAL LETTER, 4 PAGES, 

Delete Draft 
------ Wtti◄ F+MB#NI MHi¥1M 

Record the comment in accordance with guidance in the following SOPs: 

• Appeal Processing 

• Inspection Requests and Comparisons 
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Verification Requirements 

Verification Requirements represent the criteria that a category of assistance must meet 
for an eligible decision. These requirements are then associated with the substantiation 
items that fulfill the requirement. 

When a pending line is added, Web NEMIS automatically generates Verification 
Requirements on the Info Control Screen. Additional verification requirements must be 
manually entered for certain categories of IHP assistance. (Refer to Module 4 for category­
specific verifications). 

' Ol,)c.fV\OW 

~ Comm11.n1cc.tiOJ'I 

·> lnfo Control -

·> Lin~R.e,o, 

') Nee<ISl'TO 00 

HOid 0 

Vcn11c,:atlOl"l ~lrO!IICII~ 

¾,ophcct,on Si9~rc (OCM&A, 9 , «Ct 
ComixehcMi,re lrt:ur-,noc 
Dent.,1 Expcr..:c::. 
Dent.,1 Sblcmcr,t of Cor>dil i ori 
He::illh l nc:Ul"Orioe ~ Oe!il ol 
He::illh l nc:u«incc kl.- Me<ii0C1! 
Homeownu': , ln:urOJIOC 
IOCMi iy V erif~on 
W.~•JI Rc::id~o,,(80-$.90 o, E} 

Lic.bilih' IMu'or-.oc 
Mc-ciiocil&:~n::.c, 
M«iieol S1:ile-r.enl oi Cort-d ition 
o.-r.., ........ ..,., 

< 
Su-b,l8'1-ti.etion Recei ved 

< 

.. s.1:i11.1~ 

Vcriiied 
PcMi r.9 Rcq'.le,t 
Pcndi n.9 Rcq-ue,1 
Pc.ndi r.9 Rcq.._.e,1 
Pcndf~ Rcq1.1e,t 
Pc.M i r.9 Rcq ~e,t 
Vcriiied 
Vcri iied 
Vcriiied 
Pc.M ir-.o R«1111e,t 
Vcriiied 
Pc.ndi r:o Rcq.,_.e,1 
v .. ;1;-t 

a. O.~cr1ptio1t 

Auto ~-ll'>M 
Auto~Ctn1<nM 
Auto~cm,,r.,c,d 

Auto~cm,,r,c4 

Roquo~t O;no, St:ln," 0;.10 

08.t,2/2006 
09.'02/.2016 
09,100/.!016 
09,'00/.201$ 
09,!00/.2016 
0&'20/.2016 
oan oaoos 
12J12J201& 
08.i12J2005 
09.'02/.2016 
02J14/.!01C> 
0&1291201$ 
OA,!1?,?M.', 

Sut1u :1nt1;. ti.o-i, u ~ ago 

~ -08 

;\Qpliccr,f:. ~ lcm~I of 1.4~ oi l n,cu.1:,r,c,c 

}.IA ;\Qc,c.cl Letter -·· 
Dae ID 
640 14079 
6-4014081 
6401..000 
6-4014078 

FEMA • P.O. Box 10055Hyotbville. MO 20782-7055 (&001 821-3002 f -(800)627-611 2 

Filter Verification Requirements 

> 

> 

" ..., 

To isolate the Verification Requirements for a specific category, we can use the fi lter 
option. Select the desired category from the Category menu to display items for that type 
of assistance. A similar fi lter can also be used to fi lter Verification Requirements by status. 

-
C.,e.,oory•I T19mien1Ao»Mrnod•1ion5 V I Stei.-·~I ___ v~j[imi 

Verffl~ RitqUlte~" 

=­
Or,git1•I MotielfMoteJ R.eceipe. 

SIGf'i""t\AOtil.ll M<I 

a. Stakis 

Veri!iH 
P•Ad!"lil R,eq-1 
v ...... 
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!d!!! I ~ 

Oll4I OJI• Status OJi. S;AKCintl>tieln Uug,e 

0811el200& UM1d1 Sletf:l"nent\.etl~ 

0&1 112020 
OtY02/2014 
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Adding a Verification Requirement 

Use the following steps to add a verification requirement. 

1. On the Info Control Screen click the Add link to begin adding a requirement. This 
opens the Add Verification Requirements pop-up window. 

Verific.ation Requirements -+~ 1~ 

Cs,egay: ... I _______ v .... l s , • .,,, ... I ____ v--'I FIi 
Vtrific.atfon Requirtmtnts 

Appllcellon Sg .. t,xe (g().eg A, 6, orC) 
Corr.pcehensive lnst11anoe 
Dental E,q)ens.es 
Dfcntsl Ststerr.ent of Condition 
.Hea!tt) lnsu.rar.ce XX Oenl:31 

.Hes!ttl Insurance bi Medical 

Horreownefs Insurance 

Identi ty Verification 

l&'Mul Re;idency(90-e9D«E) 
Liability lnSJJflMOf 

\11idical Expenses 
\i1idical Statement of Condition 
Orntru:inry 

< 

• Status 
Vttifltd 

Pending Request 
Pending Request 

Pending Request 

Pending Request 

Pending Request 

Verified 

Verified 

Verifit<I 

Pending Request 
Vtrifitd 
Ptnclin~ Requeit 

Rtquut Datt Out Date 

---------------
SIJtusOate 

08/12/2005 
OQ'02/2015 
OQ'00/2015 
OQ'00/2015 
OQ'00/2015 

08/29/2015 
08/10/2005 
12/12/2019 
0811V2006 
OQ'02/2015 
02/14/2019 
081211/2015 
0Rr'1;>J?Onn 

Substantiation Us.age 
g().6g9 

Appliosnfs S1a1e11ent of lad of l rmxsnt'E 

HAAppeal le-tlet 
go.ago 

Medical Estimete/Reoeipt 

l ltilitv Rill 

2. From the Pending Assistance list, highlight the appropriate category of 
assistance to associate with the verification requirement. 

@.) Add Vtrif1c,tion Requirement·· Wtbp1ge Oibf0-g 

DO V ERIFICATION R EQUIREM ENT S 

~ Cate,gory .. Eligiblity 

....,., ~IHom_ •_R~•P6_"----~!1~ 

Pending Assistance: 

Oeseric,uon: 

Verification Status: I Pending Request vi 
Smu• ()ate: "-I061ZO'-"'--l20"'-20"'--------' 

3. Select the Pending Assistance Category 
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4. Select the Verification Requirement from the drop-down list. 

d°' Add Vetifiut1ot1 Requ1rttnent •• Wtbp,agt Oillog 

PM dlng A.U.lltante: 

VeriticlftJon Status: 

Appeal Letter 

•f~lt>lity -

Apploconrs Day1ime Phone Number 
Applocalion Sognarure (90,69 A. 8. or C) 
Burial Insurance 
8u5W'less lnswanct 
ButinHs Ownership 
C'VP Audit · Cm:e.nsh•p Ve,ific:ation 
Child Care Oec.larabon Statement 
Child Cate receip\lestmale/alidavlt 
Comprehensive lnsu1a,nce 
Conr-actor lnformaK>n 
OUA 8enef.1s Information 
Oe:ad1Cerlf1ea1e 
Dental Expen!es 
Dental Services/flems Essenfal 
Oantal Statement of Cond1ion 
01sasteNelated Loss oC Ho11Sehoki Income 
O,sast8f-telated Vehlele Damage 
Essential Tools Damaged by 01$a;w, 
Essential Toots Expenses 
Es.,ential Tools 1,ncome 
Essential T oob lnsurarlCe 
Es,en!ial Tools Profess.ion 
Essenual Toots Req1.11red by Employer 
esomates • Etec~,c 
Eslima1es • General 
Estimates • Heating 
Esllmates • Sep11e orWelV 

5. Choose the appropriate Verification Status. 

Award l ~et 

mt 

X 

• Pending Request: Default status before changing to another status. 

• Pending Response: Not used for appeal processing. This status is used 
when an RFI letter is sent for initial ONA decisions. 

~ Add Vtnfiubon Requirem~ •• Wtbp19t Oitlog 

OD ll'EAIFICAHO- IUOUIA:EN ENfS 

., ..... .., - Award Level 

'"' 

Vitnti«6ot1 '-q4,1ir• ment: .__I Ap.c.Pcc•c.c•...cll cc"'1Gcc• _________________ _,v l 

0es.c,Jpt10n: lsviaue requi'ed 

... Verif~ion~1u,.; 

St.oW•O.te: 
\u-,fiut ,on S!it1Al1Slbllll 

X 

6. Cl ick the Save button to complete the addition of the new requirement. 
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Associating Verification Requirements 

Use the following steps to associate substantiation with the verification requirement. 

1. In the Verification Requirements frame, highlight the appropriate Verification 
Requirement line item. 

2. Select the Decision link. The Decision Verification Requirement pop-up window will 
appear. 

v~~~~ - a..11 Aeq,,,i,~o.• o..eo.. -.i.no.w ~!NtiOftUNOil' 

o,~g,,.,!.c;,':;:"~..,,-...... ~ ..,...,=o,-,._-="o ~-,C),----!:;o.:RtO,oetl == O()OQi 

~ ... "-­.... ,.._ 
o.n..1 $~ olCOf'Cl~iOl"I 
~ .......... o.,,e .. 
Hff,tttl l...,..,...to, l&NiC.1 -­ld,e,,t,~V 9ffllo.tion 

~•Jlewt!'IOf(QO-OQOO< i> 
UM1lit, --..-­
Med10.llx~ .... <_, __ ,,..,,.,.,.,.,.,_ 

~R~..i: 
P~!'l.qu-.t -­~R~ P~lil,tql,lett 

°""""'" .......... -·· -·· -·· ot/1°'2006 ~ Sc.le<fteneofl..eool l,,_.•nc:-
12;111"2010 ............. leMI 

ot,11400t t(),OQO -·· 02/14/2010 Mffic.l &ti-1~e-0tclot 
M ,,...,,._ , .. 

> 

3. In the Verification Status field, select the appropriate Verification Status from the 
list of available options. 

@ Oe<i<ion Verification R•quirem•nt -- W<!bpag• Dialog X 

' . 
V•rifie1tion Requnm.nts 

IL__ 
I 

Verification Requirement 
Nol AJ>plicable 
Not Verified 

Ver1ficadon St.atu1: . . . .. . 
Status Oate: Pending Response 

I,.-Timer Expi<ed 
Assoe•at. Verified I - ~nl~bon A.ot,v ............. O.ocnp<>on 

~~IL,MW Z2 .... ,-pp£A TRINSPE IONREOUE:,"' '1PCi 

I"'...,,,, i5401407G .Auto 0.lelfflllned " 
00-, l,4014080 .,t.u10Dttem11ried 

Statom.nt or Lad; of NU'MCXI S.ni.,,,.a,,t 108=2 SlMT 1,.ACKo,; NS 3-PGS 
y 

..,,,.o,. , .. 125223500 Ill OiNLAL LETTER. 3 PGS 

A,>pli,clb~ .\pplic.ble- I 
Assistance Affe.ctff By Verifie.ation Requi.rHMnt I 
A,ppUoablo -. Proeram C>'"94<Y Elgy Typo Award Type Eligib,tity 

0 Housing Auistanct: HomeR~r tniti•I Initial Fillt PND•P~1ng 

IEII■ ll·l1li;I 

• Not Applicable: If the verification requirement no longer applies or is not 
needed for payment to allow the case to continue processing. 

• Not Verified: Used when the requirement was not substantiated. 

• Pending Request: Default status before changing to another status. 
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• Pending Response: Not used for appeal processing. This status is used 
when an RFI letter is sent for initial ONA decisions. 

• Verified: Used when substantiation has been verified . 

4. In the Associate Frame, select the Substantiation Received document that 
satisfied the verification requirement. 

5. Cl ick the Save button. 

~ Oecision Verification ~uirement •· Webpage Dialog 

Verification R.quit.-..ms 

Verification R.equi.rement 

Verification Status: 

Status Oate: 

A.HOCilte 

- Associ•ba • Sutislan6ation R-ived 

D 
D 
D 
D ln..anoe Deni.el Leuet 

A1>9fio,at,le,/Not A,pplic.able 

!Verified 

J06120,mo 

Assistanoe Atfeck'd a., VerificMition Requ.,-m 

Ooe~I Id Otsoription 

2213"'77 APPEAL L TR, INSPECTION REOUEST, lPGS 

'4014079 AutoO.:.Jmln.d 

6-4(),14080 Auto Oetttmlned 

1G8720'2 STMT L.ACKOF I~. 3PGS 

12&223500 INS OE.NIAL LETTER; 3 POS 

ElgyTypt 

ln.tlal 

liiiiiil ... 

X 

NOTE: If you determine that requirements were associated in error, un-associate 
them by unselecting check box and then select the correct item. 

The item associated with the verification requirement will become visible in the 
Substantiation Usage frame. 

Verification Requirements 

c.u,go,y: .._ _______ v__, s .. m, .._I _____ v__.j fi@·jjf 
Verification Aequl r.ments 

Appul letter 
Application Signature (9049 A. B. o, C) 
Comptehensive lnsutenoe 
o.n,., El(pet'IMS 

Oen111 St1temen1 of Condition 
Health l~ anc:e fo, Dental 
Health lnsl.#ance fo, Me-dioel 
Homeownm lns.u,. noe 
ldentrty v-,ific:et ion 
Lawful Reside~ (00-800 « E) 
Liability Insurance 
Ml!dicet Expenses 
Mact,N11t C!.t•t..,,anl nf C".IM"Wiititv1 

< 

• Status 

Verified 
Verified 
Pending Reque:st 
P•nding Re,qU'tit 
Pending ReqUtit 
Pending Request 
Pending Request 

V•ifi•d 
v.,ifled 
Vetifl.-d 
Pending Request 
Verified 
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Request Oate Due Oate Status Oate 

08!20/2020 
08/12/2005 
09J02/2015 
~/2015 
OQIW/2015 

09/00/2015 
08/2Q/2015 
08/1Ql2005 
12/12/20111 
08/12/20M 
OQ.1O2/2015 
02/14/2019 
ORf?Ol?01"i 

Subst.a.ndatkw\ Us.a .. 
HA Appesl Letter 
~gs 

Apt)lic.nrs Stttement ot L..cl o f lnsur•nc. 

HA-•11.oltO< 
-go 

M~i01I 8timate/Reoeipt 

Oescripdon 

signature tequi 

> 
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Generate Custom Appeal Request Letters 

The customized Request letters used to request applicant documents in appeal 
processing include: 

• ADOC (Appeal, Request for Documents) 

• RFI (ONA Request for Information) 

NOTE: Although the AAFIN ineligible letter is selected from the Request Letter section of 
the Letter Wizard, steps for creating the AAFIN letter are included in the section: Generate 
Custom Appeal Ineligible Letters under the topic:  

AAFIN Letter. 

Some general reminders: 

• For specific information about how to generate these letters and select the 
appropriate text inserts for these letters, see the following SOPs: 

o Codes, Verifications, Request Letters, and Assistance Types 

o Appeal Processing 

• When you generate one of these types of letters, make sure you do the following: 

o Route the case to the FEMA Complete queue. 

o Do select the “Send to the Mail Queue” option. 

Appeal Request for Documentation (ADOC) Letter 

If all the documentation required for Appeal processing is not in the file, you’ll need to 
generate an Appeal Request for Documentation (or ADOC) letter with appropriate inserts 
to request the documentation.  

Complete Preliminary Steps 
1. Make at least one courtesy call attempt to the applicant to explain the 

documentation requirements, in accordance with appeals processing guidance. 

2. Use the Comment/Contact link on the task bar to document your Contact. (See the 
Appeal Processing SOP for guidance details.) 

3. Access the Assistance screen and delete any PND/IPND lines associated with the 
ADOC.  

4. Navigate to the Confirmation screen. 
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Generate the ADOC 

1. From Confirmation screen, click the Letter link in the tool bar at top right of the 
screen 

2. When the Letter Wizard opens, in the Available Letters frame, click on the 
Request Letters folder 

@) Letter Vli2ard 4
- Web-page Dic:log 

Program Code: ~ longuoge: E ngti::ti 

Available Leners----------­
~ €) ELIGIBILllY DECISION 
IB- NOTIRCATION LETTERS 
& EJ REQUEST LETTERS 

X 

3. Select APPEAL, then select ADOC -Appeal request DOCUMENTATION and 
click Next. 

AvaSlltiillt Let!Us 

• U EUGIBIUTY OEC1SION 
• .J N()TW'l¢A"n()N 1.En"ER$ 
S J REOCJEST 1.ETI1:R$ 

< 

"' J APPEAt. 
/ l<NIH • Flnel~at • 

/ ATOOC • APPEAL TEI.EPHONE '-''°'DC> 
J RECERTIJ1CATION 

I!! A.!XX: Af-•f"l Al r<~ cl DOC UJ,IUH A TION 

., .J REQUEST IRR) 

> 

1«11e;w ■:m■ l■t:a■I ws11 a,w 
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In the Select the Letter Components frame, each letter component requires a selection. 

~ letter Waard •• Webpage Dialog 

Program Code: ~ Language: EnglW, 

Available Leners 
$- c) ELIGIBILITY DECISION 

If (:) NOTIFICATION LETTERS 

e e) REQUEST LETTERS 

_,, AAFIN - Final Appeal 

Ill ADOC - APPEAL requesl DOCUMENTATION 

I

'· APPEAL 

A ATOOC - APPEAL TELEPHONE request for OQt 

• RECERTIFICATION 

i!J. REQUEST (RFI) 

< > 

Select the Letter Components 

ADOC - APPEAL request DOCUMENTA TlON 

AOOC HEATING SYSTEM AELO . 2 ITEMIZEO ESTIMATES (REQUIRED} 

0 1 -Furnace 

0 2 -Boller 

0 3 • Hest Pump 

D • •Ou<:IWM 

0 5- OTHER 

0 0• NIA 

AOOC SEPTIC SYSTEM FIELD - 2 ITEMIZED ESTIMATES (REQUIRED) 

0 1 - SepHe Tant 

0 2 • Lesdi Field 

0 3. Distribution Box 

0 4 • Pump Station 

0 5- OTHER 

0 0- N/A 

AOOC WELL FIELD - 2 ITEMIZED ESTIMATE S (REQUIRED) 

0 1 •0rillWell 

0 2 - Surface P\Jmp 

0 3 • S<ibmonible Pump 

0 4 • Pump Controls 

0 5 • "'-""' T enk 

0 0-OTHER 

11,mm■I e=mM l■:m■I lfhi391 

X 

4. Select N/A (NOT APPLICABLE) for all letter component fields except for the ADOC 
General field component. For the General component, select Other. For example: 

• ADOC HEATING SYSTEM FIELD - 2 ITEMIZED ESTIMATES: N/A 

• ADOC SEPTIC SYSTEM FIELD - 2 ITEMIZED ESTIMATES: N/A 

• ADOC WELL FIELD - 2 ITEMIZED ESTIMATES: N/A 

• ADOC ELECTRICAL FIELD - 2 ITEMIZED ESTIMATES: N/A 

• ADOC INSURANCE DOCUMENTATION FIELD: NOT APPLICABLE 

• ADOC GENERAL FIELD: OTHER 
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5. Also select the appropriate letter text insert(s) that match the documentation being 
requested. More than one insert may be selected.  

o Essential Tools 
o Failed Identity Verification 
o Hotel/Motel Receipts 
o Landlord Statement 
o Missing Appeal Letter 
o Missing Burial Ins 
o Missing Contractor Estimate 
o Missing Death Certificate 
o Missing Dental Expenses 
o Missing Flood Ins Settlement or Denial 
o Missing Funeral Expenses Documents 
o Missing Homeowners Ins Settlement or Denial 
o Missing Ins Letter Exhaustion of ALE/Loss of Use 
o Missing Mechanic Statement about Cause of Damage 
o Missing Medical Expenses Documents 
o Missing Moving and Storage Essential Document 
o Missing Other Disaster Related Documents 
o Missing PP Ins Settlement or Denial 
o Missing Vehicle Comprehensive Insurance 
o Missing Vehicle Registration 
o Missing Vehicle Requirement Documents 
o Occupancy Not Verified 
o Ownership Not Proven 
o Reason for Late Appeal 
o Stored Personal Property 
o Verification of Utility Outage or Inaccessibility 

6. Click Next to continue.  
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7. Select Preview to review the letter for accuracy and completeness. 

Prooramo HA 
"°"'1-. E"911Sh 

Leno,: AOOC . APPEAL REOOEST DOCUMENTATIOt< 
l o,..,Codo:AOOC 

Lener oeu.-AOOC . APPEAL •-A OOCUMENTA110N 

lETTERIIEAI>. 

HA• A.DOC OM ilOllliNd ettam,eW. 

AOOC H~ 11NG SY$Tt'M nuo . 2 ITl'Mll:£O ESTIMA lt' S; 

5 • WA 

AOOC SCPnC $VS l'(M Fll'lO , 2 ITl'MIZEO U11MA1E$: 
S • H.'A 

AOOCWEllflClO , 2rTEIMlCOE$n.&A1($: 
7 • tr.'A 

AOOC UCC'rRICA~ nno. 2 lf(Wl(O E $1IMA'l'(S; 
7 , H.'A 

AOOC IN SU-£ DOCUMENTATION JlEllk 
-<·HOT Al'f'I.ICABLE 

AOOC GCNCRAI. flCllk 
OTHER 

IIA. AOOC OM N-H 11-t• 
-..inv c--..e. ........ 

OH- AOOC mulll-lree •--•­
HOT APf'UCAel,E 

X 

8. After you're fin ished previewing the letter, close the letter window by using the "X" 
icon at top right of the window. 

L£TT£RIIEAI>. 

HA-ADOC--Hti 

AIIOC HfA 11N<i SYSTEM fll 
S • N..'A 

AOOC: ~PTIC $Yiilt'JUIEU 
I • N.'A 

A00C wtll FIELD • 2 lf£W 
7 • N'A 

AOOC (UCTRICAL nno. i 
7 • N.'A 

AOOC IN SURAHCE OOCUME 
• •NOY APPLICAlllE 

ADOC G(N(RAI. flCLO: 
OntER 

g FEM.A 

~---ut(~C.-. 
, o ._m:s 
~<n'.."I - ­,.___..., MX)C}GU 

~~~T:•-=--­
,o .,_,>B 
----.Q.)O~Vij 

.,.-.."(.,_,~ 

-~ .... ....... 

O.!t't:ITUl:tUOUTDlATt:'!laa.t~..-.,.._tw._.•..C--......•ei.~ 
,_ (A,lt...,.. ... 8Allit,,..._..____._. .. ........,....., 

~UD.l:CoCl:QCtor&ta.t 

nro nt:w.ta..0 ffl'1lilAIU - ~-- .. ~ ..... .&la~ ... 
........... ('l'«l' ...-..s-edlldt•~~~ .......... ....,, -l<A 
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9. Cl ick the Finish button to complete the letter generation. 

~ 0.....4M Onl, 

let,.eau+ ! letts,◄1 I Mitt'@ wa Ma ,w 

NOTE: Do Not Set a Timer when using these letters for Appeal requests. Also, there is no 
need to set an associated verification requirement because the case won't be routed to the 
FEMA Info Control - Pending Receipt queue. 

Finalize Your Work 

1. Use the Comment/Contact link in the task bar to create a Contact for each call you 
made regarding the case. 

(See guidance for Contacts and Comments in the Appeal Processing SOP.) 

2. In the Decision frame, route the workpacket to the Complete queue or other 
location, depending on work done in the case. 

3. In the Generated Correspondence frame, select the Send letter to mail queue 
rad io button. 

Prev ew Letter • Ltroiage Genera~d Da.t!- Le~r DPcision 
90.ell AgenOfR•"""'l•lette< Enghh ' 113112018 @) Genera le Only O Send Leter to Mail Queue O Delete letter 

ADOC-APl'EAL REQLEST IJOC:I.JMENT ATION Engi !ll )5/12/201 8 Q Gene,u , Only @Send l • tl!!r to Mail Ovt!uo Q Oe1• t• lotter 

t 
Canment 

4. In the Comment frame, use the Generate Comment button to create a draft 
Comment, and customize the text as required for the work you did. 

5. When you are ready to route the case, click the Submit button. 
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RFI Letter 

The RFI letter is used when the applicant is missing ONA documents needed for 
processing. An RFI can also be used to request documents for ADA items. The RFI letter 
provides an applicant with a complete list of documents essential for each type of 
assistance. 

If the applicant needs to submit all the documents needed for a specific category, generate 
an RFI letter for the request. 

Complete Preliminary Steps 

1. Make at least one courtesy call attempt to the applicant to explain the 
documentation requirements, in accordance with appeals processing guidance. 

2. Use the Comment/Contact link on the task bar to document your Contact. (See the 
Appeal Processing SOP for guidance details. 

3. Access the Assistance screen and delete any PND/IPND lines associated with the 
RFI. 

Generate the RF/ 

1. From Confirmation screen, click the Letter link in the tool bar at top right of the 
screen. 

2. When the Letter Wizard opens, in the Available Letters frame, cl ick on the 
Request Letters folder. 

@ lcltcrWiu rd - - W cbpagc Oi~log X 

Program Code: ~ Language: Engh91'1 

Available Lett•rs -
iii- 0 ELIGIBILITY DECISION 
@- NOTIFICATION LETTE.2...__ 
G} REQUEST LETTERS~ 

lli'fJfiti◄ m IW'rlfMI flffl'i'iDI 
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3. Expand the Request (RFI) Folder and select For Information (2nd request) . 

@) Lcttc:1 Wizo1d •• Wcbpogc: Dialog 

Program Code: ~ l ,1nguogc: Enclch 

AvaUaDfo Lenors------------
00· e:J ELIGIBILITY DECISION 
~- t) NOTIFICATION LETTERS 

El· ~ REQUEST LETTERS 
$· D APPEAI. 
$· eJ RECERTIFICATION 

9 €) REQUEST (RFI> 

......... t / FOR INFORMATION (1SI REOLIEST} 
IIJ ron 1Nron1.1ATION (?n :1 nr rn r --;T, 

~ . ; LOTter N01 Appr0V8CI 

:.. L Lett.er Nol Approved 

.ma -- .llmllll -

X 

4. Check the box beside the insert that fits the situation. Multiple inserts can be 
selected if requesting documents for multiple categories. 

Program Code: ~ l 4nguage: Engl oJI 

AYallaDIG LGttGrs-----------­

llc) C) ELIGIBILITY DECISION 

~ i:) NOTIFICATION L ETTERS 

8 0 REQUEST L ETTERS 
83· eJ APPEAL 

"!!· I;;) RECERTIFICATION 
9· El REQUEST (RFI) 

' ·· / FOR INFORMATION (1st REQUEST) 
: .. I! rofl 1NrO~MATION '?nc1 nr o, ,-,-ff, 
j.. , Lotter Not Approvoa 

L L! Letter Not Approved 

Select the Letter Components 

FOR INFORMATION (2nd REQUEST) 

REQUEST FIELD (REQUIRED) 

D 
D ONT . Oeri l::, I 

0 FNL • Fun.er-=il 

□ M &.S + M o-.;i r,g a Stonoo~ 

0 MED · Me<ll<81 

□ MHQ . 1;10,t,ll@HO'l'leQuestl e>nneite 

0 O l H • MIS<iOlllff 

0 SI GA • A ppllc,:,nt s uuomo.ntfAl.lthorlUIIIO.rl s 19.11 i:t1u.a 

0 SIGU • A pp11o,;n1 s 19.1u;tUN 

0 1~ANS -Tr111ru,poru. t1on- U ,at,ll lty l fl~ Rc.q : NO 

□ 1RANS - T ron$po.'1c.Uon - Uoblllty l n~ Rcq:YE S 

0 TRANS . T ron$poltC.tion - Vci.niet;i No l Av;iih:.blCI 

lilmiil Jllilial -- ... 
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RFI Inserts include: 

o ONT - Dental 
o FNL - Funeral 
o M&S - Moving and Storage 
o MED - Medical 
o MHQ - Mobile Home questionnaire (not used) 
o 0TH - Misc/Other 
o PP - Personal Property 
o SIGA- Applicant Statement/Authorization Signature 
o SIGN - Applicant Signature 
o TRANS - Transportation - Liabi lity Ins Req = NO 
o TRANS - Transportation - Liabi lity Ins Req = YES 
o TRANS - Transportation - Vehicle Not Available 

5. Preview the letter to determine if all required documentation has been requested. 

@) Letter Wiz(nd •• Wc:bpogc: Oiolog 

Letter Selected 

Program: HA 

Languaoe: English 
Letter: FOR INFORNATION (2nd REQUEST) 

Letter Code: RFl2 

Letter Description: FOR INFORMATION (2nd REQUEST) 

Comoonents 

LEm RHEAD: 

REQUEST FIELD: 
M&S . N01J1ng & storage 

Please Select a Lette< Option 

Custom Text Letter 

I 

'.!) Geoe,ateOnly l 
lamll liml:II am:111 -
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6. After previewing the letter, close the letter using the "X" icon at top right of the 
window. 

~ Letter ,Y°luird •· v.~pag;; Diel i] LwerWizard PREVIEW •• Webpage0talo9 

-
Program: HA 

language: English 

Letter: FOR INFORt 
Letter Code: RFl2 

Lener OGscrlP(l()n: FOR INFORf 

C<>mP011ants -
LETTER HEAD: 

REQUEST FIELD: 
ll&S • llOlling & Slorage 

~ase se~l a Letter opuoo -

7. Cl ick the Finish button . 

!';:~~~-~~~~r~=~::~~.=~:ti:t.m• 
=m:1.:,~~ .'l6ll!:kc11;'f'J=d~ L~t>tilla. 

... 1- f'u3:t ,tm;:)0:nn:fflfWl~P"f.~~:a:wll"'4~:on1qt::l(!sj't1d 

m.;le<_,,,.«~ui:cc1*.C,i,:n::,:ud 

1 lf::::4:U.17«cU!~·1a.:s b 9'dalx11:d:wlz~,-w:.i=;AXiXO~(t 
~ -.u\-'.t.).1%1 • • V 

bllfl;d1fiilOC.o.:,;io;;a!~~•- 1"'1111t••- Qlp,il".blW~-~• lhl 
mu:":bl 

t>:llti!!Ql~.;.;..."t10Wt 
) .0:l.n10:.1S 
~ .. ~,-o~ 

" 
fnyoaknr:nl4'°"a:a«?tttt: 

-"'· 

lfll'ldo:« r.i:f.'f:ftlt» Cli!WXIC:. l!l,CAvQim!)eJ\ tw~)Yff~lll«!.hll:~= lf)1Y! b<n 
fJl'l-4b-""Jilr.,,i l!mliaw110"1fi:m1".ll~l,ts)'Ql1'V~• ~\k~lei,,,:bua 
u . 

!> ~•1•0nilr 

11i11Wi !!■ttnH I 1it®11¥ 

D I X II X 

NOTE: No timer is required when using these letters for Appeal requests. (That is, you 
will not need to set an associated verification requirement to "Pending Response.") 
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Finalize Your Work 

1. If needed, use the Comment/Contact link in the task bar to create a Contact for each 
call you made regarding the case. 

2. Navigate to the Confirmation screen (if applicable in the case). 

(See guidance for Contacts and Comments in the Appeal Processing SOP.) 

3. In the Decision frame, route the workpacket to the Complete queue or other location , 
depending on work done in the case. 

4. In the Generated Correspondence frame, select the Send letter to mail queue radio 
button . 

GeJ'lef'atN Correspondence 

Preview l etter 

FOR IIIFORMATIOO (2nd REOUESD 

., Language Generated Date 

English {Jg/09/2021 

l ttter Decision 

0 Generale Only @ Send Lette,1 to Msil Oue1re O 0el@ie Letttr 

t 
5. In the Comment frame, use the Generate Comment button to create a draft 

Comment, and customize the text as required for the work you did. 

6. When you are ready to route the case, click the Submit button. 
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Generate Custom Appeal Ineligible Letters 

Most A-SUPER letters used for eligibility determinations are auto generated upon routing; 
however, some ineligible letters require custom entry, so must be manually generated. 
You will select the appropriate text insert when you generate these letters. These letters 
include: 

• A-INI, A-INFI (Appeal, Ineligible - Has Insurance) letters generally used for HA and 
Personal Property categories 

• A-INO (Appeal, Ineligible Other Reason) letters for HA categories 
• A-IOR (Appeal, Ineligible Other Reason) letters for ONA appeal denials 
• AAFIN (Appeal, Final) letter to explain a final determination 

Once these letters are generated, NEMIS automatically sends the letters to the mail queue 
after the decision is approved. When generating decision letters, Do NOT mark the box 
“Send to the Mail Queue” on the confirmation page.  

Some general reminders: 

• For specific information about how to generate these letters and select the 
appropriate text inserts for these letters, see the following SOPs: 

o Codes, Verifications, Request Letters, and Assistance Types 

o Appeal Processing SOP 

• When you generate one of these types of letters, make sure you do the following: 

o Route the associated assistance line to the appropriate eligibility queue. 

o Do NOT select the “Send to the Mail Queue” option. 

A-INI, A-INFI  

You’ll need to generate an A-INI or A-INFI letter when you make INI or INFI determinations 
for an HA or Personal Property assistance category due to applicants’ insurance 
settlement covering the disaster damages or a settlement/denial not being on file. In some 
circumstances you may also need to generate an INI letter for an Other category, such as 
Medical/Dental, Moving and Storage, Transportation, etc. INI/INFI letters explain the 
specific ineligible reason for the insured assistance category.  

INFI is used for applicants with structure and/or contents flood insurance. INI is used for 
other types of insurance for structure, contents, and or additional living expenses (ALE) 
such as Homeowners, Mobile Home, Condominium, Renters, etc.  
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Complete Preliminary Steps 

1. Record the INI/INFI eligibility determination. 

a. If a pending line has not been created for the ineligible insured category, 
add an associated pending line. 

b. Access the category-specific assistance screen created with the pending line 
(e.g. , Home Repair screen, etc.). 

c. In the decision area at bottom the Payment Calculator frame (or in the 
Worksheet for some categories), select Appeal as the Assistance Type and 
INI or INFI as the decision status. 

PaymenfCakul ator Show: l lniti a1 v i 

Item Asst Type Elio Code 
Previ0USA\\0Itl InI ua1 E HRZ • Eligible • Hori e RepailS, 

Flood ln'"-l ra nce Requ ired 

Rec·eiptOate Pending Elio Arri lnelio Am( Previ cusly Paid Adj forPrev Prri OMAR TS Doc ID Ima ge# Possible Oup Doc Oup Set 
5 20, 653.97 

Line rteml0(8_1 PND- Pendillg 
Pendi ro To1al 

MISC Aq 
Adj u~tforPrev Pmt 

Eli gible Total Aw~ ru 
Pr e¥ ious Awa rd 

50 .0 0 
so 0 0 
50 .0 0 
so 0 0 
S0 .0 0 

~ $20,651.97 

Cata gory: !Home P.epiH vi £h..!..IJ9.! Aoot Typ e: ~I A-ppe- ,1--V~ VI ~ lood Insuranc e 

11111 - ln c lig ible - Inelig ible ln,urance 1~ ."'--
lioibilityCode·. f lioCnmhoWizard ~ 

111111:i'II' 

(NOTE: It may be easier to locate the determination code using the Eligibility 
Combo Wizard link.) 

d. Cl ick Continue to save the determination and navigate to the Confirmation 
screen . 
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Generate the A-IN/IA-INF/ letter 

1. Cl ick the Letter link in the tool bar at top right of the Confirmation screen (under the 
Banner). 

Decision 

Sel ect Ca,egory • Amount • Eh.g Code S u.bqueue 

~ Home Rcp,:i i r S0.00 ltU V V 

2. When the Letter Wizard opens, in the Available Letters frame, expand the 
ELIGIBILITY DECISION folder. 

3. Select Appeal decision, flood rqmnt, miti list and click Next to continue. 

X 

ProcirwnCodr. ~ Ulngu,oe: ~ Select the Assistances for the Letter 

Available Leners 
El ,,J ELIGIBILITY DECISION 

Appeal decision, flood rqmnl, miti list 

t A.ssistance1 (REOUIREO) 
✓ EliOlbllty Dedsk>n. Flood Rqmnt. M.i Usl ......litrrrrrr w.ct lM Nlltibi. «wilM.-.- au i,e- ,ou wi'Ul to inciu.s. M h s.,,_ t_.-, 

• r..:J NOTIACATION LETTERS ___,,,. ~ HA• HoitM ~ 1, •IHI · ffMll,g,ble • IMltQ.IM ~ • ..,.,._ • 06'24.'2020 

_:J REO~ST lffiERS 

l 
liiimil -- Jlllimllll ... 

4. Select the check box next to INI/INFI decision, and then click Next again. 

5. In the INI list, select the check box next to the appropriate insert for the decision . 
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@) l d'lcr Wizord •• Wcbpogc ()i,.,!og 

rTTE l'l \\IIZA RO 

Program Code: ~ lc.ngu.:,ge: E4icl i)h 

Avai lable l etters 

Ii t. ELIGIBILITY DECISION 
IIIJ A.pp~al d~cis 1or1 :iood 1qrnnl ·11l1 hs l 

l L , El igiDility Cl9-Cision, DOOCI rqmn~ mlli list 

$, ~ NOTIFICATION LETTERS 

I? REQUEST LETTERS 

Select the Letter Components 

Appeal decision, flood rqmnt, miti list 

INI_APPI. US! (REQUIRED) 

0 App,;;"I . ln~~~a ~ml 

O A.ii,,:~l • l n)1Jr=c:!M~ical ... 0 Appo"l • l l'l~~~C! M~•l'lS - S,0,:,9~ 

0 "4,pc:,1 • l n~w eGVehi de 

0 App=,=,1. 1r~ COl.$1: UY\6.11 01:p=n;,J: 

0 ¾;pc:,Hru Sehlemc.ntExcce~F'EMAElc9tbl e Onie 
0 A:i~~Hli~t1g l0$$cttlcrn,:ni 0f Deniel lb 

0 INI_AP!>L l'Q,~ 00 

0 INI_AP?L re:~ 10 

0 INI_AP!>L_ra'"°n 08 

-- IIIIJal -- ... 

INI Inserts include: 

• INI - Dental 
• INI - Ins Covers Living Expenses 
• INI - Ins Settlement Exceeds Living Expenses 
• INI - Medical 
• INI - Missing Ins Settlement or Denial Letter 
• INI - Moving and Storage 
• INI - Other 
• INI - Vehicle 
• INI - HA 

INFI inserts Include: 

• Appeal - Ins Settlement Exceeds FEMA Elig Damage 
• Appeal - Missing flood ins settlement or denial ltr 

6. Cl ick Next again. 

X 

7. Review letter components and Click Preview to view the letter and ensure it was 
generated correctly. (After previewing the letter, close the letter window by using 
the "X" icon at top right of the window.) 
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~ utter Wiza·d •• Wet page D, ~ Letter Wi, ard PREVIEW ·· Webpage Dialog □ X 

Lottor Sole< tod 

Prooram: HA 

Lanouaoe: Enolish 
Letter: Appeal dee 

Leltl!r Code: ASUPER 

l etter Description: Appeal dee 

components 

LETTER HEAD: 

APPEAL INTRO BLOCK: 

GI SINSPECTION BLOCK: 

APPEAL APPROVA L BLOC► 

APPEAL DENIAL BLOCK: 

APPEAL INEL ONLY BLOCK 

INLAPPL list: 
Aopea I-Ins Se1tlement E 

ASSISTANCES: 

HA. MR. INI - Ineligible 

Ple ase Se-lect o Lette r Option 

@FEMA 
Pet-e <l\yn~r 
.tdmit.k m .tM 

fe<lenl!:lleqeaq• MuagtttHt .o..gacy 

1'ali:>"1al Proce!-,h,; ~nic:t Ca t~ 

P.O Box l <Wn5 
{N>SC_CTY_OT} 

1-S».6')) .ffi(A. (3;61,1 

f :u:No .. 1-800-32':l-SIU 

[)~.)~tl'-o. 1456 

mu ApptrallCO No.1S01()9359 

Mr).tic.ll.:idl M~o 
13Jl l l"28,,4+ Jac%c ~yRli 
Plubvi!R,NE.@360 

i STA TS_ DESC} 

Yourappetlfoi ~am rass~t:l!lct fromFEMA '\ hldi•; d11U u d F.ou t holds i>rog!3.0b s bte:1 rm ev.-ed. This 
l=i=ro39b.im lbo:U\J;Unr o ycuuc oligbli, to Pl:O~ fromJ:'Th.fA :ltr1d p:o,-ii:u\ :ui o:ipliu:llno11 ,bour 1bo 
U}~~1cc youl\ll! (Un'C!.ltly !loot cl,4-ible ~:t :«ci\·e. 

lD t l)fe'.,icam ltmr, >·c.u re<e.1.re:l m.e:,pl:mtriooas to "llY )1ou~ n oote}zi>le ,o l'Kffl:e specffic@lA d5asur 
,Hi:a::utu . Y01,11'-p ro,-icbdhio::w.tib::iyc-u n(OCOd 10 ~ub::ui: b ~ : to0;i:p41UFD.i.A.' ~ doci:.io11,bl:.~ tho 

o.tt,r.:;nno:,. you ~ron1ed 'frll-> t!Ot!.1Ute1a1 1osu.ppcn w y cb.:m;e. Ptea!>e seet>!.ICW!«oora nDn:l'.!OOD ouwtiy 
)'O'l &!DCt fh:ible for the re~m !>:ed cbsm & 1USlH:lllCt. 

AAS§JA'-crSO'I "fPBOYJP 
Yo11 a:enct d.i;i tl:~bK.aue: 

IJ I.APfl n u u t 

4 • .:i. ... -.-.,,.- ,._,.l.:...,l 4 • t:'n.A4 u • ••• ....,,...,. • • ,... - ,;...••...I ;lv • -'-,.• •,o-••• • --~,-,. ,..,. .,.._1,,,.._ 

8,SOx 11.00 in < 

8. Cl ick the Finish button to return to the Confirmation screen. 

• ) GNetru•~ 

l•;oom- I 1wwat- I ,,w 1 • ►iidUM 

X 

I 

I 

I 

9. Complete any other processing updates as needed and create the Ineligible 
Comment to include the denial reason. 

Finalize Your Work 

1. Navigate to the Confirmation screen (if needed). 

2. If needed, use the Comment/Contact link in the task bar to create a Contact for 
each call you made regard ing the case. 

(See guidance for Contacts and Comments in the Appeal Processing SOP.) 

3. In the Decision frame, click on the Select checkbox beside the workpacket. 

4. Select the FEMA Ineligible queue as the appropriate Routing location. 

5. In the Comment frame, use the Generate Comment button to create a draft 
Comment, and customize the text as required for the work you did. 

6. When you are ready to route the case, click the Submit button. 
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A-INO 

The A-INO letter is used for Denials in some HA decisions. Like other custom letters, the 
A-INO letter has multiple insert options. To generate an A-INO letter from the Confirmation 
screen , follow these steps. 

Complete Preliminary Steps 

1. If a pending line has not been created for the category, add an associated pending 
line. 

2. Access the category-specific assistance screen created with the pending line. 

3. In the decision area at bottom the Payment Calculator frame (or in the Worksheet 
for some categories), select Appeal as the Assistance Type and INO as the 
decision status. 

(NOTE: It may be easier to locate the determination code using the Eligibility Combo 
Wizard link.) 

4. Cl ick Continue to save the determination and navigate to the Confirmation screen . 

Generate the /NO Letter 

1. Cl ick the Letter link in the tool bar at top right of the Confi rmation screen (under the 
Banner). 

r
·M,idM Cro!JDDlllOO 

Con firmation ---------------------------
Com mert/Ccntac.t U 
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2. When the Letter Wizard opens, in the Available Letters frame, expand the 
ELIGIBILITY DECISION folder. 

3. Select Appeal decision, flood rqmnt, miti list and click Next to continue. 

4. Select the check box next to ineligible decision and cl ick Next. 

.A = •::1r r~D:-d! l:,n ::1::0:, Fi.qrrrr-..,WUU!.:I 
- tJ \ o,=1c .. ·,-.: t-1 L:TERS 
• U ~£0UEH LE7ER8 

s.ttect the .A.5-sistanc:es for the Letter 

Appnl d t!!elslon, llood rqm nt, milt! lllrt 

l 
!smmM .mall M@M IMfi iB M 

5. On the INO_APPL list, select the appropriate denial insert and click Next. 

@) l etter Wizard -- Webpage Dialog 

Pr ogram Co-de: ~ Lan guage: Sp.,.ni,h 

Avall3Dl8L9ttGrs-----------­

$ €:) ELIGIBILITY DECISION 

Select the Letter Components 

Appeal decision, flood rqmnt, miti list 

I! Appe;;.I fpt IS l(Jn nood r l fllnl rmh !isl i !··· INO_APPL List (REQUIRED) 
j L. t/ Eliaib ility Decis ion. FlooCI RQmn1. Miti U.st........tlrrrrr ~ A.:>l)e8I. Aoc11tiona, l'\e-pelr A.S$lste 1'1ce 

$ EJ NOTIFICATION LETTERS .......,,.. 0 AD,pesl. Arl~OO 08 De8Cll lne 

00 f:I REQUEST L ETTERS □ Appocll l . tlCI r. Log.ta~ R~l(!GU''II 
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0 Appci:al . Rooe~ ::a.ltd 9 ridgQ~ . Anothci.r A.ooo~ 

0 Appc~ I • Rood~ :,r:,d Bri dge~ - Anoth~ Appl i co.nt 

0 Appe-=, I • Rooci'~ :,r.d Bri dge~ · Hot Dheut « R el ctcd 

0 A:>i::,,:.:i l • Stu<l: .nt in P~ i cfe<l 11ou,i l'!CI 

0 A.)pe81 • Unebl € to Rei robul'S@ Ole< A l»IO\OE!(I Ffl,IR 

□ OIJJJIIC8llon O f t>enel'l1$ wltn a nolh,e,, 80@'J'ICV 

X 
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6. On the Category List, select the appropriate assistance category insert and cl ick 
Next again. 

LETTER \VIZARD 

Program Cocte: ~ Lanouaoe: S1)8n1M1 

Avai!ablolottors-------------

Select the Letter Components 

Appeal decision, flood rqmnt, mitl list 

HA 
ELIGIBILITY DECISION Cate1)ory List 1 (REQUIRED) 

Appeal decision, 11ood rqmn~ mrb list D ~ .nicol 

INO_APPL List D Funfl:il 

Cateoorrlist 1 ~ ~ Horne :teoeir 
HA- Home Repa1r - 1NO 1neng1t>1e-Otner- Ap~ O uocsic:.I 

D Movinatstor:isc 

O oo., 
□ Pe>'SOl"ISIPrOo,ert)' 

0 Ro.nic,l k;i;te, 11o,;-

O R-=-~~mecnl Hoinin9 

0 n ansoor1311on 

7. Preview the letter and ensure it was generated correctly. 

~ Letter Wi2ard -- Webpage Dialog 

Program: HA 

Lonauaoe: Spanish 
l etter. Appeal decision. flood rqmnt miii list 

letter Code: ASUPER 
Lottor oescr1pt1on; Appeal ae-c1s1on, nooa rqmnt, mm 11st 

compooonts 

LETTER HEAD: 

APPEAL INTRO BLOCK: 

GIS INSPECTION BLOCK: 

APPEAL APPROVAL BLOCK: 

APPEAL OEN.IAL BLOCK: 

APPEALIHEL ONLY BLOCK: 

INO_APPL List: 

Appeal - Additional Repair Ass1slence 

category u st 1: 
Home Repai.r 

ASSISTANCES: 

HA- MR - INO - Ineligible- Other · APPL· 06/1812020 

Pleose Select a letterOotion 

® =•rate Only l 
llimll llllmll .lmll:II ... 
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8. Cl ick the Finish button to return to the Confirmation screen. 

• ) GNetru•~ 

l•;oom- I 1wwat- I ,,w 1 • ►iidUM 

9. Complete any other processing updates as needed 

Finalize Your Work 

1. Select the FEMA Ineligible queue as the appropriate Routing location. 

2. In the Comment frame, use the Generate Comment button to create a draft 
Comment, and customize the text as required for the work you did. 

3. When you are ready to route the case, click the Submit button. 
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A-IOR 

The A-IOR letter is used for Denials in some ONA decisions. To generate an A-IOR letter 
from the Confirmation screen, follow these steps. 

Complete Preliminary Steps 

1. If a pending line has not been created, add an associated pending line. 

2. Access the category-specific assistance screen created with the pending line. 

3. In the decision area at bottom the Payment Calculator frame (or in the Worksheet 
for some categories), select Appeal as the Assistance Type and IOR as the 
decision status. 

(NOTE: It may be easier to locate the determination code using the Eligibility 
Combo Wizard link.) 

4. Cl ick Continue to save the determination and navigate to the Confirmation screen . 

Generate the /OR Letter 

1. Select the Letter link on the Confirmation screen . 

r■·id- ~ lJDDlto• .. .. 1,t s.. •• 12u..I 
Con firmation ---------------------------- L.e!!er 

2. When the Letter Wizard opens, in the Available Letters frame, expand the 
ELIGIBILITY DECISION folder. 

3. Select Appeal decision, flood rqmnt, miti list and click Next to continue. 

4. Select the check box next to the ineligible decision and click Next. 

X 

Select the Assistances for the Letter 

"'---~""' - U EOOIIIU1Y DECISION 
l tff:j MIR: :5::§fl\::c\@:f if At$1t llnc: .. cM~O, 

Appeal decision, nOOd rqmn~ mlti list 

; Elgl>ililfDtciliOI\FIOOCl~MillJll --tlrrtrr.. s.ltcth...._..., ....... _H~fW ........ ._-.._,_...t _ 

Q NOWICATIONLm ERS .....,,.. 0 0"" ,,._..,_,.,, .'°"'. o..,11t- •~ ·OM».'2020 
0 AE<lJEST tmERS 

l 
limil -- -- --
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5. Copy the denial text from the Codes Verifications Request Letters and Assistance 
Types SOP. 

6. Paste the denial text into the Ineligible Other Reason(s) frame. 

X 
ETI£11 VIIZARO 

Custom Text Letter 

AVllilobleletters Ineligible Otfle< RffSOfl(S) 

HA 

EUOIBIUTY DECISION 
-.~ dtatiOn, loo<I rQmnt, tniti list 

Olli• Personal Property - IOft • Other Reason •AA>e 

.... ,'---r _____ ___,J 

> 

7. Cl ick Next. 

8. Cl ick Preview to view the letter and ensure it was generated correctly. 

9. Select the Finish button to return to the Confirmation screen. 

,._, a.-a1•~ 

ll;W*lii I 1■tn:c• I 1¥1§ i I Fi'lii13 

Finalize Your Work 

1. Select the FEMA Ineligible queue as the appropriate Routing location. 

2. In the Comment frame, use the Generate Comment button to create a Comment, 
and customize the text as required for the work you did. 

3. When you are ready to route the case, click the Submit button. 
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AAFIN Letter 

AAFIN Letters should be used rarely and are typically used after an applicant has received 
previous denials for the same item or expense. Generate an AAFIN (Appeal Final 
Decision) letter when either of the following conditions applies: 

• The request fails basic criteria for eligibility (such as Not Primary Residence) 

AND/OR 

• The appeal decision would remain the same regardless of any additional 
documentation submitted (such as an appeal for recreational equipment) 

The AAFIN letter is sent to inform the applicant that the final determination has been 
reviewed and no additional reviews will be conducted. 

Complete Preliminary Steps 

1. Access the Assistance screen, and delete any PND lines associated with the 
decision 

2. Navigate to the Confirmation screen . 

Generate the AAFIN Letter 

1. From Confirmation screen, click the Letter link in the tool bar at top right of the 
screen. 

2. When the Letter Wizard window opens, cl ick on the Request Letters folder. 

X 

t.llUI W1lAN0 

Pf'oO,-.,...C:00.: ~ ........ -or. ~ 

Avdl.bltl•n•ra 
• EUO<BIUTY OEC4SIOM 
•, 0 NOTlflCA'llOH lETl'ERS 
• lJ REOUESf l£1TER$ ..... 

!1;1arn+ m 1wa11+ rm 
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3. Select APPEAL, AAFIN - Final Appeal and then click the Next button 

AYMie.t. l•·nitn 

•, 0 EUGIBII.JTY OECtSIOH 
•' U NOTIFICATION lE'TTEA$ 
.., J RE~£ST l£1TERS 

i;l J IM ?IAl'{t@ ... 
/ AOOC •Al'PEAL - ~ Ulot!!NTATION 
/ AlDOC·-'PPEAl TElEPHOHErt<l<WSIIOrOO­

•) -.J RECE.RTIFICATION 
'• ..J REQUEST (RJ1) 

< > J. JEli%lll 

4. Select one or more of the Categories to be denied. 

5. Cl ick "Next" button 

Pro-gram Code: ~ L4ng1u1ge: Eng!hh 

AvauaDIG L<mers-----------­
eJ· i:;) ELIGIBILITY DECISION 
$· l:c) NOTIFICATION LETTERS 
El· I!:) REQUEST LETTERS 

B· e) APPEAl 

l 1 ... 1 DiNMUti#U 
j j.. A ADOC • APPEAL request DOCUMENTATION 
1 :... A ATOOC • APPEAL TELEPHONE requesl ,or DO 

Select the Letter Components 

AAFIN - Final Appeal 

Catego,y List1 (REQVIRED) 

0 0~11b:I 

0 Fu11':!.el 

iji. E:') RECERTIFICATION 
©· I:) REQUEST (RFI) ... □ M O\llno/S101"80@ 

Dome,, 
D P ersona, PfOO@flY 

□ FlQ.liUI I Ai.&.ltl.an,eg 

< > 
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6. Cl ick Preview to review the letter. 

Ptog,atrtt-tA 

l-Engl,sll 
u ... r. /oNIN · f-­

l•"0<C-, AMIN 
l • tt•tO.-/oNIN•fillal-

Custom Text Letter 

!M;tJ)fjfj let :'U W rm """"" 

X 

7. After you're fin ished previewing the letter, close the letter window by using the "X" 
icon at top right of the window. 

1
11111 fjij 'j'fj i .___ 

Proo.ram: HA 
la09-Eng10.• 

l etlor. >NIN • ,w 
Untr ~>NIN 

L•-O.• c,1p<,o,,: -..,. • rw 

l-ETTtR-

~ FEMA 
-""------NraM,._wcWl'b-C-,.. 
,oa..m, 
~,;.OT,."'l --,., .... ~c 

• H ••1l hi>-<• 
llllNt1l t,,,,.,,( ............. .......... 
••t•••n• • ••••• .. •~••••u f ,,,._., .. , ,,,t,•, lt.• 11 • 11111., •Ml• •• • .. •• .. • • •f<l• 
···- · ....... ·••t . ... , ........... .. , ••• , .. · ·~· ·--' ••••• ....... ,, • • ••••• '' 
t ••••••••-• • wu.,,..• lu•••••••Jl t t .!. • •••••'--•u•u ,-,,ouf,.l•••u-1 .. 
•• h,,.,., , ,l't , .. 

t1u••••••'- ••• •"'•litr• ,t-., , ah u1 l4,,,,., .... , 11,,. ... , ............... r.. . , 
,tn • t .-:t.o.t t , . .... ,,1. , Il l t ■ 01 .;., o!I UI-UI Wlfl l l \ o +ll l ,,11 U. MJ tw,, lu , _., 
·- ,,,,, •••• , .... , ., ............. , ... !.-, ,1 ....... ,,, ... , .. ....... ,, ........ . 

'"•h<I, 
I .... ... -· 1,, ... ., .. , •••• • • • ~ .. , .,, ..... '" " •••• 1,~. ···~·· , ..... ,1 ~ .... . 
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8. Cl ick the Finish button to complete the letter generation and return to the 
Confirmation screen. 

.,)--4t• <><"1 

!■;tsnn+ Pw1rn+I ltU, ti ■+1i1;;1 

Finalize Your Work 

1. If needed, use the Comment/Contact link in the task bar to create a Contact for 
any calls you made regarding the case. 

(See guidance for Contacts and Comments in the Appeal Processing SOP.) 

2. In the Decision frame, click on the Select checkbox beside the workpacket. 

3. Select the FEMA Complete queue as the appropriate Routing location . 

4. In the Generated Correspondence frame, select the Send letter to mail queue 
rad io button. 

Gtrwratt<I COff spo,dt:nu 

Preview L.u.t 
90-GQ Agenc:;yRelerra Isle Iler 

MAN· fl\• APPNf 

• Liro,,g• G•,.r1•dDUt LantrOtcision 

Engl '5h :>t/3t /20t S @Generae Only O Send Le:t.1:r to Mail O<.:eue O Del.eu lett:1 

Engl lfl 05IIJl20, 8 Q Go-• Only @ Send Lot•tto Ma,I Ouout Q 0.1••• Ltao, 

t 
5. In the Comment frame, use the Generate Comment button to create a draft 

Comment, and customize the text as required for the work you did. 

6. When you are ready to route the case, click the Submit button. 
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Award Eligible Appeal Assistance 

This section provides detailed steps for processing Home Repair and Personal Property 
appeals. For most casework tasks, the Web NEMIS processing mechanics are the same 
in the FEMA Appeal queue as in the FEMA Manual Determination queue. These steps are 
documented in the Web NEMIS Initial Assistance Reference Guide, which is included on 
the “Job Aids” tab of the IA Training and Development intranet page.  

This section focuses on how to: 

• Award real or personal property line items from in an appeal Inspection 

• Add line items to pay actual or standard costs based on substantiation of an 
estimate/receipt document item 

Remote Inspection 

This type of inspection was implemented to verify applicants needs during pandemic 
restrictions. FEMA inspectors will contact applicants by phone and conduct inspection 
remotely via video streaming. If video inspection is not possible, a remote inspection by 
telephone will be completed.  In some cases, exterior validation (EV) inspections are also 
performed.  

Ownership and occupancy will be verified by NEMIS public records. If the NEMIS public 
records verification is NOT available, the applicant will need to submit the applicable 
documents directly to FEMA. 

For Remote Inspections, FEMA will base most appeal decisions and awards for real 
property assistance on verifiable submitted estimates rather than completing a second 
appeal Remote Inspection, unless a previous appeal determination has been made for an 
additional Damage Level Award amount.  
The Damage Level Award amount will be visible in NEMIS with the applicable award level 
in the Real Property frame on the Line Items screen. Damage Level Award amounts will 
include a variety of commonly damaged line items grouped together under new combined 
Damage Level Award line items for each disaster.  
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When the amount appealed exceeds the next damage level award, an appeal inspection 
must be requested.  

 
If the appeal inspection returns with the same level or lower level than the initial 
inspection, the applicant will still receive the next damage level award. If not, process the 
case based on verifiable receipts.  

 
For more details, see guidance in the IA PPM Remote Inspection DSOP. 
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Scenario: 

An applicant in DR-4563-AL appeals for additional damages to their home for 
Hail/Rain/Wind Driven Rain. 

• Initial Damage Level Award for Tornado/Wind Level 3 = $7,157.16. 

• The applicant appealed with $21,472.00 in verifiable Tornado/Wind receipts. 

• Amount being appealed is more than the next Damage Level Award amount. An 
appeal amount CANNOT exceed one Damage Level Package without an appeal 
inspection. 

• REQUEST an appeal inspection if the receipts exceed the next Damage Level 
Award . 

• Appeal inspection returns with the same FVL as initial Remote Inspection-:-

• PROCESS the next Damage Level Award 4 = $14,680.13. 

• DEDUCT the previous Tornado/Wind Damage Level Award. 

Processing in Web NEMIS Appeal Queue 

To process Home Repair when the combined estimates are greater than the initial 
Damage Level Award received: 

1. CREATE a Home Repair PND line on the Assistance tab if a case does not 
include an active pending line (unless one already exists.) 

l:lou:!!!Jlowir Confiorutioo CQl]'J_uOOl!Cllrua<J D 

... OveNiew 

• ► Regi~rant Info 

... Assistanc. 

HoU!li ing Au i~tance Attach I Add I Oetete I Rej ect Ix I F"innnc:e I ~ I Eligibiliy Info 

CalOgory • Asst Typo Award l.Jlvol EllglbUlty Ellg Dato • E Ilg Amt Approvod Approvod Dato Sch Dato Disb Typo Treas Typo RGtumod Roiuu 
FirS EHR • Eligible - Home Repair!0l/0812021 S7, 157.1 GYes 03/08/2021 03J1l9/2021 EFT 

S0.00 

< > 

After the pending line is created, a Home Repair link appears under the Banner. 
This link opens the Home Repair Assistance Processing screen . 

2. From the Home Repair Assistance Processing screen locate the Real Property 
Line Items section, click the Add link at top right of the window: 

~ Re<li Property Line llems ....... 
- EligibililvCaicula.,r I Compar~/ll<>vi<>w I In< rector Comrn<>m I ~ I Ed~ I Edit lruur<>d I <;,,l<>CI It""' I Column Sat I Catego,y Summary 

D Select All Item Item Name 

D 

D 

9203Hse/Tv.n _Wind_Dmg_3 

67 00 SF S•IYi ce Call 

lnspecti01T Dmg Type Elig Dmg lnsu1ed Unit$ UOM Max Obs HA Qty HA Award Ass t lype 

Ini tial Tornado/Wind Yes Nol S6 .S95.55Each 1 1 1 $6 .995.55 Ini ti al 
Ina.ired 

Ini tial Tornado/Wind Yos Not 5161.61 Each 1 1 1 $161 .61 Ini ti al 
l nSJ le-0 

Subot Amt 

Total HA Award: $7,157.16 Total Amt Paid By 
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3. In the Add Item window, select Speed Estimating as Item Category field and the 
next damage level award (HSE/TWN_Wind_Dmg_4) 

4f Add It em •• Webpage Dialog 

.. • 11e01 ca,ego ry: I SPEED ESTMATING 

.... Item: I HSE/TWN VANO OMO 4 (EAi 

Item Details 

Inspection: JFEMA REVIEW 

Category: I rioT INSURED 

Damage Type: I TORNADOA\/IND 

Elig ible Damage: I YES V I 

vi 
vi 

vi 
vi 

Award --------------

Asst Type: )APPEAL 

Award Level: r-lR-RS_T ______ _ 

~ IMtOMj lfhi91II 

nem 1a: 19204 

Item UOM: I EACH 

Unit Coat S )1 -1680.13 

ltomQty: 111 

Max: 11 

HA Quant ify: I 1 

HA Award: $ ::11=468=0=.13===== 

4. Select the cause of damage in the Damage Type field. 

5. Enter the quantity to award in the Item Quantity field . 

6. SAVE the selections. 

X 

V 

xi 

7. The new line item you added will be listed with inspection type "FEMA Review." 

0 Select All Item Item Nome lnspectiotT 0mg Type Elig Dmg Insured Unit$ UOM Max Obs HA Qty HA Aword Asst lype Subst runt 

D 920 3Hse/fwn_\M nd_Om g_3 Ini tial Tornado/\MndYes No t $6.995 55 Each 1 1 1 $6.995.55 Initi al 

D 
D 

6700SF Service Call 

920 4H9'/fwn_ \M nd_Dm g_ 4 

Ini tial TornadoN~ndYes 

FEMA T orna do/\Mnd Yos 
Review 

~ 
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Line Items Window 
The line items list for Real Property or Personal Property can be expanded by clicking on 

the l!I icon at the top left of the Real/Personal Property Line Items frame. 

< > 
Elpbtlttr CfJeulator I Comoa!f'RtV!fW I ln'lptelOr g,mrn,,nt• I ~ ~ I ill I ~ I ~I~ I c,i-.go,y s... ~ 

D Sel•ct All he"" flem Nam• lnspeetion• Omu Type Eliu Omu ln.surt:d Unit $ UOM Max Obs HA Qty HA Award Asst T)'l>\t Subst Ami Paid 8y Receipt 

0 5-3-410ocw. inte,icw, ra:pte01 lnitill S.ww Yes Nol S:75 65 
B•ctue> lnsuced 

02400utlets °' switches. ,epl1cie ltiitial S.wer Yes Not $16.&7 
Bacfcup ln1Uted 

O 5042Floor. ,.nc, ,ncs refinish lnititl s.-- Yas Nol $1.70 
Bactup lnu~ 

13 3 3 

Eeeh 50 S S 

Sl2&.e-5 lniti1I 

sn.es 1niti11 

FIOO, 200011001 100 $ 1,~ .00 lnititl 
Square Ffft 

Total HA Award: $7 ,967.50 focal Amt Paid 8y R.c.eipt 0.00 

Real Property Line Items 

Clicking the icon opens a new window with the expanded line item list that that allows 
more of the line items to be viewed simultaneously. To close the window, use the X. l 
,-, - D X 

\ '.?) ~~ On https://sso.fc:motdl,nct,;ASTC/NonGcna1cAstnW01kshc:d£dit:,do?p:igc:= rpl,nd:cmsPopup&ctgCd=MR&rgsnAstn d=2S&n,ode=ED 1 &title= Rc:tl Property Linc kc:ms&coolcicNon1c= n1rl1nclten1sP P - a C 

□ 
□ 

□ 
□ 
□ 
□ 
□ 
□ 

6460 Butied ~ lin,:, fepl 111u: 

6-45-8 Thc.-mo,t-,i, rcplcoc 

&a-60 Tudtpoint 

!)C)47 Pt111n1 

8002ACiUAL tl-:~ li1"1Q, &«1 

Elig ib il ity C:, l,x,-1:,lol" I Conp;ar~IRovio"N I ln.::p,stor C.«1monl,:: I !f!.l.e ~ I Edit I Edit IMUl'Q:d I Soled lto-n I Column Sort I Cato90"Y Si..nrn.::wy 

Elig 0mg ln~u.re-d Unit S UOM M:ix Ob) MA Qty ~A Aw:ud A~~t Type 

lniti=ol 

lnlt!SI 

lnih,1 

Tom~dof'Ntrld ..... 
Flood 

Y es 

lniticl Mo i!/Jb iniWind Ofr1e.r1 R oin Ye,:. 

lnitiGI Tomado/W,nd 

lnltJSI H811/'\81nti/Vln(I Clfllle-11 .'\sin Yes 

f EMA. Revie-« Flood 

Mc>t l"SUf€<1 543.ZO Lines, :'"oot ,0 30 30 

lio t l:i.iour«I S2S.87 Lines, fool 5-0 -,0 I 

llot l:i::ur«I S IOS.1 3 Eooh 1 20 

llot l:i::urc<I S l.8'3 Lincior ;-oot 100 100 100 

llc>t insure<! S0.27 Wall SCluerE- FeEt 11200200 200 

liol l:i.iour«I 53,500.00 Eadl 

llot l:i::urc<I S2,'387.7S Eooh 

0 0 

1 0 

Expanded Real Property Line Items Window 

$01 S.S4 lniti=ol 

S l 447.80 lni t!SI 

525.87 lnih l 

$2,102.60 lniticl 

S16.l.OO lnitiGI 

504.00 lnltl81 

S0.00 A?i>e~I 

S0.00 

s , ,31425 sa,2so.oo 
5 1937.42'5 

This window is an expanded version of the Line items frame on the Assistance processing 
screen but separates the line items from other data so that they can be reviewed more 
efficiently. This window contains the same links displayed on the Assistance Processing 
page: Eligibility Calculator, Compare/Review, Inspector Comments, Add (line items), Edit, 
(line items), Edit Insured (line items), Select Items, and Column Sort. 
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Selecting the Item for Payment 

1. Cl ick the Check box next to the new line item to select it for payment. 

2. Then cl ick the Select Item link. 

£!] Real Property Line liems 
- Eligibility Calculator I ComparQIRev i- I Inspector Comments I .!:!!!.!Q Add I Edit I Ed~ ln,ured I Select kem I Column Sort I Category Surmiarv 

D Select All lte11> Item Name 

D 

D 

9203 Hoo/Tv.n _ll\!nd_ Dm9_3 

6 70 0 SF Service Ca 11 

,_!9204 Hoo/Tv.n _ll\!nd_ Dm9_ 4 

1 .... --, . .. 

lnspectionDmglype EligDmg lnsurec1Unit$ UOM Max Obs HA Qty HAAwarcl Asstlype 

Initial Tornado/WndYos Not $6 ,995 .55 Each 1 $6,995 .55 Ini tial 
ln9.Jred 

Initial Tomado/WndYes Not $161.61 Each ·1 $161.61 Initial 
ln,.,red 

FEMA Tornad o/W nd Yos Not $14,680.13Each 1 $14 ,680.13 Appoal 
Review ln9.Jred 

Subst 

Total HA Award: $21,837.29 Total Amt Paid 

3. Set the Inspection type to FEMA Review in the Inspection field and select the 
appropriate insurance setting in the Category field. 

@:I Select It em -- Webpage Dialog 

Asst Type: !APPEAL Award Level: IARST 

Default Qty: ~I O_BS_ E_R_VE_D_t_l tl_ S_PN ____ v~I Inspection: ~I FEMA--REVIEW-------v~I 

• r ':H' '*••,-14. 
category. 

(WiiP◄I Mfiri39I 

4. Then cl ick Save to save the selection 

Adjusting the Pending Eligible Amount 

The line item payment(s) you created wi ll be listed in the Payment Calculator frame of 
the Assistance Processing screen . 

Payment Calculator Show: l lni1ial v I A<kl Item Delete Item Misc Adj ~ 

loem 
Previous Award 

As SI TIIP• Ellg Code Receipt Date Ponding Elig A,rw: I no Ng Amt Prov lou,ly Paid Adj lor Pr9'1 Pmt DMARTS Doc ID Imago# Poss iblo Dup Doc Dup Sot 

Line Item Total 

Peoding Toca I 
Misc Adj 

Adj us tfor Prev Pml 
Eligible Total Award 

Prev ious Awt1rd 

1ni1ia1 EHR · S7 .157.16 
Bigible • 
Home 
Repairs 
f'ND­
Pending 

$14,680 13 

$14,680 13 
$0.00 
$0.00 

$14,680 13 

.. 
S7,157 16 

Categ ory· Home Rapa r V ~ As,tType· IAppoal v i D Floodlno..-ance 

El igibility Code: ~I P_N_D_- P_o_nd_in~g ____________ v~I Elig Combo 'Mzard 
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1. The applicant had previously received a disaster-specific award for HR Assistance. 
A payment adjustment is needed, you would click the Misc Adj link. 

Pa)lffiOm Calcullllor Show: 11 nitial V I A<kl Item Delete Item Misc Adj .!:l!!!l!. 

Item Asst TIIP" Elig Code Receipt Date Pending Ell9 Arr< lnellg Amt Prev loosly Paid Adj ror p, .., Pm! DMARTS Doc ID lnage # Pou Ible Dt 0(4) Set 
PreviousAward l!li.tiAI EHR· $7,157.16 

8 igible • 
Home 
Repairs 

Line Item Total PND • $14,680 13 

Pendlog Toi:al 
Misc Adj 

Adjustror Prev Pmt 
Eligible Totol Award 

Prev ious Award 

Pending 
$14,680 13 

$0.00 
$0.00 

$1 4,680 13 
$7,157 16 

Celeg ory• l tiome Ropair v i ~ As,tType: I App9'11 v i O Floodln,urance 

Eligibil ity Code: ~I P_N_D_· P_• _nd_ln~g ____________ v~IElig Combo 'Mzard 

li@U,Mil 

2. DEDUCT the previous home repair Damage Level Award, enter a description of the 
adjustment and save the data. Remember, Do Not deduct Service Call from any 
additional EHR awards. 

• · Misc Adj Calcula:io-n •• Webpage Dialog 

Aotion 

Peno:1ng Total Forward S0.00 .. •Mi• c. Am ount: S I 0.001 i 
- Mi&c, Amount: S I G.9'5 ss I i 

Total A <:IJ Amount S 

Noce, l::=============!I 
N01e: I OEOUCT PR£V'IOUS £HR AWARD! x I 
Totol Aclj Am oont i& ll NEGATIVE number end itoould im!XIC1 
your Eligtl>le Awar<1 

X 

3. After subtracting the previous EHR award, you will return to the Home Repair 
screen and the new award ($7,522.97) will appear listed as the Eligible Total 
Award in the Payment Calculator frame at bottom of the screen. 

Payment Calculotor Show:I Initial v I Add Item Delete Item Mis!c.Mj ~ 

ll>m Asst Type Ellg Code Receipt Date Pending Ellg Amt ln91ig Amt Previously Paid Adj for Prev Pmt DMARTS Doc ID Image# Pou Ible Dup Doc Dup Se 
Prevlous Award ill!J!i! 81R- $7,1 57.16 

B igible • 

Line lle.n Total 

Pending Total 
Mi,c Adj 

Adjustfor Prov Pmt 
Eligible Total Awa,;d 

Previous Award 

H,me 
Repa ilS 
PND­
Pending 

$14,680 .13 

$14,680.13 
($6 ,995.551 

$0 .00 
57,684.58 . 

$7,157 .16 

ca1ego,y Home Repair v Gl!.a.agf ASS! Type: I Appeal v j O Flood Insurance 

Eligi bi lity Cod e: ~I P_N_D_· P_e_nd_ing~ -----------~v I sI9 Combo Wlzaro 
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4. Now you are ready to update the Eligibility Code and cl ick Continue to proceed to 
the Confirmation screen to add a Comment and route to FEMA Approval NON­
DRM. 

Pnyrnent Calcu lator Show: I lnltlal V I Add ltom OelOlo Item Misc Adi !::!2!I!. 

hem A .. , l'ypo Elig Code Receipt Dato Pend ing Ellg Amt lnellg A,m Prov lous ly Paid Adj for Prov Pnn DMARTS Doc ID Image# Poss llllo Dup Doc Dup SO' 
Prevlous Award lnUiA.I EHR · S7.157.16 

Eligibl&. 

Uoe lt&m Total 

Pending Total 
Misc Adj 

Adjust for Prev Prm 
E llglble Total Award 

Prov ioug Award 

Home 
Repairs 
PND­
Pending 

Catogol)': I Hono R<>p•i• v I ~ 
Eliglbi lity Code: 

$14,680.13 

$14,680 .13 
{56,995 .55) 

SO .OD 
$7 .684 .58 

A"1Type: I Appeol 

S7,157.16 

V I O Rood Insurance 

V Big Combo Wlza•d 
IMii,MI .. 

For specific information about how to apply damage level guidance use the IA PPM 
Remote Inspection DSOP or for additional information about the RP Eligibility Calculator 
see the appendix section of the Appeal Processing. 
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Determine FVL for Insured Line Items, Per Damage Type 

Compare the total insured FEMA Verified Loss for each damage type to the insurance 
settlement for that damage type. 

To determine the FVL of insured Real or Personal Property line items: 

1. In the Real Property or Personal Property Line Items frame of the Home Repair or 
Personal Property screen, click on the Eligibility Calculator link. 

~ - Real Property Line Items I E IIQlbi~ty Calculamr I Conpare/Rev oew I lnspeemr Corrmen1s I~ 

2. On the Eligibility Calculator History window, select Add to add a calculation. 

3. The Home Repair or Personal Property Eligibi lity Calculator appears. 

HC ME REPAI R 

Rgsn ld: 150 451441 Elig ibililyCalao lalor SeqlD: 

lnsuranc,e Settlement 

# Insurance Type 
1 Mobile Home (0 /R) 

Cov erage Type 

Structure 

Inspection and Insurance Comparison 

Select Inspection 

D econd 

D Initia l 

FE MA Rev iew 11ems 

Inspection 

Insured Damage Type 
Insured Hail/Rain/Wind Driven Rain 

Nolln9.1red Flood 
Total 

Hot In SJ red Flood 

Total 

Insured Damage Type 

Claim No 

09876 
Settlement Date 
05/31/2020 

Observed Amount HA Award AsstType 

S0.00 55,234.0 

57,552.27 
512,7 86.32 

57,631.99 

57,631.99 

S0.00 

57,552.27 Ini tial 

Settlement Amt Subs! 
S4,000.00 

Insurance Compare 
Selecl 

Selecl 

Observed Amount HA Award Asst Type 

Eligibili ty Summary 'If the Adjustment is a deduction and is greater than or equal to the Subtotal, the Adj Subtotal will display Zero, 

I lff1®JE1tl] 
F1k6M1 F51M411 

a. Compare each insurance settlement, Settlement Amt Subst, to each 
Insured Observed Amount/ Award Amt (FVL) to determine if the FVL is 
greater than the insurance settlement for the damage type. 

b. If all FVL amounts are covered by insurance, cancel the Eligibility Calculator, 
and process an INI or INFI ineligible determination. 

c. If the FVL amount is greater than the corresponding settlement, continue 
processing the items for eligibility. 
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Paying Line Items from an Appeal Inspection 

After an appeal inspection has returned you will determine eligibility for inspection line 
items by comparing the appeal and initial inspection results. In Web NEMIS, you’ll use the 
Eligibility Calculator to compare inspection line item totals and record your determination in 
the Payment Calculator  

For insured Real Property line items  
• Ensure the Structure settlement has been substantiated. If the claim was denied, a 

substantiation record for a net settlement of $0.00 will need to be on file. 

• Determine if the FEMA Verified Loss (FVL) for insured line items is greater than or 
less than the settlement amount for the damage type(s). 

• If Insurance is greater than FVL, process as ineligible INI/INFI. If FVL is greater 
than Insurance, proceed to payment 

For Insured Personal Property Line Items 
• Ensure the Contents settlement has been substantiated. If the claim was denied, a 

substantiation record for a net settlement of $0.00 will need to be on file. 

• Determine if the FEMA Verified Loss (FVL) for insured line items is greater than or 
less than the settlement amount for the damage type(s). 

• If Insurance is greater than FVL, process as ineligible INI/INFI. If FVL is greater 
than Insurance, proceed to payment 

Personal Property line items must be edited prior to payment. All insured items must be 
changed to “uninsured”, and an Award quantity must be entered before using the Eligibility 
Calculator. 
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Changing items to "Uninsured" 

1. Multiple line items can be changed to NOT INSURED using the "Edit Insured" link. 

0 Appl 

0 Room 

0 Appl 

0 Appl 

1:,1 Appl 

a. In the Line Items frame, select the insured line items. 

b. Cl ick the Edit Insured link. 

El;g.ibi,fKC.lcubtor I Add i ~ , ~ , S.IH:tl1!:!n l F,.., I ~ I ColurnnSo(t l 

lnspe,c:tion 0mg TrS" o.g,... Insured Unit $ M~• Obs Qty Award Ant Ty~ 

3,2QO lnf&nt Strollw - Ha;il/ReinlWind O,lven Rein Repl&ee 11"15l.Qd $84 ,QO 2 1 $0.00 

=8edl0om - Helll'RelnM'lnd Orlven Rain Repl&Ot lmi.ncl $708.36 e 1 0 S0.00 

3601 Wet/'Ory Vee.Pre lnddent - Ka11JRainJWind Oflven Rain .Rep.I aoe lns.xld "3.00 1 1 S0.00 

3010 Refriger•tClf - Kail/RainM'ind Oriven Rain ReplKe Insured 5476.00 1 1 S0.00 

3310TW'ln e.:I - H••llR•inNiind Otiven Rain Replace lmure<I S43e.48 10 1 S0.00 

c. In the Edit Insured pop-up, select NOT INSURED, and then click Save. 

Insured: 

IMiMMI hfi:li911 

d. When a message states "The selected line items will have the "Insured" 
value changed . .. " select OK to continue. 

Appeals - Reference Guide 68 



Civil Action No. 5:21-cv-00071 
13th Interim Response 

010245

Edit line item Award Quantities 

For each Personal Property line item, you must enter the Award Quantity. 

Note: Before paying Personal Property line items, check the Inspection History Personal 
Property screen for Unaffected or Landlord-Owned items. Adjust for any duplication of 
benefits in the Award Quantity. 

1. In the Line Items frame of the Assistance Processing screen, select the el igible 
insured line item and cl ick the Edit link. 

~ . Pers~! Property Line hffls E-1,r,Calcu,.tor I 6ll!I 1i2!! ~ I ~ I fl!!tt I ~ I ~ 

0 kt.ei All Ca~ lten. l•m Ni m. 

@_ yw' 32QO lnl•nl Stroller 

D Roon, =-
□ A,ppl 31:191 'WtlfDry V.«).~ lnoftnl 

0 A,pc,I 3010Rtifrio•r•tot 

n 

g) Ed~ Item - - Webpage Dialog 

• Category Type: I 
· item Name: I 

Other Desc: I 

Manual Inspection 

O.Otff lns.u,ed Unh $ Max Obs Oty Awiird 

Se«>nd H•1IJR•1'1Ni'1nd Orr,1tn R._n Rtpl•ot Nol ll'$Jll'ed S,84 g,g 2 1 $0 00 

Second Hail/Rai!IIW1nd Otivtn A:-.:n Repl•oe Not I~ s·7Ge.U e 1 0 $0.00 

Seo:>nd Ht•IIR•h/Wind Orivtn R•n RfP1•oe Not I~ $63--99 1 1 SO 00 

Second H■il.lRai'\M'ind Driwn Ra_n Rep-laoa Not 1-..N SAU.00 1 I S0.00 

Sec:oncl H1il/RahM'iM Orivtn ~n R~•ct Not l'llute<I $43&.48 10 1 S0.00 

ANCE V Repair Amt S 1•2.so 

IT STl<Ol.LEI! V 

I 
Replac,e Amt: $ 134,99 

Inspection Type: l.ee ., Insured: ~ 

• Damage Type: I HAJURAl'I.Ml'IO DRM~I RAl<I v I 
• Degree of Damage: ~I RE_ Pt.A_ CE ______ ~v I 

Award 

AsstType: I 
Award Level: ,~--------

• Item Qty. ~ 

Cost: S 134.99 

I• Award Qty: lo 
Award Amt: S jo.oo 

IMWOMI lihi391 

I I 

AntTw,. Subst Amt htd Sy R.celpt 

X 

Limit:p 

2. Change the Award Qty to the quantity eligible for payment. In this example it would 
be changed to 1 . 

3. Cl ick Save and repeat these steps for each eligible Personal Property line item. 
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Compare Inspections and Calculate Award Amount 

Calculating the Pending Eligible Amount 

To compare multiple inspections and award the most recent inspection amount, use the 
Eligibility Calculator, as follows. 

1. In the Real or Personal Property Line Items frame of the Home Repair or Personal 
Property screen, click the Eligibility Calculator link. 

~ . Real Prooertv Line I tem, I f lig'bilityCak:nlatnc l r-0mnare/Revif:w I lnsr:H':ttor Convnenll 1.1::ld.D Agg I E..ml I E.d.i1..1m..uw1 I ~ I Column Sort I C31eoorY Summar, 

2. In Eligibility Calculator History window, click Add to add a calculation. 

Select Seq ID • Last User Datemme Sav ed Amount AsstType El ig Code In Currert ca lculator 

No data avai lable in table 

3. On the Eligibility Calculator window, click on the Select checkboxes to select 
inspections to compare (e.g., Second and Initial). 

HC ME REPAI R 

Rgsn ld: 150 451441 Elig ibilityCal a> lator SeqlD: 

lnsuranc,e Settlement 

# Insurance Type 

1 Mobile Home (O/R) 

Inspecti on and Insurance Comparison 

Select 

lg] 

(Ej) 

Inspecti on 

Second 

In it ia l 

FE MA Rev iew 11ems 

Inspection 

Insured 

Insured 

Hot In SJ red 

Hot In SJ red 

Insured 

Cov era ge Type 

Stru cture 

Dama ge Type 

Hail/Rain/Wind Driven Rain 

Flood 
To1a l 

Flood 

To1a l 

Damage Type 

Claim No 

09876 
Settl ement Da te 

05/31/2020 

0 bserv ed Amount 

55,234.05 

57,552.27 
512,786.32 

57,631.99 

57,631.99 

HA Award Asst Type 

S0.00 

S0.00 

57,552.27 Ini ti al 

Settlement Amt Subs! 
54,000 .00 

Insurance Compare 

Select 

Select 

Observed Amount HA Award Asst Type 

Eligibili ty Summary ' If the Adjustment is a deduction and is greater than or equal to the Subtotal, the Adj Subtotal will display Zero. 

I lff1®JE1tl] 
►ikHI F+IIM#II 
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4. Next, for each Inspection/Insured/Damage Type row: 

a. Cl ick the Select link in the Insurance Compare column. 

HO M t Rf PI\IR 

Rg sn Id: 1 S0◄S1 44 1 Eligibitity Cail<::ul alo r Seq 10 : 

Insurance Se111emen1 

• Insurance Type 
1 M obile Home (OJR) 

ln't)ec1ion and Insurance CompariM>fl 

Select 

0 
lnspecion 

Second 

Initial 

lntured 

fn~red 

Not lns,red 

Nol lna,red 

Cov era oe Type 
SII\I Cture 

Oamaoe T)1)e 
HaiURain/'Wind Driven Rain 

Flood 
"Toil I 
Flood 

Total 

Claim No 
09 8 76 

s etl:lement Oa te 
05/3 1/2020 

Observ ed Amount 
$5,234.05 

S7 ,S52.27 
$12,786.32 

57 .6 3 1.99 

S? ,6 31 .99 

HA Award AsstType 

S0.00 

S0 .00 

$7 ,552.27 1nilial 

Se1Uement Amt $ Ub$t 

$ 4,000.00 

e Compare 

Ff MA Review ••m• 

lnapee.aon ln&ul"ed oem aoe Type Obaerv ed Amount HA Award A.sat Type 

Eligibility Summary •If the Adjus tment is e deduction and is greater than o r equal t o the Subtotal, the Adj Subtotal will d is pley Zero. 

llf!Wf1fi 
Mfi M Mfl:d3N 

5. In the Select Insurance window, select the appropriate insurance settlement for the 
Damage Type shown, and cl ick Save. 

@) Select Insurance •· We.bpage Dialog 

SE LE CT I N SU RA NCE 

□ 

10 

# 

0 

Inspection: !Second 
~- ::::::::::::::::::::::::::::::::::: 

Ong Type: I Hail/Rain/Wind Driven Rain 

Insurance Type 
No Coverage 

Mobile Home (O/R) 

Category: !insured 
~-::::::::::::::::::::~ 

OBSAmt: ~1$_.0_0 ______ ~ 

Co• erage Type Settlement Amt 

Structu re S4,000.00 

IMiWMI Ei,M§I 

X 

6. After returning to the El igibility Calculator window, cl ick the Calculate button . 

ID Eligibility Calculator•• Webpage Oi.alog 

IRgsi Id: 1504S1 ◄ 41 Eligibility Calcuh tor Soq ID: 

Insurance sea1emen1 

lnsura nee Type 
M ob ile Hom e {OJR) 

lnac,ec1ion and lnauranco Compariaon 

Select Inspection 

0 Second 

1Rili31 

Ff MA Review 1111!!:ms 

ln$pceiion 

Insured 
l n,i,ned 

HOt ln~ red 

Hot IRS.Ired 

IA$Uted 

cov enoe Type 

Structul9 

Damage Type 
HaillRoinrM'nd Driven Rai n 

Flood 
Total 

Flood 

To1al 

Oama9e Type 

C laim No 

093 7$ 
Setdernentoate 

0S/3 112020 

0 beerv ed Amount 
$S,23◄ .0S 

$7,5 52.27 
S 12 ,786 .3 2 

$7,63 1.99 

$7,631.99 

HA Award AsatType 

50.00 

5 0.0 0 

s 7 .552.27t nHJal 

Settlement Amt SubS-t 
$ 4 ,000.00 

Insurance Compare 

Scel.c.<.! 1 

- 0 

- 0 

Observed Amount HA Aw~ r d Aaat Tvpe 

f 11g1b1l1ty Surrwna ry "ti the Adjustment Is a deduction and Is greater than or equal to the SUbtotal, the Adj SUbtotal wilt dis play Zero. 

X 

IC/43!iffli 
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7. Next, you will see the calculation results in the Eligibility Summary frame at bottom 
of the window. 

@) Eligibility Calculator -- Webpage Dialog 

Rgsn Id: 150451441 Elig ibility Cal cul ator Seq ID: 

I n eura nco Se ttl emonf 

# lnsura nee Type 

1 Mobile Home (0 /R) 
Cov erage Type 

Stru ctu re 

Inspecti on and Insurance Comparison 

Select Inspecti on 
Second 

ln rl ia l 

FEMA Rev iew 11ems 

Inspection 

Insured 
Insured 

Dama ge Type 
Hail/Rain/Wind Driven Rain 

Hot In SJ red Flood 
To1a l 

Hot l n ru red Flood 

To1a l 

Insured Damage Type 

Cl aim No 

09876 

Settl ement Da te 

05/31/2020 

O bserv eel Amount 
S5,234.0 5 

S7,5S2.2 7 
$12,736.32 

S7 ,631.99 

$7,631.99 

HA Award Ass!Type 

S0.00 

S0.00 

S7 ,552 .27 Initi a l 

Settlement Amt Subs! 
54,000.0 0 

Insurance Compare 
Selecl 1 

Selecl O 

Observ ed Amount HA Award Asst Type 

El igibili ty Summary ' I f t he Adjustment is a deduction and is greater than or equal to the Subtotal, t he Adj Subtotal will display Zero. 

X 

diMMtill 
Inspection 
second .. Insured 

Not I nsured 

In SJ red 

Dama ge Type 
Fl ooa 

Sublolal 
Hai l/Rai n/Wi nd Drive n Rai n 
Sublolal 

Ini tial Hot I nsured ... 

■•:tat 
Total Second Ins pn Total Initial Ins pn 

$3,786.32 $7,631.99 
Notes: 

Observ ed Amount Settlement Amt Subto1al Adj ustment 
S7 ,552.27 

57,552.27 S0.00 57,552.27 

55,234.0 5.. .. 
55,234.0 5 54,000.00 S1 ,234.05 
S7 ,631.99 
S7 ,6 31.99 S0.00 S7 ,631.99 

Pending Eligible Amount 
$1,154.33 

Adjustment 
so.oo 

Final Pending Eligible Amount 

$1,154.33 

□ Do Not Add to Calculator 

IWib◄I i+IIM#I 

Adj Subto1a l 

S7,552.27 

S1 ,234.0 5 

$7,631.99 

For each Insured Damage Type Subtotal, applied settlement amounts are shown in the 
Settlement Amount column. The Subtotal column ref lects subtraction of the settlement. 

Adjusting the Pending Eligible Amount 

Adjustments should be rare for inspection comparisons. However, they may be needed if 
the previous inspection total differs from the previous award total for a specific 
damage type. 

If an adjustment is needed, you would click the Adjustment link in the appropriate row, 
add/subtract the adjustment and enter a description of the adjustment. For Example: 

The applicant had previously received a disaster-specific award for Clean and Repair 
Assistance (CRA). If the Real Property damage from Appeal inspection is more than the 
CRA award, you would use the Adjustments fie ld to deduct the CRA amount 
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ADJUSTMENT AMOUNT 

Adjustment Amount Description Delete 
~--------------

~---3_oo_.o~ol I oo:Jucr FREV1ous BVIS CRA AWARD 

Tota~ $-300.00 

1...--Ca- l_cu_la-te---,I I Add Line 

i+M@N 

1. If you need to record more adjustment amounts than there are lines provided, cl ick 
the Add Line button. 

2. After recording adjustments, click Calculate, and then click Save. 

Sending the Pending Eligible Amount to the Payment Calculator 

1. After you return to the Eligibility Calculator, ensure the Do Not Add to Calculator 
checkbox remains UNCHECKED so the Final Pending Eligible Amount will be 
added as a line on the Payment Calculator. 

e ligibili ty Summary 11 the Adjustment is a deduction and is greater than or equal to the Subtotal, the Adj Subtotal will display Zero. 

Inspection Insured 

Second Hot I nsured 

In SJ red 

Initial Hot I nsured 

Total Second Ins pn 
$8,786.32 

Notes: 

Damage Type 

Flood 
Subtotal 
Hail/Rai n/Wi nd Drive n Rai n 
Subtotal 
Flood 
Subtotal 

Total lnitiallns pn 
$7,631.99 

Observed Amount Set11ementAmt 
S7,552.27 
S7,552.27 S0.00 
S5,234.0 5 
S5,234.0 5 S4,'l 00.00 
S7,631.99 
S7,631.99 S0.00 

Pending Eligible Amount Adj.lstment 
$1,154.33 so.oo 

,... 

1wwwi1+1,@e1 

2. Cl ick the Save button to save the calculation record. 

Subtota l Adj ustment 

S7, 552.27 $0 00 

S1 ,234.05 S.!Ll!.!! 

S7,631.99 S.!Ll!.!! 

Final Pending Eligible Amount 

$1,154.33 

□ Do Not Add to Calcula tor 

11!1■1 
Adj Subtota l 

S7,552.27 

S1 ,234.0 5 

S7,631.99 

For additional information about the RP Eligibility Calculator see the appendix section of 
the Appeal Processing. 
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Complete the Determination 

After you've calculated the appeal inspection award amount in the Eligibility Calculator and 
returned to the Home Repair or Personal Property screen, the award will be listed in the 
Payment Calculator frame at bottom of the screen . 

Payment Cak:ul.ttor Show: I All vi AOO 11em Delete rtem MSC A<lj ~ 

l lem Asst Type Elio Code Receipt Date Pendino EliQ Amt lneli o Arrt Previously Paid Adj brPrev Prrt OMAR TS Doc 10 l maoe #: Possible Duo Doc Oup Set 

h!
RP

0 

- t: ligiDility PH O. Pencl ng S1,154.33 Man ual I lculator 
...-re'-'OUSA, vara n1 ,a t;M K . e; ngn • . M O t'I & :)J, ...... . 

Repai rs 
Li ne Item Tota I Ptil O . Penci ng S0.00 
Pena1ng ro1a1 S1,1 54.33 

Misc Adj S0.00 

AaJusnor Prev Prm S0.00 
Eligibl e Total A.ward $1,1 54.33 

Prev 10us Awa ra 53,552.27 

Category: I Hom~ Repair v i Change A~ Type: I Appeal vi O f lOO<I insurance IE-»Bi,l'li 
Elig ibilrtyCode · I PH O -Pen dina V I Elig Combo Wizard 

The Item column will list the payment. Clicking the RP or PP Eligibility Calculator link will 
display the Eligibility Calculator window. You will be able to edit the calculation as long as 
the determination is still "PND - Pending." 

The Previous Award amount is listed for reference but is not included in the El igible Total 
Award . 

To record the Eligible determination: 

1. First, make sure the correct Assistance Type is selected for the award (e.g., 
Appeal). 

2. Select the appropriate Eligibility Code (e.g., EHR/EHRZ, EPP/EPPZ). 

3. Cl ick the Continue button to save the determination and continue to the 
Confirmation screen. 

4. Document and route your work, as described in the section : Finalize Your Work on 
the Confirmation Screen. 
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Add Line Items to Pay from Estimate/Receipt  

Per the Appeal Processing SOP, there are some situations when payment can be made 
for an item without issuing an inspection. This can be done under the following conditions:  

• The previous inspection recorded a line item associated with the item under 
consideration.  

• The cost for repairing or replacing the item is documented on a receipt, estimate, or 
bill submitted by the applicant. 

• All case details and documents are verified as meeting PPM eligibility criteria. 

When processing the new award, you will create a line item while substantiating the 
estimate/receipt. Some line items can be paid at the actual costs, and some items must be 
paid at the Standard Line item cost. 

Examples of items that may be paid at actual cost include septic systems, wells and 
well components, furnaces, heat pumps, boilers, HVAC systems (if not an upgrade 
from a furnace or air conditioning system), and ADA Real or Personal Property line 
items. 

The following steps demonstrate how to substantiate an estimate/receipt submitted to 
appeal a Real or Personal Property determination. During the process of substantiating 
the appeal document, you will also add a line item and record a standard or actual cost 
payment for the line item.  
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RecordNerify Substantiation Details for the Estimate/Receipt 

1. Access the Estimate/Receipt from the Correspondence Received on the Assistance 
Processing screen. 

2. Highlight the Estimate/Receipt Item in the Item Substantiation list. 

nem Sot>&tt1,m,;Jnon l3 

c ategory 
IA!'IIA3'S1 

J ot 11emt To Caleulatot Vetitied nem TVi>e/DeterlptlOn 
CA t >:i,en~~ 

Con.lA -ni 

ConlA8SI 

CuniA,st 

COl'IIA~ 1 

HA 

~ 

~ S1l•1HEA-r«:;M,,<X'l. tl«: S)llJTICt.S 
u-.·~ -c1om 
:; ,i;ll,11 ,>J(.V:l"d J, .:. ~ 
):Otlll) lllt<~.N: ! .!:'1l 

' "-••~,•, ~dV. 70~ 

( ~ IIO l4 f,:,,t; 

Cd*.e· 
11,-,...,.. 111 •:<1« ·1 

~ .mn ttr-'llr 
Hcl:rc« !.l~ 

.. ,,~ .... -.... 
Ill,,,., .. ,.,,,,., 
n,~,. 

l,, ,;t\'\llr...., , 111,_,," .,0:n l"ll'lfH•, h 

Hcl A.ppli:-ablo: CA lno:-

ft-ol Apl)IC.ilbl9 CA lf\COl'!I$ 

CAL.ea,:e 

ff-01 A~able CA Rem RCP1 

NttlA.ppli:i,blo: Re# ro'IJ Es1Repl 

O, ,,, ., , . ,.,i ., •• • <of o:• , •O•,d : • ,.,,1, 

l'>.•,(l'~n,d 
Sl'leet,U,.Ol-"1 

S&OOO 
,,uoo 

r~~n1:1111 tr'", .... ,(.,1\IMO!J :•;;t,;f!'\ f -"d1)11rd "'~:;" ... <""'C!II\CN:: (4'~,(' 11$lWCf l {ICk: tMoOn: dl.o :.c-U)Ot' 

t :11~~ 

"08tt 

Md 

OMA.Rh Document ID 0uptleate Of Recel'fed LUC Vlewea 
!:1~\fU.i1tl lmfllfl\11!; <UJ/1.VM~ 

s2asne.t osmnot9 u>11<tJ2019 ,.. 

52591617 03127/2'019 10114.12019 

52S9H118 

52$'1615 
53:?&,424 

0&'2112(ll9 10i14.r.t0-19 

O&'ZT/l'01!1 10/14.12019 

O&m/2-0t9 ~ y 

• item T" oe; I Ae,1.IProp btA"pt v i 

~ 

• Cornpi,ny Allltle , ltddre••• phone r,umber 

l w 2112019 1 

® vts Q uo 

@ns O uo 

• Receipt A fflOUl'IC 

• Adju,. tment, 

~ncnno f llQll)l8 Amoont 

I Sten<lard v i 

SflfCTUI; ITEMTO Ct.:»IP/IAREJAOO 

Vet ified: I Not A.ppbcabfe v i 

.~ 
~ .• 
~-i .~ 

~ 0o not add thi11 item t o the ealculator 

3. Verify and complete substantiation field entries as follows: 

• Category: "-I H_A _____ v_,I 

• Image page number(s) 

• Date 

Disaster Re lated? 

• Comp,nny nll.mc, laddrc~:1, phone number 

~ Paymem lype 

• Receipt Amount 

• Adjustmen ts 

Pen<ling Eligible Amount 

• Item Type: I RealProp Est Rcpt 

108/2112019 

®vfs 0 1•10 

® ns O "o 

l stanaaro vi 
SELECTLl<EITfMTO COMPARE/ADO 

s~ oo 

~000 I.iii 
~ 000 I-iii 

s~ OO _I 

Vcriiicd: I NotApplicttblc vi 
[ii oo not aoa t111s rtem to tne ca1cu1ator 

4. If, the "Disaster Related" or "Company, name, address, phone number" 
information is not specified clearly on the document, verify the information 
according to guidance in the Appeal Processing SOP. 

o If the information is obtained, select YES to these questions. 
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5. Next, select the Payment Type. 

• For items that can be paid at actual cost, select Actual. (See the Appeal 
Processing SOP for details about paying actual-costs.) 

• For items that must be paid at the line item price, select Standard. 

(Another selection, DR Specific, is also available for use with disaster-specifics.) 

• Payment Type 

• Receipt Amount 

• Adjustments 

Pending Elig fble Amount 

I Actual 

SU£CT IJ'E ITEM TO COY'ARE/AOO 

s~.oo 

~~o.o_o_~l•i 

~._o._oo __ _,!-ii 
s~.oo 

In th is example, the receipt is for a furnace replacement at actual cost, so Actual is 
selected. 

6. Next, you'll create a line item using the "Select Line Item to Compare/Add" link to 
compare or add , as described in the following section . 

• Payment Type I Actual vi 
~ SELECT IJ'E ITEM TO COY'ARE/AOO 

s~OO 

• Receipt Amount ~ooo 1. iii 
• Adjustments ~000 1- i1 
Pending EJlg ible Amount s~oo 

This link opens the Line Items pop-up window that displays a list of all inspection line items 
previously entered. 

7. Next, we create a line item(s) that is comparable to the item(s) on the 
estimate/receipt. Click the Add link at top right of the window. 

Selec-1 .. lte-m Item Nam~ lnsi,ection Omo Type Elio Omo Ca'le()Ory Unit S UOM Max O•s HA Q ty HA A'Nar<i Asst fype- Subs.t 
8.461 F um.ac,;, clo.a.n .a.11d r~piair In ilia I Fl ood v., }fot l n~urod ~21oeo !:.11ch 2 1 1 s,10eo lni ii•I 

5342 Ooot. e>:taior. recplaoe Initial Flood Y,s \.lot Insured $201 71 Each 5 2 2 $403 42 Initial 

0 6341 Cabinet b6se. ~ Igoe Initial Flood Yes '4otlnsured $127~ Un@arF001 30 20 20 S2.Wl.60 Initial 

LJ ~ 1 Door. 1mer10,. re.plsce 1nma1 Flood Yes Not lnsureo -S?B.?3 : .sen 13 • • 5791.44 1011181 

0,242 Ol.l'll et. GFI, cepl80: In itlal Flood Yes Not lnsuree, ""'·°" E.sd'I • 1 1 530.04 Initial 

[J 0-240 Outleb Ofs.wlt<:tles, te-_!)19-oe In itlal Flood Yes Not Insured s,a.12 E.aetl 70 11 11 5200.92 1n111a1 

5649 Dwyw-:i ll , re-pl-:11:e lnHi -ii l Flood y ., N~t l o-=ured .$4.20 ~IISq~,11~F=I 8'00700 700 '2,&<40.00- l niti;ii l 

11111111 ... 
< 
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8. This opens an Add Item window. At top of the window, select the appropriate Item 
Category and Item. (The example shows Heating selected to award actual cost for 
furnace replacement.) 

~ • item Category: I HEATIIG vi It em Id: 16441 

~ • item: I FURNACE, REPLACE (EA) vi 

Item Details 

Inspection: IFEMA REVIEW Item UOM: I EACtl 

Ca teg ory: I NOTIIISURED vi Unit Cost: S P271.24 

~ Damage Type: I FLOOD vi Item Qty: 11 xi 
Elig ib le Damage: Ives vi Max: 

Award 

Asst T ype: jAPPEAL ~ HA Quantity: I 1 

Award Level: IARST HA A ward: $ P2 71.24 

1w1a1w1 l!!l1IH■ 

9. Select the cause of damage in the Damage Type field. 

10. Enter the quantity to award in the Item Quantity field . 

11. The remaining entry fields are auto-populated. You can change them if needed . 
(Greyed out field entries are read-only.) 

12. Cl ick Save and you will be returned to the Line Items window. 

13. Note the cost of any previous payment for the item. This amount will be deducted 
later in the substantiation process. (In this example, $270.60 was previously paid 
for "Furnace, clean and repair".) 

Sti.ct • It ~m tt..m Name 

0 &c• 1 Fum•oe ,repla:e 

< 

0-481 Fum•oe.de•.n•.nd~peir 

5342 ~ iOf,repl•~ 

&3,£1C..ti+ ~1-

$341 Ooor, intttiOI', ~pl•oa 

emgr,.. 
F"lood 

Fleod 

Fleod 

Initial Fleocl 

Flood 

Initial Fleocl 

Flood 
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Etig 0mg 

v-
y., 

v .. 
v .. 
v .. 
v .. 
v .. 

c,.....,. Unit $ UOM ~ , Obs HA Qty HA Awa!d Asst fype Subs I Amt Paid 8v Reuipt 

Notl.....d $2,&0<l.27 ..... S2,9CM.:!7 .,i1iel 

Notlnsur.d S2,271.24 . .... 2 1 1 S2,?71.24 App.ii 

NotlnM"d si10.eo ..... 2 1 1 I W 18.&S , ,4,ppe .. 1 

NotlnM!Nd $201.71 ..... 5 2 2 $403,42 hiti•I 

Notl-.d s121 , 3 u,,..,r:-001 

Nol lnM.lftd SQS.03 ..... 13 8 8 $791,44 hi1i■I 

Notlnsur.d $30,0,. Eod> 4 1 1 $34,04 hi1i■1 ... .IEII 
> 

"' 
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14. The new line item you added will be listed with inspection type "FEMA Review." 
Select the checkbox for the line item you added. 

Ro:il Property l i.!14 l ;on,~ 

Scloet • ltom l ,o;,m Namo ln~l)8ctt.f)n omg Ty~ E ll9 omo c .a,cgory Unit 5 UOIJI 

040(), cenbsl elr condiliOl'lef. <eolace ln!tlal ~ Yes Nol Insur~ S2.0tM,27 E90'1 

m 441 F'urnooc, tcp l ooc FE.MAXC"Vicw ~ 

< 

t>401 Furr..soe.deen anClrepelf lnltlsl Flood 

~2: Coor, =ldericM, repbcc 

61-41 Cs:ibin~t. b Cf,>C., toplsac:•=· 

!)3.41 Door. Interi or. 'EcDl80! 

&242: Ovt~l 0 .fl. t ealeo=: 

l nitiel 

l nltlsl 

l nitiel 

f lood 

~lood 

FIOO<I 

f lood 

15.Then cl ick the Save button. 

Ye 

Y es 

Yu 

v~ 

Y es 

Yu 

N'oi lr,:,.ored 52,271.24 Eod> 

N-01 Insure<! 5270.CIO E8C> 

KollmYfW '201.7 1 Eod> 

Not l=irod S127.4 3 Lin.c~ F'oot 

No11nsure<1 59fl.~3 EsC, 

h"o l lrt=l.lfed S36.0'4 Eod> - ... 
l,b,c Obc HA Q!y HA .r:l.w;.ir CI Aced 1yPO SUb<;.t Amt P aid By RaeOlpt 

1 I 1 S-2.<W-427 lnitla l 

2 I 1 S:2,2712-4 Appc~J 

z I 1 5270.00 4-.ppeai 

s 2 2 s+o::u2 l nitie l 

"' 10 20 S2.~80 lr11 tual 

13 • • 5791 .« l ni1l81 

4 I 1 S00.04 l nitie l 

You will be returned to the Item Substantiation window. The standard line item you 
created will appear in the Substantiation Calculation. 

• PaymentTyp-e I Actual 

SELECT UN£ ITEM TO COMPARf/ADD 

Fu rnace, replace~ 
- S F771.24 

* Receipt Amount ~.__o._oo_~I+ i. 
• Adjustments ~.__o.o_o _~I- 0 
Pending EJig ible Amount sjo.oo 

16. In the Receipt Amount field, enter the actual cost for the item from the 
estimate/receipt. 

• Payment Type 

Furnace, re place 

• Receipt Amount .,. 

• Adjustments 

Pending Eligible Amount 

SELECT LINE flEM TO COMPARf/ADD 

sjn11.2 

3000.00 + (i 

~ 000 1- i 
s~ooo.oo 

After you enter the Receipt Amount, Web NEMIS will auto-populate the read-only 
Pending Eligible Amount field. 

• For an Actual Payment Type, the Pending Eligible Amount field will display the 
Receipt Amount you entered for the line item. 

• For a Standard Payment Type, the Pending Eligible Amount field will display 
either the standard line item amount OR the Receipt amount, whichever is less. 
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17. When paying Actual , in the Adjustments field , click the sub-calculator icon to 
record the amount and description for related line item(s) that need to be deducted 
from the payment. 

• Payment Type I Actual vi 
SELECT LINE rIEM TO COMPARE/ADD 

furnace, re place sfii11.24 I 
• Receipt Amount ~3-000.00 I+' 
1 Adjustments .- ~ 000 I-Im 
Pending Eligible Amount spooo.oo 

NOTE: If the Payment Type is Standard, adjustments must be made using the 
Miscellaneous Adjustment link on the Assistance Processing screen . The Miscellaneous 
Adiustment to Payment section provides details about using th is function . 

18. Enter the deduction amount and a note that describes the deduction . 

@1 Calculator -- Webpage Dialog 

Adjustments 

All values entered will be added to the Total , Negative numbers are allowed for Amount. 

...... Amount r Description Delete 

l"l 270.60 1 Previous Payment Furnace Clean and Repaiflllll""""" I 0 
I[ I~ 

~~H 10 

~~~I 10 
~-~I 10 

Total: $270.60 

[ Calcul# 

I Add line ! I Save~ ancel j 

< 

X 

> 

19. When you finish recording deduction amounts, click Save to return to the Item 
Substantiation window. 
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20. The amount you entered will be displayed as a read-on ly entry in the Adjustments 
field . 

Furnace, re place 

• Rec eipt Amount 

• Adjustments 

Pending Eligible Amount 

SELECT LIJIE ITEM TO COMPAREJAOO 

s jn1124 

~ 3000.00 1 + ii 
... J~21_0.s_o _~I-ii 

s p 129.40 

21. Next, in the Verified field, select Yes to indicate you verified the document 
substantiation. 

* Catei)ory: ~I HA ______ v~I 

* Image page number(s) 

* Date 

* Disaster Re lated? 

* Company name, add ress, phone number 

* Payment Type 

Furnace, re place 

• Receipt Amount 

• Adjustments 

Pending Eligible Amount 

* Item Type: I RealProp EstRc,pt vi 

108/2712019 

@ YES O NO 

@ YES O NO 

I Actual vi 
SELECT LIJII: ITEM TO COMPAREJADD 

s jn1124 

~ 3000 oo 1 + !ii 
~~~1_0.6_0 -~I-ii 

s p 729.40 

~ Verified: ~' Y_e_s ____ v~I 
D Do not add this item to the calculator 

L-------~1-~ii~kk '-!,..a::,.._ __ -= __ = ·= · =-----------' 

22. Ensure the "Do not add this item to the calculator" checkbox remains 
Unchecked so the eligible amount will be added to the Payment Calculator. Then 
click the Save button. 

23. Cl ick the Close button to return to the Home Repair Assistance Processing screen. 
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After you return to the Assistance Processing screen , the line item you added will appear 
in the Line Items list. 

For an Actual payment type saved in Item Substantiation view, Web NEMIS will list an 
ACTUAL "FEMA Review" line item to pay at actual cost. For informational purposes, it will 
also list each standard line item you selected to add/compare when substantiating the 
estimate/receipt document. 

(An "ACTUAL" line item will also be created for a Standard payment type if Web NEMIS 
awards an actual estimate/receipt amount because the actual cost is less than the 
standard cost). 

The link in the Subst field will open the estimate/receipt in substantiation view. 

□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 

Flood Ve) 

Flood '<e) 

Flood V~ 

~ ood '{ca 

6342 O«,c. c,ncn«. rc-plooc 1n,1;,., Flood Ye:, 

684" Floor. :ub. rcploo:: IM isl Flood Ye:, 

~ Ovllebos ,wilcile). regl~ lnili&I Flood Ye) 

flood Ve, 

8000 1,,CTUA !. H cn:.t1n.9; Cl44 l .'"El\lA. ~ ',\Wt' .i-1000 

~4 1 Furn,~. rc:p111o;, FEJI.V..Ro·11w, Flood 'fC:$ 

l lol 111, UJ-ed m ."3 E~ 1) 8 6 S791 ¥ lnili, 1 

tbl l fl,,IJ(oe(I ~20 \'4111$q!R,re Feel 8800 70() 700 '2~00 lniti&I 

t lOl ll\C;~ $"30.0.C E-'ldl 4 l 1 S3(1.04 11,;tlll l 

t l01!f'l';11fftd S"l.74 FIOOfSqufll"'l ~ I 2000 1010 1010 ~3777 40 il'itlll l 

Notln~.v.oo S2.804.27 &.;,0"! S'UI04.27 l!llti,1 

Notln:u-:«I S:201.71 Eoo, 5 2 2 S-i0a.42 1M i51 

tbl ,.,, wed sr.oao e.w:ti 2 1 1 s.noao lniti&I 

tlotllm r:oo Sl.000.00 EQO'I so.oo Appo:il 

1101111~11:oo si, 2, 1.2• E.Qcr, 2 1 o so.oo 

~ S2,7 21MO 

~ 

• Item 8000, ACTUAL Heating: 6441 , displays the receipt amount ($3,000.00 

o Even though the HA Award fie ld is $0.00, the Amt Paid By Receipt field 
displays the adjusted eligible amount ($2,720.49). 

• Item 6441 , Furnace, replace, that we created during the substantiation process 
also displays in the list but is not included in the payment. 

Both line items link to the same estimate/receipt document in the Item Substantiation 
window. If the award status is "Pending," the substantiation detai ls can be edited. 
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Complete the Determination 

The line item payment(s) you saved will be listed in the Payment Calculator frame of the 
Assistance Processing screen. 

PaymentCak: ulator Show: I AII vi 
l lem . ~ AsR Type Elig Cooe Receipt Date Pending E lig Amt lnelig Amt Prev iousl y Paid Adj for Prev Pmt OMARTS Doc 10 Image# Possibl e Oup Da: Oup S 

Rea lPropEe'IRc pt • r PHO - Pendin g OS/2 612020 S2,729 .40 m100o100a10161 83 1 
ACTUAL Heating; 6441 

Previous A1"'rtl Initi al EHR . Eligi ll e - S15,548.39 

line Item Tota l 
Pending Tolal 

Mi8cAdj 

Adjust for Prev Pmt 
Elig i bl e Tota I Awa rd 

Prev ious Award 

Hon e Rer>ai rs 

PND - Pen<ltn g 

Ch.ingc A:s:t Type: I Appeal 

To record the Eligible determination: 

S0.0 0 
S2.729.40 

S0 .0 0 

S0.00 
Sl,729 .J O 

5 15,543.39 

VI D Flood ln ~urance 

v leugcomoowizaro 

IF@H,\1/◄I 

1. First, make sure the correct Assistance Type is selected for the award (e.g., 
Appeal). 

2. Select the appropriate Eligibility Code (e.g., EHR/EHRZ, EPP/EPPZ). 

3. Cl ick the Continue button to save the determination and continue to the 
Confirmation screen . 

4. Document and route your work, as described in the section : Finalize Your Work on 
the Confirmation Screen. 

Add an Award Line Items from the Line Items Frame (No Receipt) 

There may be situations where line items must be added without Substantiation. One 
example of this is paying for stored personal property. When inspectors record stored 
personal property, they enter the line items in inspector comments. When an applicant is 
el igible for stored personal property, agents must create line items based on the items 
listed in the comment. 

Following are instructions for adding line items directly from the Personal Property screen. 

1. First create a Pending line for Personal Property. 

2. Navigate to the Personal Property Assistance Processing screen. 
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< 
lm,ur,noe s.tdtmtnc Show ,,_ I ms!J!"l !.J 

&Id ~ IH Sumf'l'IOU')' 

R•pa,ir1Rt9l:ac• rout : 17,087 ec Nonie■ R•"med : {,O CXJ) 

TetnpHoi.•lfloTOUL ,000 Nonln R•k■WCI ,000 

f lP Paid : $000 Undff lHMu. : $21.3-4852 

) \I TQUI Awud, ; 

Substanti~ Polloy: ~ 

ALEElchaustecl 

l 
3. In the Line Items frame, click the Add link. 

lltJl1 

4. From the Category Type drop-down list, select an item from one of the following 
categories: 

• Appliance 

• Clothing 

• Essential Tools 

• Room 

5. Select the specific item in the Item Name field. 

6. Enter a brief description of the item in the Other Desc field. 

7. Select the appropriate cause(s) of damage in the Damage Type list. 

8. Enter the appropriate Item Qty. 

9. Select the appropriate Degree of Damage. 

10.Enter the number of items in the Award Qty. (quantity) field. 

~ Add Item ·· Webpage Dialog 

• caieaorv 1, oe: I Al'PWINCE v I 
' Item Nome: I CRS VI 

Other OcM:: lstORfO - AC( &SOUS STORAGE 

Repa.ir Amt$ )193.48 

Replace Amt i )191,48 

X 

Manual Inspection -----------------------

IM pection Type: )FEMA REVIEW 

• o.mage Tvoe: ::I '='oo=o============v::::I 
" Degree of Damage: '--1 R_EP_LA_CE ______ v_,! 

Award 

AU1 Typ.e: )APPtAL 

Awa,o Levei: J ~fl-'<ST ______ _ 
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11. Cl ick the Save button. 

12. Select the Line items for payment by clicking the checkbox beside each of the items 
to be paid. 

EliAibilitwCahahP I 61111 1 EM I ~ I ~ I filll::a I 

<:3,c,oo,ry • lk,m • lt t-m ~ me ln, oeobon • Omg TYl)t' Oetrtt 1n, ..,1t-d Unit S M.,x Ob, Qi:, AW3rd A, ~t TYl)t' 

}l.o-1)1 3.)00 i"l =)·~n•S10~EO-;~CE6 f EMAR,mew flooc: R~P~?: tl-ol l n,,_,t:-d ffi.79 1 1 1 ,9-3.79 Ap:,e~III 
SOUS STORAGE 

Appl 3 120 CIIIIOCOrSC-; t .S TO.'sEO - ACE FEMARCVIOW FIOOC P.op!c~ llQ'l ln~ S!l-3.0 !1- 1 1 1 S!l-3.Q') Appeal 
4. SOllS STO.~E 

~pl 388.0 !~~,?,_Ra> • ACEa.SOtl:S F'.EMARev,cw F"~ Replc:tc tlotln,,_,red S60.00 1 1 1 $.60.00 Apoc.ol 

13. Next click on the "Select Item" link 

PP Asst Type: jAPPEAL PP Award Level: jflRST 

Default Qty: I OBSERVED IN INSP~I ' . 1~ Inspection: ~FEMA_RE_VEW ____ ~ 

Wf PHI E+hta?I 

14. Select OBSERVED IN INSPN for the Default quantity and FEMA REVIEW for the 
Inspection Type. Then click Save. 

15. To record the Eligible determination in the Payment Calculator: 

a. Verify the correct amount is displayed in the Eligible Total Award field 

b. Make sure the correct Assistance Type is selected (e.g., Appeal). 

c. Select the appropriate Eligibility Code (e.g., EHR/EHRZ, EPP/EPPZ). 

d. Cl ick the Continue button to save the determination and continue to the 
Confirmation screen. 

e. Document and route your work, as described in the section : Finalize Your 
Work on the Confirmation Screen. 
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Adjust a Previous Payment from an Estimate/Bill/Receipt 

You can use tools available from an Assistance Processing Payment Calculator frame to 
adjust a previous award that was underpaid from a receipt item. For example, you may 
need to add sales tax that was left off a previous payment and process an additional 
payment for the adjustment. 

In Web NEMIS, an Adjustment function is accessible from the Payment Calculator. 

NOTE: Only underpayment corrections can be made using the Adjustment link. 

To correct an underpayment on a previous award: 

1. On the Assistance Processing screen, in the Payment Calculator frame, click on the 
link in the Asst Type field for the Previous Award link that needs adjustment. 

PaymMtCalcula.. Show: j l.nlti•I v i 

ltieffl ~ Aul l ype Elig Codlt Receipt Oatie Pending El ig Amt rneUg Amt Pr • viously Paid Adj fM PN:v Pmt DMARTS Ooo 10 Image • Possible Oup Ooo Oup Set 

Pr• 'Yi<M.n A-.rd !!l!l.1! eon.• Eligibl• • 0..,1,1 
Pendlnt lot.I 

M hi.c Adj 

Adju J:t 1M P,-.v Pmt 
Eligibte Total Awu d 

Previous Awu d 

$ 125.00 
S0.00 
$0.00 
$0.00 
50.00 

$125.00 

C.t19o,y: ~-"' ______ _:_:-"'::.:' T:.::.YP<:_· l="-===="=="~I 
Elig ibility COde . ._I PN_O_•P_tnd_ingc..._ ___________ v_,I 

I1«.Nii:l'li 

2. After the Previous Payment Calculation window appears, select the Item link to the 
previous payment. (In the example below Dtl_Est/Rcpt/Bill is the item link.) 

Previous Payment calculation 13 
PREVIOUS AWARD CALCULATION 

Item 

Ott Est/Rcotlllin 

Aul Type Elig Code Receipt Date Elig Amt lnelig Amt Adj for Pre• Pmt DMARTS Doc ID Image # Pou 

< 
Eligible Sub Total 

Misc Adj 

Override:$0.00 
+Misc:$0.00 

- Misc:S0.00 

Adjust for Prev Pmt 

Eligible Total Award Initial EDTL 

Appeals - Reference Guide 

05/25/2017 S125.00 09000001803382ab llo " 

S125.00 

SO.DO 

SO.DO 

S125.00 
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3. When the Item Substantiation window opens, click on the Adjust button to adjust 
the payment. 

·~-.. ..,...., ..,.,.__11_.., -•~o,~rdoOc-••NCaifit•°"' 
~-~,,.-.apm .......... , ,....,. ......... _.. ..... , ... ,. ...... -..... 
.., ...... , 1.~, 

v., .... 

• vu 11> 

•vu "° 
vu ... 

·I 

4. In the Payment Adjustment window, enter the total amount that should have been 
paid previously. (e.g.: Receipt field, Total Paid/Due from Registrant field, etc.). 

Paym'l'!rtt AdJudm,.nt £1 

•C1teg,cwy. 

"0..tcofHrtlcetutt!Nte? 

0 Ptowdef'•~.Ndt .. t•MPflOflenumt,,e,.,_,me47 

• Aec.elpt or otbc-r document •oec:ifie• the 
•ne•s.-'injluy/expc.nse n disuter r elated? 

• Aegistn.ntmeets tM cnte ria to be procetHd for tNt 
... ,. ~.-.«'? 

·Tot11PliO,Ov$lrombgtstrant(WithQut«>-91Y) 

Pendin; Eliigibae Amount 

Prevficxl_, Penc:llng (ligibfic Amount 

l>fll<ltn0 P1ymentAdjll1ffl'\4ftt 

·11.emT-,,,e: l!ltc 

• YB HO 

• Yf.$ 110 

YES • 110 

-+~ -i 

Verifie<t l11ot~vl 

......_i Adju>led lo include lab lee& ...... ....,.._ 

$ubll DoevmentlO Recffie<IO.t♦ 

05'1712016 

5. Add a Note explaining the adjustment, and if the adjustment is due to a new 
document received, select the document under the Select Additional Documents 
to Associate list. 

6. When you're done, click Save. This will return you to the Item Substantiation 
window. 
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7. Cl ick Close to close the Item Substantiation window and cl ick Close again to close 
Previous Payment Calculation window. 

8. The system subtracts the previous award from the new total and the adjustment is 
then shown in the Payment Calculator in the Adjust for Prev Pmt field . 

Payment C•leul•tor Show: l-'11 V I 

lltm 

Otl Est/Repl/8;11 
Ptt-vlousAwlld 
Pending Total 

Ant TyP4 Elig Cod,t R.ctipl 01tt Ptnding Elig Amt lnt lig Amt Pttviousty Paid Adj for ~ v Pmt OMARTS Doe 10 lmtge # Pou..,._ Oup Doc Oup S.t 

PNO, P•ncfo,g 05125.'2017 S53.00 •~...,., 1 No 

"1W1I EDTL - Ellglbl1, Dont1I $125.00 

Misc Adj 
Adjusl for Prev Pml 

Eligible Total Awu d 
Previous Award 

S0.00 

.. 

S0.00 
$53.00 

$53.00 

Categ.,..,, v Ass1 Type: IAl>PHI v i 

EllglbllityCoc11: ~I PND_•P_..,.,_1_ng ______________ v~I 
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Miscellaneous Adjustment to Payment 

You can use the Misc Adjustment tool the Payment Calculator to adjust payment 
calculations in specialized situations. The Misc Adjustment tool is not tied to substantiation 
documentation. Therefore, its use should be restricted to special situations such as 
making a payment for Child Care or making a deduction from a standard line item amount. 

To make a Miscellaneous Adjustment, use the following procedures: 

1. At the top of the Payment Calculator frame, click the Misc Adj link. 

2. Enter the Payment Amount in the + Misc Amount field. 

3. Add any deduction in the - Misc Amount field. 

4. In the Note frames, enter a description of the payment or deduction. 

5. Cl ick the Save button. 

hftcl"'CI TCNI 

MIM Aldj 
Adj111;t lor P...-v p,_ 

,..-. rou1 AWJtd 

ICOO 
ICOO 
ICOO 
ICOO 

l~C ADJ CALCUlAf l<l9 

~'°"''-" suo 

°"'~"" N'IIIOl.lflt: , I IIOlt: 

• MIK-Antount:s ~ • .,..: ~lou- c.w~ . ,-ou- ,-.. -,_~-~I 
0 Mi.Ko..,_t1t:S ~ · llote: r::::: ---, 

lac.I A4 Amouintl S 1.IOUt 

After saving, the Misc Adj amount appears in the Payment Calculator. 

Paymen! Calculator Show: [3 
Item Asst Type Elig Code Receipt Date Pending Elig Amt lnelig Amt Prev ious ly Paid Adj for Prev Pmt OMARTS Doe 10 Image# Poss ible Dup Doc Oup Set 

Pending Total 
Mi~G Adj 

Adj ust for Prev Pmt 
Eligible Total Award ... S0.00 

$1,800.00 

S0.00 
s1.eoo.oo 

Cslegory: Other V I Asst 1yp,.:: I initial V I 
EligibilityCod.e: c..l P_ND_-P_end_ ;n-"-9 _________ _,v i 
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Finalize Your Work on the Confirmation Screen 

After completing an eligibility determination, use the Confirmation screen to generate a 
Comment and route workpackets to the appropriate queue. 

Set the Routing Location 

To set the routing location for a case decision : 

1. In the Decision frame, for each decision you are routing out of the queue, click on 
the Select checkbox and select the Routing location . The subqueue will set 
automatically to NON-ORM. 

The example below shows FEMA Approval being selected for an EHR decision . 

~ COTirrel'ITConta ct Ill 

Decision 

Select Q:lteOOJY "Anourt •flig Codc SubQueue 
~ Ho11e Rel)air 52,729.40 EHR j FEMAApproval INCN-OR M 

Rdain Woclo4d d in Queue 

If there are multiple decision lines that need to be routed out of the queue, click the 
Select checkbox and set the routing location for each one. Or, if you need to keep a 
decision line in the queue, simply do not select it. 
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Splitting a Workpacket 
There are a few instances in which we may need to split a Workpacket, including: 

• Processing both an Initial and an Appeal decision together 
Example: Denying an additional Home Repair (Appeal) while paying 
Transportation for the first time (Initial) 

• Making multiple payments in the same category 
Example: Making two ERCT rental payments at the same time because of a 
fiscal year split 

• Processing needed for HA and ONA in a Joint option disaster 
Example: Insurance includes contents and structural settlements 

• When additional ADA processing is required  
 

When splitting a workpacket that contains multiple decision lines, uncheck the decision 
that is to remain in queue and route the checked decision  

 

If all decision lines are being routed and you need to keep the workpacket in queue after 
routing the decision click on the Split Workpacket checkbox. 
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~ ~ 

0.-Clsion 

Cale\J<HY 
Tr•Mi•nt Acxx,mmod•tions 

Rental Auillance-

Spli!W~<ht 

Otcision 

Stltc1 C.t,go<y 

Rtnlll Allistanc:t 

Sp111 Wotlpaatt 

•Amount 

Sl,<IOQ.00 

•Amount 
S323.Q7 

51 ,:500.00 

• Elig Codt 
ER 

Retain WO!tptdtt in Out1.>t 

•Eli9CO<M 
ETR 

ER 

Routi119 

I FEMA Approval 

V 

··-I NON·DRM 

V 

INON·DRM 
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Document and Submit Your Work 

To document and submit your work: 

1. Cl ick on Generate comment button to auto-populate system information about the 
el igibility decision into the Comment Summary and Details fields. 

•Su,nm,.ry: 

,.. 

CM n ,ctel"$ remJii,iing: 2000 chMIKten left 

i'hWi 

2. Edit the Comment to follow current guidance for the work done in the case. See the 
Appeals Processing SOP for detai led information about comment requirements. 

Comnem 

• Sumrrary: ~ ME! RE!PAIR- APPEAL = BH.P. 

Oe18ils: Applicant su.bnu.tted a:.g r.e d a ppeal l etter and esti:na~e fo r- a dd :.~iona l a s si ata.r:c e wit h damag e t o furnac e . 

Prcviou:. c.wc.rd for Furno.c c clc o.n ~nd r ep c.ir , Spoke with Kendrick Riche.rd c.t 5 Stc.r Hee.ting ~d Cooling, 
phone 123- 456 - 7890 . Coa t was t o replace necessary f urnace c omponent s damaged b y flo od . Not an upgr ade , 

Applicant; 3S n ot: i nsured. 
Choroctcn rem:iiring: U t S cht,ntdcr,k t 

Re-Genero'1f.e Comrmmt I Save Drnft ■1ffl#ta•ffl1N 

3. Select the Document used for the decision from the Related Documents drop 
down menu. 

4. Cl ick the Submit button to finalize your work and route the workpacket(s) to the 
selected location. 
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Appendix A: Substantiation Documents Used for Appeals 

In the Web NEMIS FEMA Appeal queue, you will need to create a substantiation record 
for each applicant document you use to process the Appeal. This means you will access 
Appeals documents in the Item Substantiation view and record guidance-related criteria in 
the system fields associated with each document. 

You’ll need to substantiate Appeal letters indexed into the Category: Appeals, as well as 
documents indexed into various other categories. 

You may need to substantiate appeal documents indexed the following document 
categories, depending on the assistance being appealed: 

• Appeals 
• Dental 
• Funeral 
• Housing Assistance 
• Insurance 
• Lodging 
• Medical 
• Misc/Other (which also includes Child Care Item Types) 
• Moving and Storage 
• Other Gov Forms 
• Personal Property 
• Transportation 

Appeal Letters (Category: Appeal) 

Appeal letters are indexed into the Document category: Appeals. The document Item 
Types for Appeal letters include the following: 

• Dtl Apl Ltr (Dental Appeal Letter) 
• Funeral Apl Ltr (Funeral Appeal Letter) 
• Med Apl Ltr (Medical Appeal Letter) 
• Mis Oth Apl Ltr (Miscellaneous/Other or Child Care Appeal Letter) 
• Mov Stor Apl Ltr (Moving and Storage Appeal Letter) 
• Oth Nds Apl Ltr (Other Needs Assistance Appeal Letter) 
• Per Prp Apl Ltr (Personal Property Appeal Letter) 
• Trans Apl Ltr (Transportation Appeal Letter) 
• HA Apl Ltr (Housing Assistance Appeal Letter) 
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Following is an example of substantiation fields associated with Appeal letters. 

• Category: '-I A~ppe_ a_ls ___ v~I 

• m age p<ige num ber(s) 

• Date of Appeal Letter? 

• Does letter clearly state what is being 
appealed? 

• Is the Appeal Letters i;Jned? 

'Item Type: ~I lll_l A--'p_l L_tr ____ v_,I 

Verified: I Not Applicable vi 

O YES O NO 

O YES O NO 

Is this Item a cluplica:e? ® UNKIIO/VN O YES O IIO 

D Do not add this item to the calculator 

■ii+++ 

You will need to ensure any existing entries are correct, and complete any blank fields 
marked as required by an asterisk (*). Substantiation fields include: 

• Image page number(s) • Verified 

• Date of Appeal Letter? 

• Does letter clearly state what is 
being appealed? 

• Is the Appeal Letter signed? 

• Is this item a duplicate? 

• Do not add this item to the 
calculator 

The HA Appeal letter also includes an additional question that asks, "What type of Housing 
Assistance is being appealed?" 

• Category: '-I A-'-'-pp_ea_l• ___ v_,I 

• Image page oum ber(s ) 

• lkle of Appeal Letter? 

• Wha type of Housing Ass ist~mce is beilg 
appealed? 

• Is the Appeal Letter s igned? 

• hem Type: '-I HA_ A__cp_l L_tr ____ v_,I 

Rental Ass is lance 
Home Repair 
Trans iem Accom,nodalons 

Verified: ~No- t -Ap-pl-ica-bl--le Replacement Hous Ing 
Permanent Hous 1ng 

Is this Item a dupl ca:e? (!) UN<NOWN Q YES O NO 

0 Do not acid this Item to the calculator 

Wf¼H Wdi·HM 

Types of Housing Assistance to select include: 

• Rental Assistance • Replacement Housing 

• Home Repair • Permanent Housing 

• Transient Accommodations 
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About this Guide 

This guide provides basic navigational steps that are specific to appeals processing in the 
Web NEMIS FEMA Appeal queue. Most Basic Web NEMIS processing mechanics are the 
same in the FEMA Appeal queue as in the FEMA Manual Determination queue. These 
basic processing steps are documented in the Web NEMIS Initial Assistance Reference 
Guide, which is included on the “Job Aids” tab of the IA Training and Development intranet 
page. 

The Intention of this document is to build on previous processing knowledge by providing 
detailed steps for Home Repair and Personal Property appeals processing. 

This reference guide provides information about how to: 

• Create an appeal pending line 

• Substantiate appeal documentation 

• Flag and resolve duplicate documents flags 

• Add a substantiation item for a document on file or from verbal verification 

• Request an appeal inspection 

• Review and update verification requirements 

• Generate customized letters to request appeal documentation (ADOC, RFI) 

• Generate ineligible appeal letters (A-INI/A-INFI, A-INO, A-IOR, AAFIN) 

• Award Home Repair and Personal Property assistance and deduct a previous 
award following an appeal inspection 

• Award Home Repair and Personal Property assistance requested with submission 
of estimate/receipt documents and deduct a previous related award 

• Add and award line items not requested with receipt/estimate documents 

• Adjust a previous payment upward or make a miscellaneous adjustment to a 
current payment 

• Finalize and document an Appeal decision 

 

The PMS Policy and Doctrine Unit (PDU) has developed an appendix guide with five 
scenarios on how to use the Real Property Eligibility Calculator. Staff must follow the 
instructions to ensure proper awards are being provided and reduce calculation errors. For 
additional information, refer to the Appeal Processing  
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Create an Appeal Pending Line 

If a case does not include an active pending line for a category of assistance being 
appealed, create a pending line to use for processing the category. 

A pending line can be created using the Add Assistance link at the bottom left of every 
screen or by using the category specific Add links at the top of the Assistance frames on 
the Assistance Screen . 

HOUSIJICIASSISlallCE' - &Id I CJe<Jeb? I Relt'Ctll I EDillltit I &::IIUUllllt I ~ 

C-•{IOIY ~A~:;t Typo Aw;11d lovol Eligibility E:lig O;,~ • Eli9Amt Approvod ,\ppw,,«I 0:do Sch O;,~ Oi:;b Typo Tf'(>u T:fF RobJrnod Roi:;:;uQd Elig Ooo l l'J)O Appc,:il Rojoe1i0t'I Cd Nolo 

> R.egist;¥ .t lnfo 
MomcRcpof lr1itiol F'ei OlR · E:ligiblc · 144':ru: ?~ i~ oat.?2.!2011 ~ .123.~Yc:• 00!'22t'2C1 1 -cH£CK l,;,;!o 

( --------- ----- > 
> l~pc-dion S111M 

Tompo~ry~ing A<>~I A-:;-:;~nco !!!£ ~ ~ IOokiw l Rc}o«T• I TSA A11port I L.-dk,nlWo 

Ca1f90I)' ASS-!lYl)e Ell(llblllt'/ El!gAml Ellgoate • :itan Dt End OI Appl OYe<I Mon.ms f MR AdO.re-ss Cl?)' S!att Zlp CCI t'OSIOtsas1trRE'llt POS-! OIYSteflllCome 

> CommuniCQ,iw, 
Rema1~s;snti. J.D.a.151. ER·Ell;Jl~l:•R:.l'!ISIM'Stnsnoe S04e.OO OQIZZ.12011 '1"1:$ S04iHJO 

> lrdoC«tol 

( > 
TSAEligibilitylnfO 

Authorii od •EligibloUntil L;~tUpd;tod Motol l ock No of App(owcl Rootn:; Kilehon P<'i:; Allowod: 

~ ~ I DokllD IRoj«tTx. I~~ 
~ l'!Jlil:t:Oty ~ • AsstTypeAwarduve+ Etlqibili tJ • EligC>n Amount AWr<We<IApproved Oaie SCh OaieDisb T)'Pt l re-asl)·peR.eJur11E'dR.e-is~ Ellg~T)'pefutld 01~ 

Persons! froDei!( Dlllt Fl<'$1 EPP· Ell;!!:ll ~ • PP. I.OflOO<l l nsursnoe R-=<!1Jhd09122'201 1 S4.393.23Ya O'Qt2Zf20l 1 Cli::CK Allee fedfStsl: 

( 

Hold !B IOSU:l'allCe P O!ley 

QeSleWP ij Soll!'W 
.Rogffltion. l11t.;kl 

M,JJ..;:i :b;.1100 9 

To add a pending line: 

Policy Id Comp:inyH:im.~ ·-
> 

1. Cl ick the Add link in the appropriate category frame on the Assistance screen. (OR 
click the Add Assistance link in the left menu .) 

The Add Assistance window will appear. 
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------------------------------------
Add Assistance 

Program: ~ Catejjory: Im REPAIR 

Asst Typo: !APPEAL ! T ::===============-_.:'.._-----~ Eligibility: PND - PENOl>lG 

INONV.10\/INV.NCOMP • INELIGIBLE OCCUPANCY NOT VERIFIED. OWNERSHIP NOT VERIFIED. NON 

COMPLIANT WITH FLOOD INSURANCE REQUIREMENT 

IPND. APP WITH INSURANCE BEING INSPECTED 

ILER.INDM.INSS • INELIGIBLE INELIGIBLE LOOGING EXPENSES REIMBURSEMENT. INELIGIBLE DAMAGE. 

NOT DISASTER RELATED. NO SUBSTANTIATION SUBMITTED 

INSFI.INSS.10\/INV - INELIGIBLE HAS FLOOO INSURANCE. NO SUBSTANTIATION SUBMITTED. OWNERSHI 

NOT VERIFIED 

INSFI.IOWNV • INELIGIBLE HAS FLOOD INSURANCE. OWNERSHIP NOT VERIFIED 

IOWNV.ISC - INELIGIBLE OWNERSHIP NOT VERIFIED. SANCTIONED COMMUNITY IN SAiA 

IOWNV.NCOMP . INELIGIBLE OWNERSHIP NOT VERIFIED. NON COMPLIANT WI TH FLOOO INSURANCE 

REQUIREMENT 

NCOMP - NON COMPLIANT WITH FLOOD INSURANCE REQUIREMENT 

NPNO. NFIRA. NON COMPLIANCE 

PND • PENDING 

WVO ·WITHDRAWN· APPLICANT WITHDREW VOLIJNT ARIL Y 

1. If you used the Add Assistance link, select HA or ONA in the Program field . 

2. Select the appropriate assistance category in the Category field. 

3. Select Appeal from the Asst Type drop-down list. 

4. Select the appropriate pending code in the Eligibility field. 

• Select IPND if the case needs to be reviewed for insurance coverage after 
inspection . 

• Select PND if the decision does not require an insurance comparison. 

5. Cl ick the Save button to save your work. 

After the pending line is created, an Assistance Processing link for the selected category 
appears under the Banner. This link opens an associated category-specific Assistance 
Processing screen. 

~ Confinnation 

l tooRoquremerts 

....... 
tyVerii cation 

Signati.we Cbtlined 

• Status 
Veiied 
Veiied 

Req.Jiremert 
Hotroeowneislngyar,ce 

Oc:,-paOOf 
aw-.., 

Show::llll<lle l>&IWll>I.Y 

Actl Decision IH SUT1mary 

• Stctus 
Vet6ed 
Vet6ed 
Vet6ed 

" RepairfReDlace Total: $9,613.54 Monies Returned : ($0.00) 

Temp HousinA Total : $2,635.64 Monies Reissued : $0.00 

ONA Total: $0.00 Total Fed Funds : $ 12,254.13 

AP Paid: $0.00 Under Repairf!E place $25,831.46 
Mu : 

V Totil Awuds: t l2.2~.16 Undec ONA Mu : m.~.00 

Settlement &id Add toC:aloJa'Or t:rs, lns1.nnce Stttlemert 

lnsuiance Type • Co,,erage Type Claim Dale 

Substantiation Polic-v: Md 

Claim No. Settle Oa• Settle Amount ALE E.x.hauste<I 

8 Correspcndence Rece ive<I 

+/. Cate,gory fof ltems To Calculator Verified ltem TypeJtescription 
Hot':I.Moe l Rcpt.MiscOtl EsiRoplRealProp EsRcp:Regimnrs Sti 

~ 

OuplicateOf !Eceive<I Last Viewe<I 
05/13/2020 OY1 6/2020 8 Appea.Js,K,\lodging.M 9:.0tiet 

Appeals RegatanfsSti 
Rea !Prop 8 1Rq> I 
Hotel.Motel Rcpt 
Mis:Oth Est'Rcpt 
Re-a IPtoD EstRcp t 

CMARTS Docu,,ent 10 
mt00a100a16 1e707 

170031748 05/13/2020 OY1 6/2020 A 
HA No 
Loctg;ng 
t\is:.Otler 

l+I HA 
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170098537 = 170031830 
mt00a100a16 1ea85 

05/13/2020 OY1 6/2020 
05/13/2020 OY1 6/2020 
05'13/2020 OM 6/2020 V 
05/14/2020 05/.2 1!2<120 
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Substantiate Correspondence Received 

In Web NEMIS, you must record substantiation details for each document item received. 
The substantiation process is a way for the system to record whether documents meet the 
criteria required to determine eligibility.  
 
For items such as receipts, bills, and estimates, the item substantiation process is also 
used for payment calculations. Substantiation fields for these items include sub-calculators 
for documenting payment adjustments.  
 

The item substantiation fields for Real and Personal Property estimates/receipts, also 
provide a link used to add line items for payment. 

Access the Document Item Substantiation Window 

Before starting the substantiation process, if there is no pending line for the category you 
need to process, create one. Once the pending line is created, you can substantiate the 
documents.  

• Use the Correspondence Received frame on the Communication screen to 
substantiate documents for:  

o Housing Assistance (generic category rarely used for manual processing) 
o Initial Rental Assistance 
o Moving/Storage 

• Use the Correspondence Received frame on the appropriate category-specific 
Assistance Processing screen to substantiate documents for:  

o Continued Temporary Housing Assistance 
o Lodging Expenses Reimbursement 
o Home Repair 
o Home Replacement 
o Personal Property 
o Medical 
o Dental 
o Transportation 
o Miscellaneous Other/Child Care 

Civil Action No. 5:21-cv-00071 
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Access Document Substantiation View from the Communication Screen 

The category-specific Assistance Processing screens for Initial Rental and Moving and 
Storage assistance do not provide a Correspondence Received frame. Therefore, to 
substantiate documents submitted for these categories, use the Correspondence 
Received frame on the Communication screen. 

1. Access the Communication screen . 

Correspondeoce Received ............ • ~ 

kem __ -~ View Document 
Q Moving/Storage ESiro atelReceipt MDV SJOR ES[ RCP l PG 

0 Hou,ing E>penses 

Q Hou sing E.)q;,enms 

Pre CR Home I n-S.J ran ce at Perm 00 

Po, rn Rea I Estate T axes at Perm DD 

Add I Edit 

• Postmark Date Received Oa11, Scan Dale Doc ID Source 
0612612017 06/26/201752 590462 Mai l 

0612612017 06/26/20 1752861724 Mai l 

06/26/2017 06/26/201752861723 Mai l 

> 

2. Under Correspondence Received, in the View Document column, click on the link 
for the set of documents you need to substantiate for Initial Rent or Moving and 
Storage assistance. 

3. The document item will open in Substantiation view. Cl ick the View Full Image link 
to review and verify detai ls of the document. 

- -.. :...r, V .. bftfulll,.,,_ 
-~ 

-~- " 
•-fp.-: MAIIII.Ar "' 

July 1, 2020 
(, I •---<f•I 

To whom it may concern, . _ _,_l-•l ~" ._,_ .......... -- vl 
I have had to move all my essential belongings from my 

,., ... ~11 .. e,,.,.g~ 

damaged home while completing repairs to the foundation and •a- ... A.fip,l-ll tetNr~ • m 110 

other damaged parts of my home due to flooding. I will be 
moVing them back to my home after repairs are complete. 

,- - -"- lliZII 
I am also sending receipts from the moving company and 
storage facility. 

Thank you for your assistance, 

ffE.J«l tlpp6cmtt 

4. Review, update and/or complete the Substantiation questions for the item. 

5. Cl ick Save to save your work and Close to return to the Communication screen. 
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Access Document Substantiation View from an Assistance Processing Screen 

To substantiate documents submitted for CTHA, Lodging Expenses Reimbursement, 
Home Repair, Personal Property, Transportation, Moving and Storage, Medical/Dental, or 
Miscellaneous Other appeals, start on the applicable Assistance Processing screen. 

To access the Item Substantiation window: 

1. Cl ick the category assistance link under the Banner to navigate to the Assistance 
Processing screen. 

2. Expand the Correspondence Received frame by cl icking on the "Plus" ("+") sign 
beside the frame label. 

The Correspondence rows with a plus or minus(+/-) sign in the fi rst column 
represent sets of documents. The # of Items column identifies how many document 
items are in each set. 

rrespondence Recei'I ed 

•I• category • of Items C81cula1or Verified 11em Type.lDucriJ)tion DMARTS Document ID Duplicate Of Receivtd La st View 
Appeal~Cont AS!l,HA 4 CA forrn 1660,NA AC)I u r,ReaIProp fSlRqH m 1ooa1ooa1016183 10112n-01a os101no. 

(B Cont As CA Expense ~CA lnoome,CA l ease.CA Rent Rcpt a, 100i100a101622a m100a1 00a1017a2c 1012312018 01t17nO I\ 
ffi Cont As 12 CA Expen,e$.CA Income.CA Leue,CA Rent Rcpt n1 100a100a 1017a2c 01/29/2020 04/24no.V 

HA Ori-..er"s Llcen3e 

3. Next, click the "Plus" ("+") sign beside a set of documents to expand the list that 
contains individual document items. 

The illustration below shows a set of documents that has been expanded . 

8 Corrtopondtnco Re<Oivt<I 

,:J;,.C..I-r,,,y 
lfll'PP"al• HA Loc!g, ~ .Mis:.Oh er 

Apj)t>I! 
HA 
Lodgi~ 
Mi9'.0~tr 

l+l HA 

fofftems ToC..leu~tor Vt rifit<I fttrn TyptJO.,• ription 
l Hote!Mo&I Rq,t,llis<Oh E!l,Rcptflea!Prop E• Rq,t flegi!tGnrs Sta 

R,gi!tr,w,rssia 
N No RealProp Es!Rq,t 

Hott!.Mo■I Rq,t 
MinllhE!rRq,t 
Rea IProo E.slib t 

!:!ti.I! 

llAARrS OoellTlt nl: 10 Ouplic.ate Of Fectived Last Viewed 
m10Qa10Qa1§1e7Q7 05/13/2020 C411&2020 

IZ0031Z18 I ...i6. 05/13/2020 OMM020 A 
,.;l ;~;;;;;:W.;.110"'"1 __ _._ ~ :;:;;;: := 

170031830 05/13/2020 OMl!/2020 V 
m100a100.f81ea85 05/14/2020 05/2 1/2020 

4. Next, click on the DMARTS Document ID link for an individual document item and 
the Item Substantiation window will open. (The Document ID for an individual item 
is smaller than the Document ID for a set of documents.) 
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The top of the Item Substantiation window displays the list of documents included in 
Document set. Highlighting an item in the Substantiation Window will display the 
Substantiation questions to be completed for that item. 

Item S.ub&tant111t1on 1:1 
CotrHpotldtMe~C"Ye-d ~ ~ I\ 

Cetegory 

Appub,HA 

# of Items To Calculator Verified Item Typei1>euription 

HAA;illr,Olh tld, Aptltr,Rc.aFfop blAcpt 

HA 

1~ 1 
" ":Ir"'"",. .... : ,111 ,., .. ,_,., ,..,. 

NA.Aplltr-

Olh UdsApl ltl 

Real't()t) E91Acc,t 

408 law that states that .ill dogs .ire not allowed cit la,ae, dots have to 
be on a leashed or contained ln,ldei rence on tht owncn. property at •II 

Umts.. We cannot iend A letter statin.g about th• break.ins In this :.rea 
due do thl H!PPA 1.itw and it woukt give tile whole netIhborhc0d a bad 
name, 

I APPEAL 

Therefore, I am ~t::nding 111 receipts for the cottttt cone tor and chain 
link fence and post .ind ,;ate to m;,kc the repel.rs- tu the f nee that the 
torn::ido dl'!$troyed and ,.,,med my doa out o f. 

I APPEAL 

,'t I request someone to come and iiup,ect the dam3a:e-s I r'.' r~ew the 
d.amage-s. 

1 h.Jvc tricd t o gct an estimate fo r the- ceiling in rrft/ dmi room cau.sc-d 
b\' the toma.do t hat ripped t he tin k>ose from my rnof that $0f'l'le0t1u 

et,e rtp~ired i t no cos:t for tho rt)()f for me, so my son John 

S:Wd he wovld ~pair tile cemne U we C'Oultl 111\ th1e cost the matori;ds, 

w hich w-ould include a 4 foot • 8 foot o f S/8 1nch stieetrock at $13.98, ~ 

roll tape at S2.18, a bucket of m ud at $16.17 from Lowe's and at le,Ht a 
i:r.:.tlnu nf whit l" int,.rinr n,11in ;rt ~11.'llt. whirl, wnu1ri r.n~t m• ~A.,., 

OMART• Document ID 

M100•100•161kUt 

1700691 19 

170069118 

170069120 

Duplicate Of Recerted l u t Viewed 

06JW2020 

06Jl>1/2020 

os.01n020 061171202<1 

O&J01no-20 

0 This Ooc1,1mtnt Is • °'4)l~llt ol: 

• image page number(s) 

• O.te or ~1 Letter? 

· wturt type or Kou sing Aaai:ata.nce is being 
appealed? 

• l:s lhe Appeal Letter signed? 

• 1tem Type: ""I KA""-""= '=Ll• __ __,v j 

! ttome Repair v I 
®ns O uo 

Vertfled: I NoU.ppllclbJe v I 
IUt'li • It em. duplict:te? 0 UN<llOWtl O vts O 110 

@ 00 not &dd this Heern to the c:Akuhl-tor 

-
< > 

• The bottom left frame includes an image of the selected document item. 

o You can use the View Full Image link to view the item in an image viewer 
application . 

o You can use the Back and Next links and/or the Page field to view the 
previous or next page of a document item. 

CAUTION: Substantiation questions apply only to the item highl ighted in the list. Use of 
the page navigation tools will change the page displayed but will not display the 
corresponding Substantiation questions for other pages. When in doubt, highlight the item 
to ensure the substantiation questions being completed are associated with the item. 

The bottom right frame identifies the document Category and Item Type and provides 
substantiation fields for details from the document. Substantiation fields marked by an 
asterisk (*) are required for Web NEMIS to save substantiation. Complete all fields for 
which information in the document is available. 
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Substantiating Document Items 

Substantiation fields are customized according to the document category and item type 
you are substantiating. In general, when substantiating documents, do the following: 

1. Review, update, and/or correct the Substantiation fields. 

• Ensure the Category and Item Type field entries match the document type. 

• Ensure any existing entries are accurate. 

• For Estimate/Receipt/Bill items, Use the sub-calculators to enter the receipt 
amount and any adjustments. 

• the Adjustment field and sub calculator is used to make any deductions 
from the payment. 

• Select the appropriate response in the "Verified" field based on document 
review and associated verification calls. "Verified" confirms that all field 
entries were correct. 

• "Is this item a duplicate?" field should be blank or set to "Unknown" during 
initial review. This can be updated later if this item is identified as a duplicate. 

• "Do not add this item to the calculator" check box is used for items that 
are not used in payment calcu lation. This field must remain unchecked for 
items that will be used in payment calculations. 

D This Document is a Duplicate ot 

" • Category: !~ A_PP_ea_ls ___ v~j • Item lype: l~HA_ A_P_I L_tr ___ v~j 

• Image page numt>er (s) 

• Date of Appeal Letter? 

• What type of Housing Assistance is being 
appealed? 

• Is the Appeal Lener signed? 

I Home Repair 

verified: I Not Applical>le v I 
Is this item a duplicate? O u11KNOWII O YES O NO 

lom312020 

®YES O NO 

0 Oo not add this item to the calculator 

IWtGMI MHt+iM 

2. Cl ick Save to save the substantiation entries. 
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Add a Substantiation Item for a Document on File 

Specific substantiation items are created in Web NEMIS for each document indexed into 
an appl icant's file. Substantiation questions help to ensure documentation meets eligibility 
criteria required for processing. 

Sometimes the substantiation items needed for certain documents are not created during 
the indexing process. 

When a substantiation item was not created during indexing for a document, or you need 
to separate multiple items, you can create a separate substantiation item. 

To add a substantiation item from the Item Substantiation window: 

1. Access the Item Substantiation window. 

If the document contains two receipts or other items you need to substantiate at this 
time, substantiate the first item and click the Save button . 

2. Cl ick the Add link at top of the Correspondence Received frame. This link creates a 
new substantiation item for the document set. 

< 
~ 

NORTON CONSTRUCTION LLC 

= ., '§:~- , .. ~ 
~- --
~~~;::.,o~) 
.,....~~ •.ot 

~eo,.-q) '°°' 
~ ~~.-ttO,-,sl 
""1_._..,. (......-)...,~ .. - · ... 
~~~--,o~ ~----,...._ .. 
~~p.,..,-10,-> 
~-·- - •-« .. 
Fi'ld ...... ~-.imo,w-~ 
~ -f)l,:IDAi~~~ ---- -w~.__. Qr Ml'ilff10V FJt1'tFW"l'k::N'O 

... es 
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HoteNold ~pl.Real>rop EstRcrA 

Ae.ropfSIRCPI 

HotetMolefRl!pl 

m100a100a161f3~ 

11COSOl1 1 

170050392 

051211202♦ 06,112/2020 

G-S'21.IZ02f 06' 12/?020 

0512 1.no21 0611ono20 

D n1sOo01.mHck a ~lca .. ot; 

" •ca1egory: LC...!HA __ ___,v ! 

• Image l)age number(t) 

• DiHster Relat ed? 

• Company 111me, •!ktrna. phone number 

• Peyinenl Type 

• Receipt Amou flt 

• AOjtJstments 

• Item Type: I R~tP,op EstRcpi 

~ 
l===:::J 

On$ ®uo 

@YE$ O to 

I s1andal'd v i 

SELEcr I.ME ITEM TO COWAPfJN:JO 

~ 
~ -ii 
~ -i 

.r,:..---
Ver ified: I 1o1 lppliic-,,le v ; 

> 

@ Do nol add thi s hem to the clk:ulator 
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3. The Add button opens a new, blank substantiation area. Choose the appropriate 
Category and Item Type from the drop-down list. 

•Category: • item Type: 

►#¥! 1■ii+i◄1 

Once the Item Type is selected, remaining substantiation fields that are specific to 
that item type will appear. 

4. Modify and complete the substantiation questions for the new item. 

Hem StlbstanM.bon l3 

Category 

HA.lodgi,g 

HA 

toflem-. 

2 
ToC.kulotor Verified lten:1 TY?CJ0e•crip6on 

Hotd'Mold A:pt,Re#rop Esdtcpt 

Reaf>r09Es!Acpt 

l~"9 

< 
~ -------

M1y I!, 2U?U 

H;\.iA 
t'O~ IOt.), 
u !"'"""a,~ MT),M':t>. -.:)~$ 

Kr: MlilMI\IJtCS(i~.NT ltr.Qll'f.~r 
1.>iNot«Ni.ffllbl:r:.4Sl!I 
Jf..\fA"""1~1tN\wllbcr.SWJIII'? 
J"M.., ,r t,-· 0 ?,1:llfi->Olll 

HotelJUoletRepl 

Ot,n & t➔r,. .. , • .,.... 1t::1r11rll 
l lti<1:11_n,:,d.i: 4~19 

HitA;i.tn11int1#; <112,t ~<J 

Rt:~-.i,««ill'II •~ lleiurwt.utkd u •~ lfof ldm~ fur lbl:,~YUI~ du.:5111; Ibo 
1tr<,,l.')',,"fthcA,.,1.,........,_..,..._.1•hkW1!Qyinow~ 

I, M\MIL-10 
2. ~.o.(;o:uuu.:t,:,a1Lt' 
1. i::o:ts 
4. ~·tSct,lk 
, . E'(o;uth(,Qrpet.-:D,,c,UC'41Qng 
Ii. 7.,n 1,111,'11W.:ll 
7. M.,. •• 
.. "1{'00 

S ~l.ii4 
1,:1,J.MJ.IU 
SUOOhl 
$4~J)(.l 
S >llQ,00 
$ ,...., 

$ 7'0.110 
S J.IJUI 
J.M¼.47 

htild.G-: ....,. l7da),,il v--,i~lew:n'Po(ffli~IDOldi11h:N.1~~11"'~"'~ ~ , 

&101'-Cm-tcu.;ti~ .U C • Rmio,• of mud •kn 11)(.t. L'UUldiontriniC'41l'rt. ~ podlwt. 
__,., {IIIO'lt'. 

~ Kc.-,J ,.,, f;.-~,,:kJ.t.iy,i.,,lh..a ~'11 '-t..ilthodi.dw-'. • nclOll)a.:~ ...-..io.off\tlkl!ly 
ti•ll11""")t""" •lf)l(m'.,.-aff. 

Ol't°b Ss:rris: Ssrrba· ,")~ ..... , '"he,,_,.,...~ i: , .. 11.> .,11,bnerlfN Ulo.k,111,lf .... 1.,.. l,, <1 'Y«t, 

fr~CmJ>et~D!!CI~ O!K-1 v«lfftaod»~sa'lllobcdUWl'f"-fullcf'
0

fl'lltd. 

z.tflbu•t WCM~; Wt Q 111.c tO tlll'sallWddu.DN Mt..,._ t~ol wft)~I 

5. Cl ick Save. 
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OMA.RT• Oocumeat f.O 
m1t0.a100al610a6 

17tOS0391 

17tOS0392 

OupQteOf 

D Thl1 Oocumtn1 h a Oupt.,cate of: 

Rec.eiYed 

0512112020 
OSQ-1/2020 

05t21/2020 

LHIViewecl 

06/12120?0 
0611U20?0 

06/10/20?0 

/'\ ·Category: ._I A..,,- '-• -• ___ ...,_,: •tttmlype: ._IHA_ Apt'-Lt_r ____ v__,! 

• Datt of Appeal LeMr? 

'What type of Housing At tlstuee It betng 
appeated? 

• Is tlte Appeal letter ei;i:ned? 

Verified~ I NotAf)llliCable vi 
ltlhlsitema <lupliclte? i)u1IQIOWI 0 Y£S 0 110 

Ons O hQ 

> 

D Ol>not&4dthtlilemt<>~<:11C,lator 

lllllllll 
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6. When you save a new substantiation item, the Item Substantiation Description 
pop-up will prompt you to enter a description of the item. (In the example, "Home 
Repair Appeal Letter'' would be an accurate description.) 

@J Item Substantiation Description •• Webpage Dialog X 

Docum ent 10 : Sourc.• : Fostm ark Dai• : Rao.iw<I Date : 

It em : Ht u n F- 'f'I , , Oocum ent Date : Scan Date : 

Description : II I Image 0 : 

IWtB◄ ►Shiidll 

7. If needed, select the next item to be added by clicking on the Add link and follow 
the steps above to substantiate that item. 

8. After saving the substantiation for all items, click Close on the Item Substantiation 
window. 

9. This will return you to the Assistance Processing screen. 

Add Verbal Substantiation Items 

A substantiation item is used to fulfill an associated verification requirement that must be 
satisfied to process a related category of assistance. In some situations, we can add a 
substantiation item from information obtained verbally (from the applicant or a third party). 

Some examples of verbal statements that can be recorded as substantiation include: 

• Insurance company's verification of an appl icant's insurance settlement details 

• Insurance company's verification of denial , coverage/lack of coverage, or failure to 
file a claim 

• Landlord's statement verifying the need for an applicant to relocate 

• Mechanic's verification of disaster-caused damages to an automobile 

If you substantiate processing criteria verbally with an insurance agent or other party, and 
a document is not on file for which you can record the associated verbal substantiation 
details, you can use Web NEMIS tools add a verbal substantiation item. 

You 'll need to use different steps for insurance coverage or settlement substantiation than 
you will for other forms of substantiation . 
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Add Verbal Insurance Coverage and Settlement Substantiation 

You can add verbal insurance coverage and/or settlement substantiation received from an 
insurance company for a Homeowners type policy (including Homeowners, Mobile Home, 
Condo, Renters, and Flood insurance) from various locations. 

• From the Assistance screen, click the Substantiation: Add link in the Insurance 
Substantiation/Settlement frame if a policy record is not on file, or click the 
Settlement: Add link if the policy record is on file.  

• From the Home Repair/Personal Property Assistance Processing screen, click the 
Substantiation Policy: Add link if a policy record is not on file, or click the 
Settlement: Add link if the policy record is on file. 

The following instructions step you through the process of adding both policy and 
settlement details. The screens and steps are very similar to the steps for adding 
insurance details on the Insurance tab in older versions of NEMIS. 
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Policy Details 

To first enter detai ls about the policy: 

1. In the Insurance Substantiation/Settlement frame, click on the Substantiation: Add 
link. 

Insurance suos1an11auon1seI1ement ti'IBA N a101enance Reauremem No suosiantiauon: &JI.II ElJJJ senement &JI.II ElJJJ lieU) 

Source • DOC ID Ins Type Claim Sli'ltus Settle Date Strucl ue Amt Contents Amt Offler Amt Claim ~te C aiillltALE ALE Amt Policv Id Comoo, v Na1r 
Subsan1iat1on5236C054RentfJl(lV/IJII Contemsontr COLB:Ooied 0611412018 $0.00 so.oo S3.000.00 03/22/2018 ,.... o GT8750676000A!B.11ance Soe 

< > 

2. In the Add Substantiation window, add general policy and coverage information : 
- ,.D_D_ S_U_BS_ Tt._N_TI_ t._TI_ ON ______________________________________ EI~ 

General 

Document ID: ~ 2360082 

Posunao-k Date: I 
~==:::::::'.....--

~ Item: ~nsura nee Policy 

W ePolicy 

Source : IVerba l/App licantStalsment 

Received Date: los/2812018 I Scan Date: ~--­

Des cription: Verba I S ubstantiaton from lnsura nee Co 

Image IC>. ~ 

;_-===: 
Document Dale: ._I ___ __, 

·ins Type: I Mobile Home (O/R) 

Phone: ~14567800 

v i Polley ID: IGT8750676000 I ·company Name: I Assurance Special~ 
~==:--------;::::==:::::;----' 

Eff Date: I E,cp Doted Input Source: I Subslantiation 

Pol icy Coverage 

Coverage: 0 Contents 

Deductl:Jle Amt: $0 00 ~---~ 
Coverage Mi$: 

Covers Entire Household: ~ 

Insurance Sefllemenl 

OOC IO Content( •Other • Structure 

No nsur anco Sottlormnt ,.,,.. to display. 

0 Other 

Coverage Amt: lso.oo 
::::::::==~ 

Deductible Amt: $0.00 ~---~ 

0 Structuro 

Coverage Amt: 1$0.00 
::::::::==~ 

Deductible Amt: $0.00 ~---~ 

Mortgage Payoff Required: ~ Interior Struct Dm g: ~ 

Settle Total Claim Date Claim No. Claim Statu< Sett~ Date 

Wfi':◄ WWII 

• Insurance Type and Company Name are required . 

• If ALE is covered, use ALE field to indicate YES. 

ALE:[3 

PP Loss Flag: [3 

J!LE&hau<ted Note 

• If the applicant has ALE coverage, check the "Other" field, and enter the 
ALE Coverage/Deductible amounts there. 

• If ALE=YES, fields appear for arrangement detai ls. 

Appeals - Reference Guide 17 



Civil Action No. 5:21-cv-00071 
13th Interim Response 

010288

Settlement Details 

To add detai ls about the settlement: 

1. If you added policy details first, on the Add Substantiation window, click the Add 
link in the Insurance Settlement frame. 

OR 

If you did not need to add policy details fi rst, cl ick the Settlement: Add link on the 
Substantiation/Settlement frame of the Assistance screen. 

2. In the Add Insurance Settlement window, add general information and settlement 
details. 

Ano SFT r LEM~tlf El 
Genera l 

Document ID: ~2360082 

Postma-k Da1e: ~I--~ 
kem: i1nsurance Se ale me nt 

I 11surance Settlement 

Source: I Otier Y I 
:::::===:::;-------::...=-=....::::'.--

Received Date: 10512812018 I Scan Dato: j 
Descr f)tlon: Verba l SubstMobile Ho 

Image ID: ~ 

DocumentDate: ~I --~ 

Claim Dae: I 03/22/2018 Claim No: 10□ 1020481 17 Claim Status: iaosed vi "SettleD.-e: I0312&/201& I ALEExhausted: I YES v i 

-Covorago 
Type: 

*Settlement 
Amt: 

Note: 

0 Contents 

ISS,500.00 

• Settle Date is required . 

0 Othe r 0 Structure 

ls.3.ooo.oo I S30,0000.00 

/4 

• A Settlement Amount required for at least 1 coverage type. The settlement 
amount must be greater than 0. 

• If the entire ALE settlement amount has been disbursed and no more ALE is 
forthcoming, select YES for ALE Exhausted. 

• Use "Other" fields to enter the ALE settlement amount. 

3. After completing insurance settlement entries, Save your work. 
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Add a Substantiation Item from Other Verbal Verification 

To add a verbal substantiation item received to verify information other than insurance 
policy coverage or settlement details, you'll use tools on the Correspondence Received 
frame of the Communication screen. 

Some examples of verbal statements that can be recorded as substantiation include: 

• Landlord's statement verifying the need to relocate 

• Mechanic's verification of disaster-caused damages to an automobile 

• Insurance company's verification of denial, lack of coverage, or fai lure to fi le a claim 

Just as when processing appeals in earlier versions of NEMIS, you will need to record the 
information received during the courtesy call in a detailed contact and/or comment, in 
accordance to processing guidance. 

To add a verbal substantiation record: 

1. From the Communication screen, click the "Add" link at the top of the 
Correspondence Received frame 

2. Complete the data entry fields 

3. Cl ick Save to finish the new Substantiation item. 

I 
Ccwn~ Atoeivtd l!tll .... Vif.w Ooc.umtnl • Po11r.Uflt o.tt RKeivH D1W Soa,i D.alt Doc IC 

Bi:IWtEQW.I6 AQOC£WI-NAS!Ne\Y!'iAEWIDOCNAOMf9$rCOOC9'Mll ,,rom,o 114V2010 131 
......... -..-... U.&I "" ..- ll""-.. ..-,,...-, .. 14.....,.0,,.,., 

o­
o-­
o oma1Qn°""9t 

-·· •7'-·Uil' - •t~Sfi.l{lll[WV --I._!---~ 

I• Comm\lnic-lliotl 

➔ lnfoCorttol 

➔ IUHisloq 

.... . ....UIIOWC$P4f1Ul v o.t_,.,._ 911.M, 

--•~"""4lllC.-..flDj . ,..o, 

:::::J -~·~ --' I Sunwn~rr 
Q AOOC,SEAL.,...._STN.-.~ ELNA.t00CNA.O'tW.OOC:.OOC.OWN 

.. _ 
ADOC ·APf'IW.-8fOU£$T ,......,_,.!.....] ..., .... i--::: ... , 

Q &JP£R.SEA.l,0£CISIOH.IRCT ,DHTL_IISS..MOJISS 

o ..co<=ur.­

< 

...... .., 

~ATl()\I 
1
- i-1181111< 

Comn-An.15 06/21J201) 0~ 14 sn-Ritenour Ftt pd @•td)Appnzylll RnP:f LER OIi 

Commetta0&'0Ql201204 O&C#Mli• J.oi,on QslQd tl')ff AO,( §EN APPEAL PP 
(.omm,e,,.a Ol/01/1011 ot·•• MAAK FUeHS AUT0W. TEO Tf$'T UTTER Wtw 
Comrr.c.n.tt02.101no1104a<1Wr.RK,t,1CHS AUTOYAT£QTE$Tl.ETT£A L-ec:a-
~0113112011 10:.37 Shef¥1 &9d1n AUTOMATED ~EATE. NEWNOO LETTER IN Cre.:ii, 

< 

iiii:ii ma 
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Flag and Resolve Duplicate Documents 

Sometimes applicants may submit multiple copies of a document (or set of documents). In 
Web NEMIS, identical documents can be flagged as duplicates. Flagging duplicate 
documents helps to expedite future case review and identifies the “master” documents that 
were used for eligibility determination.  

Documents flagged as duplicates remain in the applicant’s file and can be accessed in 
Item Substantiation view. Calculations on duplicate documents are not applied to the 
Payment Calculator. 

Some Items are flagged manually as duplicates, and others are flagged automatically. 
Items not used for payment can be flagged by agents during the document substantiation 
process.  

Items used for payment are not manually flagged during the substantiation process. Web 
NEMIS automatically checks payment items and will automatically flag duplicate payment 
items that have the same date and amount. Duplicate payment items are flagged in the 
Payment Calculator with a “Review” status, which must be addressed prior to payment.  

Flag a Duplicate Set of Documents 

If there are multiple copies of a complete set of documents agents can manually flag a set 
of documents as a duplicate.  

To determine the duplicate status of a document set, open each document set in the 
image viewer and compare each document item. Ensure the information in each set is the 
same by comparing document dates, addresses, written text, estimate/ receipt/ settlement 
amounts, etc. 

After you’ve identified a duplicate set of documents, determine which one should be the 
“master” set and which will be marked as a duplicate. The “master” set is the one to be 
used for processing. Identify the DMARTS document ID for the set of documents you want 
to be the master. 

To manually flag a duplicate set of documents, access the documents on the Assistance 
Processing screen in the Correspondence Received frame.  

To indicate a set of documents is a duplicate: 
1. Expand the Correspondence Received frame,  

2. Expand the set of documents to be flagged as a duplicate and select one of the 
individual item links within the set. (This opens the Item Substantiation window.) 

3. Under the list of document items, click on the checkbox “This Document is a 
Duplicate of”. 
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c..:onv, pon,»nce~•v~ 

To C;,le-ul~or 

< 
~ 

Vcuifiod ltom l y p•/0:, cript ion 

I-IA.AP L« 

W.Aio! Ltf 

Page: [G Next» 

WART, Ooc-u ,. o nt l O 

t11i100;,100;,1il20of;, 

1700038'» 

Oup ic,;, to Of 

... D n,Is ooeuneflt is a DuPHcateot 

Ro-ooiY• d 

08/13/2Y.!O 

06/13/2020 

L;,,t Viowod 

06/IM<rn 
06/15.!!020 

> 

" llem Ty1>e: ~ll-fl_Ap~I _L:r ____ ...,.~I 

~ Dote o f A ppu,I Letter ? 

• w h ~ typ,c uf Hou >iogA>)i>t.m~ i > ~iog 
appe;11e<1? 

• I> ti~ Appc,a.1 l ctt '°r >i g o '°d ? 

106112/2020 

I11:)n)t Repat" 

@yes O IID 

Ver lrled: !NotAp(>I IC,11)1@ vi 
1, th.:; it.m , d upli<,;,to? Q UM<~IOWN O YES O t,o 

0 Do no t •dd thi) itt-m to the c;i,k;ul,tor 

IEIDI 

4. In the Duplicate Document pop-up window, select the DMARTS Document ID 
number of the set to be used as the Master. 

------------------------------------------_ ..._ ..... 

.... ,.., 

5. Click Save. 

.... ,..,.ia. .... .,._ 

•"-•l• 
•A#ll• 

lliia ICCII 

CIUllll'•0.-•111111) 
-X--«•· ....... ·--

........ .. 

---.. 
........... ~ 

Eal 

6. Click Save on the Item Substantiation window, and then click Close. 

After you return to the Assistance Processing screen, the Duplicate Of column in the 
Correspondence Received frame will display the DMARTS Document ID of the identical 
"master" document set. 
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Flag Individual Document Items as Duplicate 

Before flagging an individual document item, carefully compare the item to the matching 
document item. Check the document dates, addresses, signatures, etc., for any 
differences 

To indicate an individual item is a duplicate: 

1. After opening the document item, select Yes on the rad io button beside the 
substantiation question "Is this item a duplicate?" 

2. Cl ick Save to save the entry, and then select Close to close the Item Substantiation 
window. 

CMARTS Document ID 

m1~ 100o.1820cfo. 

17<X»3803 

oup11ca1e or 

D ThlS OOCU11enus a 1Jl4111ca1e ot 

~ ~ 

Recervea La s t V l~eCI 

()8/13/2020 0611 St.?020 

06/13/2020 re/1 5/.2020 

--~I > 

"' • cateoorv: =IAP=P<=•'• _ ___,v l • Item Type· "-'l~ '-'-'A=pl lcc...tr __ _,v l 

V 

• Date of Appeal Lt tter ? 

• W hJot typ-o t:I l-louc ingA ccichn eo i , b9ing 
ap pealed? 

• l :t Uc Appca.1 L etter :ti g n ,:d? 

I 1-1one Rep.air 

Ve:r ificd: I NotAppl ic•b~ vi 
Is this item a duplicate? 0 U~tOWN O YES O NO 

IIE!lmll 
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Resolve Potential Duplicate Documents Flagged by Web NEMIS 

Web NEMIS checks payment items and automatically flags duplicate items. The system 
automatically flags payment items that have the same date and amount. Duplicate 
payment items are flagged in the Payment Calculator with a "Review" status displayed in 
the Possible Dup Doc field . This status must be resolved prior to payment. : 

P;ymc,ntC;i!e:ul:ib- Show: I Pending vi 
Item Asst Type Elig Code Receipt Da\e Pending Elig Amt lnelig Am! Previously Paid 

~

It Oeleteltem MiscAdi !!!!It 

Adj for Prev Pmt OMARTS Doc ID Im Possi'ble Oup Doc Oup Set 

Ao:alPf'op E~tRcpt . ACTlJAL Mc-;mnq; &4'1 PND . Pcuiding 07!.20i'2020 S2,500.00 09-000001902h19Gb Rovicw 2 
RealProp EstRcpt-ACTUAL Heatinq 6U1 PND - Pend~ 071.291'2020 52,500.00 09000001802h186b I Review 1 
line Item Total PND- Pend~ S0.00 
Ponding Tob i 

Eligi:bl o Tob i Aw:ar d 

Misc Adj 
Adj ust for Prev Pmt 

S.S,000.00 

50.00 
50.00 

S.S,000.00 

est~: I Hone Repar V j Olao!li J.ss1 Type: I 1nitisl vi O Flood lnsura.11.oe 

Elioib ilit)'Code: ~IP_UD_· P_en_ding~------------~v le1oComboWilMI 

To resolve the Review status of an item: 

IKfflfflM! 

1. Click the linked payment substantiation item in the Payment Calculator. 

Show: I Pending VI 

Item 

Re.11IPn:p EstRcpl • ACTUAL He..itinq· 6-Ut 

Re.11IPn:p EstRcpl • ACTUAL He.atincr 6-Ut 
Line Item Total 
Ptllding Total 

Eliuible Total Award 

llliscAdj 
Adj ustforPrev Pmt 

Asst Type El ig Code Receipt Oa\e Pending Elig Amt lnelig Amt Previously Paid Adj ior Prev Pmt ONARTS Doc 10 

PtiD - Pendi~ 07/29i:'2020 $2,500.00 09000001802b18Q 
PtiD - Pendi~ 07/29i:'2020 $2,500.00 09000001802b18Q 
PtiD - Pendi~ S0.00 

SS.D00.00 
50.00 
50.00 

SS.D00.00 

Cst~ory: -tome FlEpS.ir V ~ Asst Type: I ini tial v i D Flood lnsuran-ce 

Ellgl:>lll'tfCOCt.e: ~I P_so_•P_u_oi119 ____________ ~YIE1gcomx,w1~ 

This will open a two-pane view of the corresponding Item Substantiation . 

lmag:e # Possi'ble Dup Doc Oup Set 

1 Revi~11 1 
1 Revi~lf 2 

2. The substantiation screen now contains the question, "Is this item a duplicate?" 
(which was not included in the initial substantiation screen.) select the appropriate 
answer (Yes or No). 

llll"m $11bslalbll1<>n r 

-----------·- ..... 

P..,..;ting~Amwnt 
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~ 
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Answering Yes to "Is this item a duplicate?" removes the duplicate Item from the 
Payment Calculator. 

h• m 

Re-... lProp E,.tRg,t • ACTUAL H~,eting~ 
Line ltt m lot.al 
Ponding Tob i 

Eligiblo Tot;:I Aw:i.rd 

Mi,-~ Adj 
A<IJUSt tor Pre-v Pmt 

Ac.d l yp& Eh9 C~ R8Ceipt 0 ffl 

PNC · Pe.,din~ 07/29,!2020 
PNO - Pe-nOln,g 

P•nding Elig Amt liwihg Arn t 

32,500.00 
SI .800.83 
s.,uoo.aa 

.... 00 

"'·"" s.,uoo.aa 

Pr•viot..ic.ly P:aid 

C8le<iOtY: IHomcRep,c,.r v j Q:,j(g A.sst Ttp,:. l lniticl v i □ A ood ln, u,.,,~ 

Eligibil ity Code: ~I P_..,_ ._• •-'"-""~ --------------~v laigCombo \~uwd 

&l!ILUtl:CU ~ ~ Hilt 

Adj ior Prcv Pm t DWI.RTS Doc 10 

0,00,0001&02b186b 

Answering No to "Is this item a duplicate?" allows the Item to remain in the Payment 
Calculator and displays No in the Possible Dup Doc column for that item. 

Show:I Pe-J101n0 vi 
, ...... 

Ro:io lProp E!;tRopt . ACTUAL Mo::ifing; «A1 

Re-... lPtop E,-tRq;,t •ACTUALtl~,etinp 8441 
line lt ie m lot.al 

Asst f'rp,e Ella C-Oode R.ecei.l)t Da te P<Nldif\,Q El ig Ann lne llg Ami Prev iOusly Paid A cJJ for Prev Pmt OMARTS Doc 10 
PND . Pc.nding 07}20/2020 S2,500.00 09000001t-02M Ub 
PNO • Pending 07129/ZOZO S2,500.00 O-'<><K>OOHM)2b1Mb 

1rna ~ # Po ssib1e0tt:1> ~ 

' .. 
1 ft,:_yi.,, _ 

Ponding Tob i 

Eligiblo Tot;:I Aw:ard 

Mi~,;Adj 
AOJust to, Pre-v Pmt 

PKO · Pen01no 51.300.88 
se.to0.aa 

S<>.00 

"'·"° se.to0.aa 

CStegoity. I orncRcp,oir v J QlaQQj: Asst Type: I 1raiiiol v i O Flo-o-4 ln, ur.:l~ 

Eligibil ity Code: .._I P_1,o_._••_, ._;no=-----------------'v l e1igConi:,o Wi:.ofd 
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Request an Appeal Inspection 

To request an Appeal Inspection: 

1. From the Inspection Status screen, cl ick on the 'Request Inspection' link. 

➔ Overvie-w 

·~ Registrant Info 

➔ Assistance 

i> Inspection Status I 

View All Seq #s I Compare/Review I Inspector Cornmmts I Data Change I Attachmmts I Reooe;st Inspection 

There are no prior inspections 

t 

2. The Request Inspection window will open . 

Request Inspection l!J 

Inspection Reason: I Reinspect v I ::=====:::::;-----~ 
Performed By: I Contractor v I 

Contractor: ._I __ v_,I 

Priority: I No v I 

l►P◄I i+MBAII 

3. For Appeal inspections, choose FEMA Appeal in the Inspection Reason drop-down 
menu. (The other drop-down boxes should remain as the default selection.) 

4. Cl ick the Save button. 

Appeals - Reference Guide 
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l'ffl'anne,j 0y, ConoaclOI' Re uested C01reclion 
• • I t : • 

Controcl!or. FEMA Conecfi,on 
Pnorily. lnibal 

Missed Jnspecboo 
Ou1:1eac11 lrnpeo1ion 
Quality Anuram:e Re111.,pe<:C1on 
Re1nspe<t 
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5. When the Request Inspection window is displayed, record a comment to explain the 
reason for the appeal inspection and note damages to address in the inspection. 
(Example: "Special Attention to floors and electrical components") 

Add Comment/Contact ICJ 
•Type: ~ Comment O Contact 

Type: NSPECTION REQUESTS V Spoke To: V 

Sub-Type: 

Topic: 

APPUCAt~T REQUEST FOR NSP£CTION V 

V 

"Current Location: ~ w Tempo<ety Rental 

Registrant Info Verified: 0 

Location Identifier: "-19_1 _____ ~ __, 

A1to6€fll!ITTlte 

Outbound Contact Number. vj 
Related Documents: I APPEAL LEm,R, 4 PAGE. v I 

------

• summary: ls1 - APPEAL INSPECTION REQUEST 

Details: App submitted Appeal requesting additional assistance. Appicant indicates 
damages not addressed by previous inspection. 

Please perform a complete inspection with Special Attention to: 

Electrical, floors and Access 

v, .. w- APPEAL LETTER, 4 PAGES, 

Delete Draft 
------ Wtti◄ F+MB#NI MHi¥1M 

Record the comment in accordance with guidance in the following SOPs: 

• Appeal Processing 

• Inspection Requests and Comparisons 
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Verification Requirements 

Verification Requirements represent the criteria that a category of assistance must meet 
for an eligible decision. These requirements are then associated with the substantiation 
items that fulfill the requirement. 

When a pending line is added, Web NEMIS automatically generates Verification 
Requirements on the Info Control Screen. Additional verification requirements must be 
manually entered for certain categories of IHP assistance. (Refer to Module 4 for category­
specific verifications). 

' Ol,)c.fV\OW 

~ Comm11.n1cc.tiOJ'I 

·> lnfo Control -

·> Lin~R.e,o, 

') Nee<ISl'TO 00 

HOid 0 

Vcn11c,:atlOl"l ~lrO!IICII~ 

¾,ophcct,on Si9~rc (OCM&A, 9 , «Ct 
ComixehcMi,re lrt:ur-,noc 
Dent.,1 Expcr..:c::. 
Dent.,1 Sblcmcr,t of Cor>dil i ori 
He::illh l nc:Ul"Orioe ~ Oe!il ol 
He::illh l nc:u«incc kl.- Me<ii0C1! 
Homeownu': , ln:urOJIOC 
IOCMi iy V erif~on 
W.~•JI Rc::id~o,,(80-$.90 o, E} 

Lic.bilih' IMu'or-.oc 
Mc-ciiocil&:~n::.c, 
M«iieol S1:ile-r.enl oi Cort-d ition 
o.-r.., ........ ..,., 

< 
Su-b,l8'1-ti.etion Recei ved 

< 

.. s.1:i11.1~ 

Vcriiied 
PcMi r.9 Rcq'.le,t 
Pcndi n.9 Rcq-ue,1 
Pc.ndi r.9 Rcq.._.e,1 
Pcndf~ Rcq1.1e,t 
Pc.M i r.9 Rcq ~e,t 
Vcriiied 
Vcri iied 
Vcriiied 
Pc.M ir-.o R«1111e,t 
Vcriiied 
Pc.ndi r:o Rcq.,_.e,1 
v .. ;1;-t 

a. O.~cr1ptio1t 

Auto ~-ll'>M 
Auto~Ctn1<nM 
Auto~cm,,r.,c,d 

Auto~cm,,r,c4 

Roquo~t O;no, St:ln," 0;.10 

08.t,2/2006 
09.'02/.2016 
09,100/.!016 
09,'00/.201$ 
09,!00/.2016 
0&'20/.2016 
oan oaoos 
12J12J201& 
08.i12J2005 
09.'02/.2016 
02J14/.!01C> 
0&1291201$ 
OA,!1?,?M.', 

Sut1u :1nt1;. ti.o-i, u ~ ago 

~ -08 

;\Qpliccr,f:. ~ lcm~I of 1.4~ oi l n,cu.1:,r,c,c 

}.IA ;\Qc,c.cl Letter -·· 
Dae ID 
640 14079 
6-4014081 
6401..000 
6-4014078 

FEMA • P.O. Box 10055Hyotbville. MO 20782-7055 (&001 821-3002 f -(800)627-611 2 

Filter Verification Requirements 

> 

> 

" ..., 

To isolate the Verification Requirements for a specific category, we can use the fi lter 
option. Select the desired category from the Category menu to display items for that type 
of assistance. A similar fi lter can also be used to fi lter Verification Requirements by status. 

-
C.,e.,oory•I T19mien1Ao»Mrnod•1ion5 V I Stei.-·~I ___ v~j[imi 

Verffl~ RitqUlte~" 

=­
Or,git1•I MotielfMoteJ R.eceipe. 

SIGf'i""t\AOtil.ll M<I 

a. Stakis 

Veri!iH 
P•Ad!"lil R,eq-1 
v ...... 
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!d!!! I ~ 

Oll4I OJI• Status OJi. S;AKCintl>tieln Uug,e 

0811el200& UM1d1 Sletf:l"nent\.etl~ 

0&1 112020 
OtY02/2014 
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Adding a Verification Requirement 

Use the following steps to add a verification requirement. 

1. On the Info Control Screen click the Add link to begin adding a requirement. This 
opens the Add Verification Requirements pop-up window. 

Verific.ation Requirements -+~ 1~ 

Cs,egay: ... I _______ v .... l s , • .,,, ... I ____ v--'I FIi 
Vtrific.atfon Requirtmtnts 

Appllcellon Sg .. t,xe (g().eg A, 6, orC) 
Corr.pcehensive lnst11anoe 
Dental E,q)ens.es 
Dfcntsl Ststerr.ent of Condition 
.Hea!tt) lnsu.rar.ce XX Oenl:31 

.Hes!ttl Insurance bi Medical 

Horreownefs Insurance 

Identi ty Verification 

l&'Mul Re;idency(90-e9D«E) 
Liability lnSJJflMOf 

\11idical Expenses 
\i1idical Statement of Condition 
Orntru:inry 

< 

• Status 
Vttifltd 

Pending Request 
Pending Request 

Pending Request 

Pending Request 

Pending Request 

Verified 

Verified 

Verifit<I 

Pending Request 
Vtrifitd 
Ptnclin~ Requeit 

Rtquut Datt Out Date 

---------------
SIJtusOate 

08/12/2005 
OQ'02/2015 
OQ'00/2015 
OQ'00/2015 
OQ'00/2015 

08/29/2015 
08/10/2005 
12/12/2019 
0811V2006 
OQ'02/2015 
02/14/2019 
081211/2015 
0Rr'1;>J?Onn 

Substantiation Us.age 
g().6g9 

Appliosnfs S1a1e11ent of lad of l rmxsnt'E 

HAAppeal le-tlet 
go.ago 

Medical Estimete/Reoeipt 

l ltilitv Rill 

2. From the Pending Assistance list, highlight the appropriate category of 
assistance to associate with the verification requirement. 

@.) Add Vtrif1c,tion Requirement·· Wtbp1ge Oibf0-g 

DO V ERIFICATION R EQUIREM ENT S 

~ Cate,gory .. Eligiblity 

....,., ~IHom_ •_R~•P6_"----~!1~ 

Pending Assistance: 

Oeseric,uon: 

Verification Status: I Pending Request vi 
Smu• ()ate: "-I061ZO'-"'--l20"'-20"'--------' 

3. Select the Pending Assistance Category 
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Award Level , .. , 

X 

Oucriptioi 

V 

> 
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4. Select the Verification Requirement from the drop-down list. 

d°' Add Vetifiut1ot1 Requ1rttnent •• Wtbp,agt Oillog 

PM dlng A.U.lltante: 

VeriticlftJon Status: 

Appeal Letter 

•f~lt>lity -

Apploconrs Day1ime Phone Number 
Applocalion Sognarure (90,69 A. 8. or C) 
Burial Insurance 
8u5W'less lnswanct 
ButinHs Ownership 
C'VP Audit · Cm:e.nsh•p Ve,ific:ation 
Child Care Oec.larabon Statement 
Child Cate receip\lestmale/alidavlt 
Comprehensive lnsu1a,nce 
Conr-actor lnformaK>n 
OUA 8enef.1s Information 
Oe:ad1Cerlf1ea1e 
Dental Expen!es 
Dental Services/flems Essenfal 
Oantal Statement of Cond1ion 
01sasteNelated Loss oC Ho11Sehoki Income 
O,sast8f-telated Vehlele Damage 
Essential Tools Damaged by 01$a;w, 
Essential Toots Expenses 
Es.,ential Tools 1,ncome 
Essential T oob lnsurarlCe 
Es,en!ial Tools Profess.ion 
Essenual Toots Req1.11red by Employer 
esomates • Etec~,c 
Eslima1es • General 
Estimates • Heating 
Esllmates • Sep11e orWelV 

5. Choose the appropriate Verification Status. 

Award l ~et 

mt 

X 

• Pending Request: Default status before changing to another status. 

• Pending Response: Not used for appeal processing. This status is used 
when an RFI letter is sent for initial ONA decisions. 

~ Add Vtnfiubon Requirem~ •• Wtbp19t Oitlog 

OD ll'EAIFICAHO- IUOUIA:EN ENfS 

., ..... .., - Award Level 

'"' 

Vitnti«6ot1 '-q4,1ir• ment: .__I Ap.c.Pcc•c.c•...cll cc"'1Gcc• _________________ _,v l 

0es.c,Jpt10n: lsviaue requi'ed 

... Verif~ion~1u,.; 

St.oW•O.te: 
\u-,fiut ,on S!it1Al1Slbllll 

X 

6. Cl ick the Save button to complete the addition of the new requirement. 
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Associating Verification Requirements 

Use the following steps to associate substantiation with the verification requirement. 

1. In the Verification Requirements frame, highlight the appropriate Verification 
Requirement line item. 

2. Select the Decision link. The Decision Verification Requirement pop-up window will 
appear. 

v~~~~ - a..11 Aeq,,,i,~o.• o..eo.. -.i.no.w ~!NtiOftUNOil' 

o,~g,,.,!.c;,':;:"~..,,-...... ~ ..,...,=o,-,._-="o ~-,C),----!:;o.:RtO,oetl == O()OQi 

~ ... "-­.... ,.._ 
o.n..1 $~ olCOf'Cl~iOl"I 
~ .......... o.,,e .. 
Hff,tttl l...,..,...to, l&NiC.1 -­ld,e,,t,~V 9ffllo.tion 

~•Jlewt!'IOf(QO-OQOO< i> 
UM1lit, --..-­
Med10.llx~ .... <_, __ ,,..,,.,.,.,.,.,_ 

~R~..i: 
P~!'l.qu-.t -­~R~ P~lil,tql,lett 

°""""'" .......... -·· -·· -·· ot/1°'2006 ~ Sc.le<fteneofl..eool l,,_.•nc:-
12;111"2010 ............. leMI 

ot,11400t t(),OQO -·· 02/14/2010 Mffic.l &ti-1~e-0tclot 
M ,,...,,._ , .. 

> 

3. In the Verification Status field, select the appropriate Verification Status from the 
list of available options. 

@ Oe<i<ion Verification R•quirem•nt -- W<!bpag• Dialog X 

' . 
V•rifie1tion Requnm.nts 

IL__ 
I 

Verification Requirement 
Nol AJ>plicable 
Not Verified 

Ver1ficadon St.atu1: . . . .. . 
Status Oate: Pending Response 

I,.-Timer Expi<ed 
Assoe•at. Verified I - ~nl~bon A.ot,v ............. O.ocnp<>on 

~~IL,MW Z2 .... ,-pp£A TRINSPE IONREOUE:,"' '1PCi 

I"'...,,,, i5401407G .Auto 0.lelfflllned " 
00-, l,4014080 .,t.u10Dttem11ried 

Statom.nt or Lad; of NU'MCXI S.ni.,,,.a,,t 108=2 SlMT 1,.ACKo,; NS 3-PGS 
y 

..,,,.o,. , .. 125223500 Ill OiNLAL LETTER. 3 PGS 

A,>pli,clb~ .\pplic.ble- I 
Assistance Affe.ctff By Verifie.ation Requi.rHMnt I 
A,ppUoablo -. Proeram C>'"94<Y Elgy Typo Award Type Eligib,tity 

0 Housing Auistanct: HomeR~r tniti•I Initial Fillt PND•P~1ng 

IEII■ ll·l1li;I 

• Not Applicable: If the verification requirement no longer applies or is not 
needed for payment to allow the case to continue processing. 

• Not Verified: Used when the requirement was not substantiated. 

• Pending Request: Default status before changing to another status. 
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• Pending Response: Not used for appeal processing. This status is used 
when an RFI letter is sent for initial ONA decisions. 

• Verified: Used when substantiation has been verified . 

4. In the Associate Frame, select the Substantiation Received document that 
satisfied the verification requirement. 

5. Cl ick the Save button. 

~ Oecision Verification ~uirement •· Webpage Dialog 

Verification R.quit.-..ms 

Verification R.equi.rement 

Verification Status: 

Status Oate: 

A.HOCilte 

- Associ•ba • Sutislan6ation R-ived 

D 
D 
D 
D ln..anoe Deni.el Leuet 

A1>9fio,at,le,/Not A,pplic.able 

!Verified 

J06120,mo 

Assistanoe Atfeck'd a., VerificMition Requ.,-m 

Ooe~I Id Otsoription 

2213"'77 APPEAL L TR, INSPECTION REOUEST, lPGS 

'4014079 AutoO.:.Jmln.d 

6-4(),14080 Auto Oetttmlned 

1G8720'2 STMT L.ACKOF I~. 3PGS 

12&223500 INS OE.NIAL LETTER; 3 POS 

ElgyTypt 

ln.tlal 

liiiiiil ... 

X 

NOTE: If you determine that requirements were associated in error, un-associate 
them by unselecting check box and then select the correct item. 

The item associated with the verification requirement will become visible in the 
Substantiation Usage frame. 

Verification Requirements 

c.u,go,y: .._ _______ v__, s .. m, .._I _____ v__.j fi@·jjf 
Verification Aequl r.ments 

Appul letter 
Application Signature (9049 A. B. o, C) 
Comptehensive lnsutenoe 
o.n,., El(pet'IMS 

Oen111 St1temen1 of Condition 
Health l~ anc:e fo, Dental 
Health lnsl.#ance fo, Me-dioel 
Homeownm lns.u,. noe 
ldentrty v-,ific:et ion 
Lawful Reside~ (00-800 « E) 
Liability Insurance 
Ml!dicet Expenses 
Mact,N11t C!.t•t..,,anl nf C".IM"Wiititv1 

< 

• Status 

Verified 
Verified 
Pending Reque:st 
P•nding Re,qU'tit 
Pending ReqUtit 
Pending Request 
Pending Request 

V•ifi•d 
v.,ifled 
Vetifl.-d 
Pending Request 
Verified 
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Request Oate Due Oate Status Oate 

08!20/2020 
08/12/2005 
09J02/2015 
~/2015 
OQIW/2015 

09/00/2015 
08/2Q/2015 
08/1Ql2005 
12/12/20111 
08/12/20M 
OQ.1O2/2015 
02/14/2019 
ORf?Ol?01"i 

Subst.a.ndatkw\ Us.a .. 
HA Appesl Letter 
~gs 

Apt)lic.nrs Stttement ot L..cl o f lnsur•nc. 

HA-•11.oltO< 
-go 

M~i01I 8timate/Reoeipt 

Oescripdon 

signature tequi 

> 
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Generate Custom Appeal Request Letters 

The customized Request letters used to request applicant documents in appeal 
processing include: 

• ADOC (Appeal, Request for Documents) 

• RFI (ONA Request for Information) 

NOTE: Although the AAFIN ineligible letter is selected from the Request Letter section of 
the Letter Wizard, steps for creating the AAFIN letter are included in the section: Generate 
Custom Appeal Ineligible Letters under the topic:  

AAFIN Letter. 

Some general reminders: 

• For specific information about how to generate these letters and select the 
appropriate text inserts for these letters, see the following SOPs: 

o Codes, Verifications, Request Letters, and Assistance Types 

o Appeal Processing 

• When you generate one of these types of letters, make sure you do the following: 

o Route the case to the FEMA Complete queue. 

o Do select the “Send to the Mail Queue” option. 

Appeal Request for Documentation (ADOC) Letter 

If all the documentation required for Appeal processing is not in the file, you’ll need to 
generate an Appeal Request for Documentation (or ADOC) letter with appropriate inserts 
to request the documentation.  

Complete Preliminary Steps 
1. Make at least one courtesy call attempt to the applicant to explain the 

documentation requirements, in accordance with appeals processing guidance. 

2. Use the Comment/Contact link on the task bar to document your Contact. (See the 
Appeal Processing SOP for guidance details.) 

3. Access the Assistance screen and delete any PND/IPND lines associated with the 
ADOC.  

4. Navigate to the Confirmation screen. 
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Generate the ADOC 

1. From Confirmation screen, click the Letter link in the tool bar at top right of the 
screen 

2. When the Letter Wizard opens, in the Available Letters frame, click on the 
Request Letters folder 

@) Letter Vli2ard 4
- Web-page Dic:log 

Program Code: ~ longuoge: E ngti::ti 

Available Leners----------­
~ €) ELIGIBILllY DECISION 
IB- NOTIRCATION LETTERS 
& EJ REQUEST LETTERS 

X 

3. Select APPEAL, then select ADOC -Appeal request DOCUMENTATION and 
click Next. 

AvaSlltiillt Let!Us 

• U EUGIBIUTY OEC1SION 
• .J N()TW'l¢A"n()N 1.En"ER$ 
S J REOCJEST 1.ETI1:R$ 

< 

"' J APPEAt. 
/ l<NIH • Flnel~at • 

/ ATOOC • APPEAL TEI.EPHONE '-''°'DC> 
J RECERTIJ1CATION 

I!! A.!XX: Af-•f"l Al r<~ cl DOC UJ,IUH A TION 

., .J REQUEST IRR) 

> 

1«11e;w ■:m■ l■t:a■I ws11 a,w 
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In the Select the Letter Components frame, each letter component requires a selection. 

~ letter Waard •• Webpage Dialog 

Program Code: ~ Language: EnglW, 

Available Leners 
$- c) ELIGIBILITY DECISION 

If (:) NOTIFICATION LETTERS 

e e) REQUEST LETTERS 

_,, AAFIN - Final Appeal 

Ill ADOC - APPEAL requesl DOCUMENTATION 

I

'· APPEAL 

A ATOOC - APPEAL TELEPHONE request for OQt 

• RECERTIFICATION 

i!J. REQUEST (RFI) 

< > 

Select the Letter Components 

ADOC - APPEAL request DOCUMENTA TlON 

AOOC HEATING SYSTEM AELO . 2 ITEMIZEO ESTIMATES (REQUIRED} 

0 1 -Furnace 

0 2 -Boller 

0 3 • Hest Pump 

D • •Ou<:IWM 

0 5- OTHER 

0 0• NIA 

AOOC SEPTIC SYSTEM FIELD - 2 ITEMIZED ESTIMATES (REQUIRED) 

0 1 - SepHe Tant 

0 2 • Lesdi Field 

0 3. Distribution Box 

0 4 • Pump Station 

0 5- OTHER 

0 0- N/A 

AOOC WELL FIELD - 2 ITEMIZED ESTIMATE S (REQUIRED) 

0 1 •0rillWell 

0 2 - Surface P\Jmp 

0 3 • S<ibmonible Pump 

0 4 • Pump Controls 

0 5 • "'-""' T enk 

0 0-OTHER 

11,mm■I e=mM l■:m■I lfhi391 

X 

4. Select N/A (NOT APPLICABLE) for all letter component fields except for the ADOC 
General field component. For the General component, select Other. For example: 

• ADOC HEATING SYSTEM FIELD - 2 ITEMIZED ESTIMATES: N/A 

• ADOC SEPTIC SYSTEM FIELD - 2 ITEMIZED ESTIMATES: N/A 

• ADOC WELL FIELD - 2 ITEMIZED ESTIMATES: N/A 

• ADOC ELECTRICAL FIELD - 2 ITEMIZED ESTIMATES: N/A 

• ADOC INSURANCE DOCUMENTATION FIELD: NOT APPLICABLE 

• ADOC GENERAL FIELD: OTHER 
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5. Also select the appropriate letter text insert(s) that match the documentation being 
requested. More than one insert may be selected.  

o Essential Tools 
o Failed Identity Verification 
o Hotel/Motel Receipts 
o Landlord Statement 
o Missing Appeal Letter 
o Missing Burial Ins 
o Missing Contractor Estimate 
o Missing Death Certificate 
o Missing Dental Expenses 
o Missing Flood Ins Settlement or Denial 
o Missing Funeral Expenses Documents 
o Missing Homeowners Ins Settlement or Denial 
o Missing Ins Letter Exhaustion of ALE/Loss of Use 
o Missing Mechanic Statement about Cause of Damage 
o Missing Medical Expenses Documents 
o Missing Moving and Storage Essential Document 
o Missing Other Disaster Related Documents 
o Missing PP Ins Settlement or Denial 
o Missing Vehicle Comprehensive Insurance 
o Missing Vehicle Registration 
o Missing Vehicle Requirement Documents 
o Occupancy Not Verified 
o Ownership Not Proven 
o Reason for Late Appeal 
o Stored Personal Property 
o Verification of Utility Outage or Inaccessibility 

6. Click Next to continue.  
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7. Select Preview to review the letter for accuracy and completeness. 

Prooramo HA 
"°"'1-. E"911Sh 

Leno,: AOOC . APPEAL REOOEST DOCUMENTATIOt< 
l o,..,Codo:AOOC 

Lener oeu.-AOOC . APPEAL •-A OOCUMENTA110N 

lETTERIIEAI>. 

HA• A.DOC OM ilOllliNd ettam,eW. 

AOOC H~ 11NG SY$Tt'M nuo . 2 ITl'Mll:£O ESTIMA lt' S; 

5 • WA 

AOOC SCPnC $VS l'(M Fll'lO , 2 ITl'MIZEO U11MA1E$: 
S • H.'A 

AOOCWEllflClO , 2rTEIMlCOE$n.&A1($: 
7 • tr.'A 

AOOC UCC'rRICA~ nno. 2 lf(Wl(O E $1IMA'l'(S; 
7 , H.'A 

AOOC IN SU-£ DOCUMENTATION JlEllk 
-<·HOT Al'f'I.ICABLE 

AOOC GCNCRAI. flCllk 
OTHER 

IIA. AOOC OM N-H 11-t• 
-..inv c--..e. ........ 

OH- AOOC mulll-lree •--•­
HOT APf'UCAel,E 

X 

8. After you're fin ished previewing the letter, close the letter window by using the "X" 
icon at top right of the window. 

L£TT£RIIEAI>. 

HA-ADOC--Hti 

AIIOC HfA 11N<i SYSTEM fll 
S • N..'A 

AOOC: ~PTIC $Yiilt'JUIEU 
I • N.'A 

A00C wtll FIELD • 2 lf£W 
7 • N'A 

AOOC (UCTRICAL nno. i 
7 • N.'A 

AOOC IN SURAHCE OOCUME 
• •NOY APPLICAlllE 

ADOC G(N(RAI. flCLO: 
OntER 

g FEM.A 

~---ut(~C.-. 
, o ._m:s 
~<n'.."I - ­,.___..., MX)C}GU 

~~~T:•-=--­
,o .,_,>B 
----.Q.)O~Vij 

.,.-.."(.,_,~ 

-~ .... ....... 

O.!t't:ITUl:tUOUTDlATt:'!laa.t~..-.,.._tw._.•..C--......•ei.~ 
,_ (A,lt...,.. ... 8Allit,,..._..____._. .. ........,....., 

~UD.l:CoCl:QCtor&ta.t 

nro nt:w.ta..0 ffl'1lilAIU - ~-- .. ~ ..... .&la~ ... 
........... ('l'«l' ...-..s-edlldt•~~~ .......... ....,, -l<A 
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9. Cl ick the Finish button to complete the letter generation. 

~ 0.....4M Onl, 

let,.eau+ ! letts,◄1 I Mitt'@ wa Ma ,w 

NOTE: Do Not Set a Timer when using these letters for Appeal requests. Also, there is no 
need to set an associated verification requirement because the case won't be routed to the 
FEMA Info Control - Pending Receipt queue. 

Finalize Your Work 

1. Use the Comment/Contact link in the task bar to create a Contact for each call you 
made regarding the case. 

(See guidance for Contacts and Comments in the Appeal Processing SOP.) 

2. In the Decision frame, route the workpacket to the Complete queue or other 
location, depending on work done in the case. 

3. In the Generated Correspondence frame, select the Send letter to mail queue 
rad io button. 

Prev ew Letter • Ltroiage Genera~d Da.t!- Le~r DPcision 
90.ell AgenOfR•"""'l•lette< Enghh ' 113112018 @) Genera le Only O Send Leter to Mail Queue O Delete letter 

ADOC-APl'EAL REQLEST IJOC:I.JMENT ATION Engi !ll )5/12/201 8 Q Gene,u , Only @Send l • tl!!r to Mail Ovt!uo Q Oe1• t• lotter 

t 
Canment 

4. In the Comment frame, use the Generate Comment button to create a draft 
Comment, and customize the text as required for the work you did. 

5. When you are ready to route the case, click the Submit button. 
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RFI Letter 

The RFI letter is used when the applicant is missing ONA documents needed for 
processing. An RFI can also be used to request documents for ADA items. The RFI letter 
provides an applicant with a complete list of documents essential for each type of 
assistance. 

If the applicant needs to submit all the documents needed for a specific category, generate 
an RFI letter for the request. 

Complete Preliminary Steps 

1. Make at least one courtesy call attempt to the applicant to explain the 
documentation requirements, in accordance with appeals processing guidance. 

2. Use the Comment/Contact link on the task bar to document your Contact. (See the 
Appeal Processing SOP for guidance details. 

3. Access the Assistance screen and delete any PND/IPND lines associated with the 
RFI. 

Generate the RF/ 

1. From Confirmation screen, click the Letter link in the tool bar at top right of the 
screen. 

2. When the Letter Wizard opens, in the Available Letters frame, cl ick on the 
Request Letters folder. 

@ lcltcrWiu rd - - W cbpagc Oi~log X 

Program Code: ~ Language: Engh91'1 

Available Lett•rs -
iii- 0 ELIGIBILITY DECISION 
@- NOTIFICATION LETTE.2...__ 
G} REQUEST LETTERS~ 

lli'fJfiti◄ m IW'rlfMI flffl'i'iDI 
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3. Expand the Request (RFI) Folder and select For Information (2nd request) . 

@) Lcttc:1 Wizo1d •• Wcbpogc: Dialog 

Program Code: ~ l ,1nguogc: Enclch 

AvaUaDfo Lenors------------
00· e:J ELIGIBILITY DECISION 
~- t) NOTIFICATION LETTERS 

El· ~ REQUEST LETTERS 
$· D APPEAI. 
$· eJ RECERTIFICATION 

9 €) REQUEST (RFI> 

......... t / FOR INFORMATION (1SI REOLIEST} 
IIJ ron 1Nron1.1ATION (?n :1 nr rn r --;T, 

~ . ; LOTter N01 Appr0V8CI 

:.. L Lett.er Nol Approved 

.ma -- .llmllll -

X 

4. Check the box beside the insert that fits the situation. Multiple inserts can be 
selected if requesting documents for multiple categories. 

Program Code: ~ l 4nguage: Engl oJI 

AYallaDIG LGttGrs-----------­

llc) C) ELIGIBILITY DECISION 

~ i:) NOTIFICATION L ETTERS 

8 0 REQUEST L ETTERS 
83· eJ APPEAL 

"!!· I;;) RECERTIFICATION 
9· El REQUEST (RFI) 

' ·· / FOR INFORMATION (1st REQUEST) 
: .. I! rofl 1NrO~MATION '?nc1 nr o, ,-,-ff, 
j.. , Lotter Not Approvoa 

L L! Letter Not Approved 

Select the Letter Components 

FOR INFORMATION (2nd REQUEST) 

REQUEST FIELD (REQUIRED) 

D 
D ONT . Oeri l::, I 

0 FNL • Fun.er-=il 

□ M &.S + M o-.;i r,g a Stonoo~ 

0 MED · Me<ll<81 

□ MHQ . 1;10,t,ll@HO'l'leQuestl e>nneite 

0 O l H • MIS<iOlllff 

0 SI GA • A ppllc,:,nt s uuomo.ntfAl.lthorlUIIIO.rl s 19.11 i:t1u.a 

0 SIGU • A pp11o,;n1 s 19.1u;tUN 

0 1~ANS -Tr111ru,poru. t1on- U ,at,ll lty l fl~ Rc.q : NO 

□ 1RANS - T ron$po.'1c.Uon - Uoblllty l n~ Rcq:YE S 

0 TRANS . T ron$poltC.tion - Vci.niet;i No l Av;iih:.blCI 

lilmiil Jllilial -- ... 
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RFI Inserts include: 

o ONT - Dental 
o FNL - Funeral 
o M&S - Moving and Storage 
o MED - Medical 
o MHQ - Mobile Home questionnaire (not used) 
o 0TH - Misc/Other 
o PP - Personal Property 
o SIGA- Applicant Statement/Authorization Signature 
o SIGN - Applicant Signature 
o TRANS - Transportation - Liabi lity Ins Req = NO 
o TRANS - Transportation - Liabi lity Ins Req = YES 
o TRANS - Transportation - Vehicle Not Available 

5. Preview the letter to determine if all required documentation has been requested. 

@) Letter Wiz(nd •• Wc:bpogc: Oiolog 

Letter Selected 

Program: HA 

Languaoe: English 
Letter: FOR INFORNATION (2nd REQUEST) 

Letter Code: RFl2 

Letter Description: FOR INFORMATION (2nd REQUEST) 

Comoonents 

LEm RHEAD: 

REQUEST FIELD: 
M&S . N01J1ng & storage 

Please Select a Lette< Option 

Custom Text Letter 

I 

'.!) Geoe,ateOnly l 
lamll liml:II am:111 -
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6. After previewing the letter, close the letter using the "X" icon at top right of the 
window. 

~ Letter ,Y°luird •· v.~pag;; Diel i] LwerWizard PREVIEW •• Webpage0talo9 

-
Program: HA 

language: English 

Letter: FOR INFORt 
Letter Code: RFl2 

Lener OGscrlP(l()n: FOR INFORf 

C<>mP011ants -
LETTER HEAD: 

REQUEST FIELD: 
ll&S • llOlling & Slorage 

~ase se~l a Letter opuoo -

7. Cl ick the Finish button . 

!';:~~~-~~~~r~=~::~~.=~:ti:t.m• 
=m:1.:,~~ .'l6ll!:kc11;'f'J=d~ L~t>tilla. 

... 1- f'u3:t ,tm;:)0:nn:fflfWl~P"f.~~:a:wll"'4~:on1qt::l(!sj't1d 

m.;le<_,,,.«~ui:cc1*.C,i,:n::,:ud 

1 lf::::4:U.17«cU!~·1a.:s b 9'dalx11:d:wlz~,-w:.i=;AXiXO~(t 
~ -.u\-'.t.).1%1 • • V 

bllfl;d1fiilOC.o.:,;io;;a!~~•- 1"'1111t••- Qlp,il".blW~-~• lhl 
mu:":bl 

t>:llti!!Ql~.;.;..."t10Wt 
) .0:l.n10:.1S 
~ .. ~,-o~ 

" 
fnyoaknr:nl4'°"a:a«?tttt: 

-"'· 

lfll'ldo:« r.i:f.'f:ftlt» Cli!WXIC:. l!l,CAvQim!)eJ\ tw~)Yff~lll«!.hll:~= lf)1Y! b<n 
fJl'l-4b-""Jilr.,,i l!mliaw110"1fi:m1".ll~l,ts)'Ql1'V~• ~\k~lei,,,:bua 
u . 

!> ~•1•0nilr 

11i11Wi !!■ttnH I 1it®11¥ 

D I X II X 

NOTE: No timer is required when using these letters for Appeal requests. (That is, you 
will not need to set an associated verification requirement to "Pending Response.") 
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Finalize Your Work 

1. If needed, use the Comment/Contact link in the task bar to create a Contact for each 
call you made regarding the case. 

2. Navigate to the Confirmation screen (if applicable in the case). 

(See guidance for Contacts and Comments in the Appeal Processing SOP.) 

3. In the Decision frame, route the workpacket to the Complete queue or other location , 
depending on work done in the case. 

4. In the Generated Correspondence frame, select the Send letter to mail queue radio 
button . 

GeJ'lef'atN Correspondence 

Preview l etter 

FOR IIIFORMATIOO (2nd REOUESD 

., Language Generated Date 

English {Jg/09/2021 

l ttter Decision 

0 Generale Only @ Send Lette,1 to Msil Oue1re O 0el@ie Letttr 

t 
5. In the Comment frame, use the Generate Comment button to create a draft 

Comment, and customize the text as required for the work you did. 

6. When you are ready to route the case, click the Submit button. 
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Generate Custom Appeal Ineligible Letters 

Most A-SUPER letters used for eligibility determinations are auto generated upon routing; 
however, some ineligible letters require custom entry, so must be manually generated. 
You will select the appropriate text insert when you generate these letters. These letters 
include: 

• A-INI, A-INFI (Appeal, Ineligible - Has Insurance) letters generally used for HA and 
Personal Property categories 

• A-INO (Appeal, Ineligible Other Reason) letters for HA categories 
• A-IOR (Appeal, Ineligible Other Reason) letters for ONA appeal denials 
• AAFIN (Appeal, Final) letter to explain a final determination 

Once these letters are generated, NEMIS automatically sends the letters to the mail queue 
after the decision is approved. When generating decision letters, Do NOT mark the box 
“Send to the Mail Queue” on the confirmation page.  

Some general reminders: 

• For specific information about how to generate these letters and select the 
appropriate text inserts for these letters, see the following SOPs: 

o Codes, Verifications, Request Letters, and Assistance Types 

o Appeal Processing SOP 

• When you generate one of these types of letters, make sure you do the following: 

o Route the associated assistance line to the appropriate eligibility queue. 

o Do NOT select the “Send to the Mail Queue” option. 

A-INI, A-INFI  

You’ll need to generate an A-INI or A-INFI letter when you make INI or INFI determinations 
for an HA or Personal Property assistance category due to applicants’ insurance 
settlement covering the disaster damages or a settlement/denial not being on file. In some 
circumstances you may also need to generate an INI letter for an Other category, such as 
Medical/Dental, Moving and Storage, Transportation, etc. INI/INFI letters explain the 
specific ineligible reason for the insured assistance category.  

INFI is used for applicants with structure and/or contents flood insurance. INI is used for 
other types of insurance for structure, contents, and or additional living expenses (ALE) 
such as Homeowners, Mobile Home, Condominium, Renters, etc.  
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Complete Preliminary Steps 

1. Record the INI/INFI eligibility determination. 

a. If a pending line has not been created for the ineligible insured category, 
add an associated pending line. 

b. Access the category-specific assistance screen created with the pending line 
(e.g. , Home Repair screen, etc.). 

c. In the decision area at bottom the Payment Calculator frame (or in the 
Worksheet for some categories), select Appeal as the Assistance Type and 
INI or INFI as the decision status. 

PaymenfCakul ator Show: l lniti a1 v i 

Item Asst Type Elio Code 
Previ0USA\\0Itl InI ua1 E HRZ • Eligible • Hori e RepailS, 

Flood ln'"-l ra nce Requ ired 

Rec·eiptOate Pending Elio Arri lnelio Am( Previ cusly Paid Adj forPrev Prri OMAR TS Doc ID Ima ge# Possible Oup Doc Oup Set 
5 20, 653.97 

Line rteml0(8_1 PND- Pendillg 
Pendi ro To1al 

MISC Aq 
Adj u~tforPrev Pmt 

Eli gible Total Aw~ ru 
Pr e¥ ious Awa rd 

50 .0 0 
so 0 0 
50 .0 0 
so 0 0 
S0 .0 0 

~ $20,651.97 

Cata gory: !Home P.epiH vi £h..!..IJ9.! Aoot Typ e: ~I A-ppe- ,1--V~ VI ~ lood Insuranc e 

11111 - ln c lig ible - Inelig ible ln,urance 1~ ."'--
lioibilityCode·. f lioCnmhoWizard ~ 

111111:i'II' 

(NOTE: It may be easier to locate the determination code using the Eligibility 
Combo Wizard link.) 

d. Cl ick Continue to save the determination and navigate to the Confirmation 
screen . 
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Generate the A-IN/IA-INF/ letter 

1. Cl ick the Letter link in the tool bar at top right of the Confirmation screen (under the 
Banner). 

Decision 

Sel ect Ca,egory • Amount • Eh.g Code S u.bqueue 

~ Home Rcp,:i i r S0.00 ltU V V 

2. When the Letter Wizard opens, in the Available Letters frame, expand the 
ELIGIBILITY DECISION folder. 

3. Select Appeal decision, flood rqmnt, miti list and click Next to continue. 

X 

ProcirwnCodr. ~ Ulngu,oe: ~ Select the Assistances for the Letter 

Available Leners 
El ,,J ELIGIBILITY DECISION 

Appeal decision, flood rqmnl, miti list 

t A.ssistance1 (REOUIREO) 
✓ EliOlbllty Dedsk>n. Flood Rqmnt. M.i Usl ......litrrrrrr w.ct lM Nlltibi. «wilM.-.- au i,e- ,ou wi'Ul to inciu.s. M h s.,,_ t_.-, 

• r..:J NOTIACATION LETTERS ___,,,. ~ HA• HoitM ~ 1, •IHI · ffMll,g,ble • IMltQ.IM ~ • ..,.,._ • 06'24.'2020 

_:J REO~ST lffiERS 

l 
liiimil -- Jlllimllll ... 

4. Select the check box next to INI/INFI decision, and then click Next again. 

5. In the INI list, select the check box next to the appropriate insert for the decision . 
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@) l d'lcr Wizord •• Wcbpogc ()i,.,!og 

rTTE l'l \\IIZA RO 

Program Code: ~ lc.ngu.:,ge: E4icl i)h 

Avai lable l etters 

Ii t. ELIGIBILITY DECISION 
IIIJ A.pp~al d~cis 1or1 :iood 1qrnnl ·11l1 hs l 

l L , El igiDility Cl9-Cision, DOOCI rqmn~ mlli list 

$, ~ NOTIFICATION LETTERS 

I? REQUEST LETTERS 

Select the Letter Components 

Appeal decision, flood rqmnt, miti list 

INI_APPI. US! (REQUIRED) 

0 App,;;"I . ln~~~a ~ml 

O A.ii,,:~l • l n)1Jr=c:!M~ical ... 0 Appo"l • l l'l~~~C! M~•l'lS - S,0,:,9~ 

0 "4,pc:,1 • l n~w eGVehi de 

0 App=,=,1. 1r~ COl.$1: UY\6.11 01:p=n;,J: 

0 ¾;pc:,Hru Sehlemc.ntExcce~F'EMAElc9tbl e Onie 
0 A:i~~Hli~t1g l0$$cttlcrn,:ni 0f Deniel lb 

0 INI_AP!>L l'Q,~ 00 

0 INI_AP?L re:~ 10 

0 INI_AP!>L_ra'"°n 08 

-- IIIIJal -- ... 

INI Inserts include: 

• INI - Dental 
• INI - Ins Covers Living Expenses 
• INI - Ins Settlement Exceeds Living Expenses 
• INI - Medical 
• INI - Missing Ins Settlement or Denial Letter 
• INI - Moving and Storage 
• INI - Other 
• INI - Vehicle 
• INI - HA 

INFI inserts Include: 

• Appeal - Ins Settlement Exceeds FEMA Elig Damage 
• Appeal - Missing flood ins settlement or denial ltr 

6. Cl ick Next again. 

X 

7. Review letter components and Click Preview to view the letter and ensure it was 
generated correctly. (After previewing the letter, close the letter window by using 
the "X" icon at top right of the window.) 
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~ utter Wiza·d •• Wet page D, ~ Letter Wi, ard PREVIEW ·· Webpage Dialog □ X 

Lottor Sole< tod 

Prooram: HA 

Lanouaoe: Enolish 
Letter: Appeal dee 

Leltl!r Code: ASUPER 

l etter Description: Appeal dee 

components 

LETTER HEAD: 

APPEAL INTRO BLOCK: 

GI SINSPECTION BLOCK: 

APPEAL APPROVA L BLOC► 

APPEAL DENIAL BLOCK: 

APPEAL INEL ONLY BLOCK 

INLAPPL list: 
Aopea I-Ins Se1tlement E 

ASSISTANCES: 

HA. MR. INI - Ineligible 

Ple ase Se-lect o Lette r Option 

@FEMA 
Pet-e <l\yn~r 
.tdmit.k m .tM 

fe<lenl!:lleqeaq• MuagtttHt .o..gacy 

1'ali:>"1al Proce!-,h,; ~nic:t Ca t~ 

P.O Box l <Wn5 
{N>SC_CTY_OT} 

1-S».6')) .ffi(A. (3;61,1 

f :u:No .. 1-800-32':l-SIU 

[)~.)~tl'-o. 1456 

mu ApptrallCO No.1S01()9359 

Mr).tic.ll.:idl M~o 
13Jl l l"28,,4+ Jac%c ~yRli 
Plubvi!R,NE.@360 

i STA TS_ DESC} 

Yourappetlfoi ~am rass~t:l!lct fromFEMA '\ hldi•; d11U u d F.ou t holds i>rog!3.0b s bte:1 rm ev.-ed. This 
l=i=ro39b.im lbo:U\J;Unr o ycuuc oligbli, to Pl:O~ fromJ:'Th.fA :ltr1d p:o,-ii:u\ :ui o:ipliu:llno11 ,bour 1bo 
U}~~1cc youl\ll! (Un'C!.ltly !loot cl,4-ible ~:t :«ci\·e. 

lD t l)fe'.,icam ltmr, >·c.u re<e.1.re:l m.e:,pl:mtriooas to "llY )1ou~ n oote}zi>le ,o l'Kffl:e specffic@lA d5asur 
,Hi:a::utu . Y01,11'-p ro,-icbdhio::w.tib::iyc-u n(OCOd 10 ~ub::ui: b ~ : to0;i:p41UFD.i.A.' ~ doci:.io11,bl:.~ tho 

o.tt,r.:;nno:,. you ~ron1ed 'frll-> t!Ot!.1Ute1a1 1osu.ppcn w y cb.:m;e. Ptea!>e seet>!.ICW!«oora nDn:l'.!OOD ouwtiy 
)'O'l &!DCt fh:ible for the re~m !>:ed cbsm & 1USlH:lllCt. 

AAS§JA'-crSO'I "fPBOYJP 
Yo11 a:enct d.i;i tl:~bK.aue: 

IJ I.APfl n u u t 

4 • .:i. ... -.-.,,.- ,._,.l.:...,l 4 • t:'n.A4 u • ••• ....,,...,. • • ,... - ,;...••...I ;lv • -'-,.• •,o-••• • --~,-,. ,..,. .,.._1,,,.._ 

8,SOx 11.00 in < 

8. Cl ick the Finish button to return to the Confirmation screen. 

• ) GNetru•~ 

l•;oom- I 1wwat- I ,,w 1 • ►iidUM 

X 

I 

I 

I 

9. Complete any other processing updates as needed and create the Ineligible 
Comment to include the denial reason. 

Finalize Your Work 

1. Navigate to the Confirmation screen (if needed). 

2. If needed, use the Comment/Contact link in the task bar to create a Contact for 
each call you made regard ing the case. 

(See guidance for Contacts and Comments in the Appeal Processing SOP.) 

3. In the Decision frame, click on the Select checkbox beside the workpacket. 

4. Select the FEMA Ineligible queue as the appropriate Routing location. 

5. In the Comment frame, use the Generate Comment button to create a draft 
Comment, and customize the text as required for the work you did. 

6. When you are ready to route the case, click the Submit button. 
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A-INO 

The A-INO letter is used for Denials in some HA decisions. Like other custom letters, the 
A-INO letter has multiple insert options. To generate an A-INO letter from the Confirmation 
screen , follow these steps. 

Complete Preliminary Steps 

1. If a pending line has not been created for the category, add an associated pending 
line. 

2. Access the category-specific assistance screen created with the pending line. 

3. In the decision area at bottom the Payment Calculator frame (or in the Worksheet 
for some categories), select Appeal as the Assistance Type and INO as the 
decision status. 

(NOTE: It may be easier to locate the determination code using the Eligibility Combo 
Wizard link.) 

4. Cl ick Continue to save the determination and navigate to the Confirmation screen . 

Generate the /NO Letter 

1. Cl ick the Letter link in the tool bar at top right of the Confi rmation screen (under the 
Banner). 

r
·M,idM Cro!JDDlllOO 

Con firmation ---------------------------
Com mert/Ccntac.t U 
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2. When the Letter Wizard opens, in the Available Letters frame, expand the 
ELIGIBILITY DECISION folder. 

3. Select Appeal decision, flood rqmnt, miti list and click Next to continue. 

4. Select the check box next to ineligible decision and cl ick Next. 

.A = •::1r r~D:-d! l:,n ::1::0:, Fi.qrrrr-..,WUU!.:I 
- tJ \ o,=1c .. ·,-.: t-1 L:TERS 
• U ~£0UEH LE7ER8 

s.ttect the .A.5-sistanc:es for the Letter 

Appnl d t!!elslon, llood rqm nt, milt! lllrt 

l 
!smmM .mall M@M IMfi iB M 

5. On the INO_APPL list, select the appropriate denial insert and click Next. 

@) l etter Wizard -- Webpage Dialog 

Pr ogram Co-de: ~ Lan guage: Sp.,.ni,h 

Avall3Dl8L9ttGrs-----------­

$ €:) ELIGIBILITY DECISION 

Select the Letter Components 

Appeal decision, flood rqmnt, miti list 

I! Appe;;.I fpt IS l(Jn nood r l fllnl rmh !isl i !··· INO_APPL List (REQUIRED) 
j L. t/ Eliaib ility Decis ion. FlooCI RQmn1. Miti U.st........tlrrrrr ~ A.:>l)e8I. Aoc11tiona, l'\e-pelr A.S$lste 1'1ce 

$ EJ NOTIFICATION LETTERS .......,,.. 0 AD,pesl. Arl~OO 08 De8Cll lne 

00 f:I REQUEST L ETTERS □ Appocll l . tlCI r. Log.ta~ R~l(!GU''II 
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0 Appci:al . Rooe~ ::a.ltd 9 ridgQ~ . Anothci.r A.ooo~ 

0 Appc~ I • Rood~ :,r:,d Bri dge~ - Anoth~ Appl i co.nt 

0 Appe-=, I • Rooci'~ :,r.d Bri dge~ · Hot Dheut « R el ctcd 

0 A:>i::,,:.:i l • Stu<l: .nt in P~ i cfe<l 11ou,i l'!CI 

0 A.)pe81 • Unebl € to Rei robul'S@ Ole< A l»IO\OE!(I Ffl,IR 

□ OIJJJIIC8llon O f t>enel'l1$ wltn a nolh,e,, 80@'J'ICV 

X 
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6. On the Category List, select the appropriate assistance category insert and cl ick 
Next again. 

LETTER \VIZARD 

Program Cocte: ~ Lanouaoe: S1)8n1M1 

Avai!ablolottors-------------

Select the Letter Components 

Appeal decision, flood rqmnt, mitl list 

HA 
ELIGIBILITY DECISION Cate1)ory List 1 (REQUIRED) 

Appeal decision, 11ood rqmn~ mrb list D ~ .nicol 

INO_APPL List D Funfl:il 

Cateoorrlist 1 ~ ~ Horne :teoeir 
HA- Home Repa1r - 1NO 1neng1t>1e-Otner- Ap~ O uocsic:.I 

D Movinatstor:isc 

O oo., 
□ Pe>'SOl"ISIPrOo,ert)' 

0 Ro.nic,l k;i;te, 11o,;-

O R-=-~~mecnl Hoinin9 

0 n ansoor1311on 

7. Preview the letter and ensure it was generated correctly. 

~ Letter Wi2ard -- Webpage Dialog 

Program: HA 

Lonauaoe: Spanish 
l etter. Appeal decision. flood rqmnt miii list 

letter Code: ASUPER 
Lottor oescr1pt1on; Appeal ae-c1s1on, nooa rqmnt, mm 11st 

compooonts 

LETTER HEAD: 

APPEAL INTRO BLOCK: 

GIS INSPECTION BLOCK: 

APPEAL APPROVAL BLOCK: 

APPEAL OEN.IAL BLOCK: 

APPEALIHEL ONLY BLOCK: 

INO_APPL List: 

Appeal - Additional Repair Ass1slence 

category u st 1: 
Home Repai.r 

ASSISTANCES: 

HA- MR - INO - Ineligible- Other · APPL· 06/1812020 

Pleose Select a letterOotion 

® =•rate Only l 
llimll llllmll .lmll:II ... 
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8. Cl ick the Finish button to return to the Confirmation screen. 

• ) GNetru•~ 

l•;oom- I 1wwat- I ,,w 1 • ►iidUM 

9. Complete any other processing updates as needed 

Finalize Your Work 

1. Select the FEMA Ineligible queue as the appropriate Routing location. 

2. In the Comment frame, use the Generate Comment button to create a draft 
Comment, and customize the text as required for the work you did. 

3. When you are ready to route the case, click the Submit button. 
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A-IOR 

The A-IOR letter is used for Denials in some ONA decisions. To generate an A-IOR letter 
from the Confirmation screen, follow these steps. 

Complete Preliminary Steps 

1. If a pending line has not been created, add an associated pending line. 

2. Access the category-specific assistance screen created with the pending line. 

3. In the decision area at bottom the Payment Calculator frame (or in the Worksheet 
for some categories), select Appeal as the Assistance Type and IOR as the 
decision status. 

(NOTE: It may be easier to locate the determination code using the Eligibility 
Combo Wizard link.) 

4. Cl ick Continue to save the determination and navigate to the Confirmation screen . 

Generate the /OR Letter 

1. Select the Letter link on the Confirmation screen . 

r■·id- ~ lJDDlto• .. .. 1,t s.. •• 12u..I 
Con firmation ---------------------------- L.e!!er 

2. When the Letter Wizard opens, in the Available Letters frame, expand the 
ELIGIBILITY DECISION folder. 

3. Select Appeal decision, flood rqmnt, miti list and click Next to continue. 

4. Select the check box next to the ineligible decision and click Next. 

X 

Select the Assistances for the Letter 

"'---~""' - U EOOIIIU1Y DECISION 
l tff:j MIR: :5::§fl\::c\@:f if At$1t llnc: .. cM~O, 

Appeal decision, nOOd rqmn~ mlti list 

; Elgl>ililfDtciliOI\FIOOCl~MillJll --tlrrtrr.. s.ltcth...._..., ....... _H~fW ........ ._-.._,_...t _ 

Q NOWICATIONLm ERS .....,,.. 0 0"" ,,._..,_,.,, .'°"'. o..,11t- •~ ·OM».'2020 
0 AE<lJEST tmERS 

l 
limil -- -- --
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5. Copy the denial text from the Codes Verifications Request Letters and Assistance 
Types SOP. 

6. Paste the denial text into the Ineligible Other Reason(s) frame. 

X 
ETI£11 VIIZARO 

Custom Text Letter 

AVllilobleletters Ineligible Otfle< RffSOfl(S) 

HA 

EUOIBIUTY DECISION 
-.~ dtatiOn, loo<I rQmnt, tniti list 

Olli• Personal Property - IOft • Other Reason •AA>e 

.... ,'---r _____ ___,J 

> 

7. Cl ick Next. 

8. Cl ick Preview to view the letter and ensure it was generated correctly. 

9. Select the Finish button to return to the Confirmation screen. 

,._, a.-a1•~ 

ll;W*lii I 1■tn:c• I 1¥1§ i I Fi'lii13 

Finalize Your Work 

1. Select the FEMA Ineligible queue as the appropriate Routing location. 

2. In the Comment frame, use the Generate Comment button to create a Comment, 
and customize the text as required for the work you did. 

3. When you are ready to route the case, click the Submit button. 
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AAFIN Letter 

AAFIN Letters should be used rarely and are typically used after an applicant has received 
previous denials for the same item or expense. Generate an AAFIN (Appeal Final 
Decision) letter when either of the following conditions applies: 

• The request fails basic criteria for eligibility (such as Not Primary Residence) 

AND/OR 

• The appeal decision would remain the same regardless of any additional 
documentation submitted (such as an appeal for recreational equipment) 

The AAFIN letter is sent to inform the applicant that the final determination has been 
reviewed and no additional reviews will be conducted. 

Complete Preliminary Steps 

1. Access the Assistance screen, and delete any PND lines associated with the 
decision 

2. Navigate to the Confirmation screen . 

Generate the AAFIN Letter 

1. From Confirmation screen, click the Letter link in the tool bar at top right of the 
screen. 

2. When the Letter Wizard window opens, cl ick on the Request Letters folder. 

X 

t.llUI W1lAN0 

Pf'oO,-.,...C:00.: ~ ........ -or. ~ 

Avdl.bltl•n•ra 
• EUO<BIUTY OEC4SIOM 
•, 0 NOTlflCA'llOH lETl'ERS 
• lJ REOUESf l£1TER$ ..... 

!1;1arn+ m 1wa11+ rm 
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3. Select APPEAL, AAFIN - Final Appeal and then click the Next button 

AYMie.t. l•·nitn 

•, 0 EUGIBII.JTY OECtSIOH 
•' U NOTIFICATION lE'TTEA$ 
.., J RE~£ST l£1TERS 

i;l J IM ?IAl'{t@ ... 
/ AOOC •Al'PEAL - ~ Ulot!!NTATION 
/ AlDOC·-'PPEAl TElEPHOHErt<l<WSIIOrOO­

•) -.J RECE.RTIFICATION 
'• ..J REQUEST (RJ1) 

< > J. JEli%lll 

4. Select one or more of the Categories to be denied. 

5. Cl ick "Next" button 

Pro-gram Code: ~ L4ng1u1ge: Eng!hh 

AvauaDIG L<mers-----------­
eJ· i:;) ELIGIBILITY DECISION 
$· l:c) NOTIFICATION LETTERS 
El· I!:) REQUEST LETTERS 

B· e) APPEAl 

l 1 ... 1 DiNMUti#U 
j j.. A ADOC • APPEAL request DOCUMENTATION 
1 :... A ATOOC • APPEAL TELEPHONE requesl ,or DO 

Select the Letter Components 

AAFIN - Final Appeal 

Catego,y List1 (REQVIRED) 

0 0~11b:I 

0 Fu11':!.el 

iji. E:') RECERTIFICATION 
©· I:) REQUEST (RFI) ... □ M O\llno/S101"80@ 

Dome,, 
D P ersona, PfOO@flY 

□ FlQ.liUI I Ai.&.ltl.an,eg 

< > 
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6. Cl ick Preview to review the letter. 

Ptog,atrtt-tA 

l-Engl,sll 
u ... r. /oNIN · f-­

l•"0<C-, AMIN 
l • tt•tO.-/oNIN•fillal-

Custom Text Letter 

!M;tJ)fjfj let :'U W rm """"" 

X 

7. After you're fin ished previewing the letter, close the letter window by using the "X" 
icon at top right of the window. 

1
11111 fjij 'j'fj i .___ 

Proo.ram: HA 
la09-Eng10.• 

l etlor. >NIN • ,w 
Untr ~>NIN 

L•-O.• c,1p<,o,,: -..,. • rw 

l-ETTtR-

~ FEMA 
-""------NraM,._wcWl'b-C-,.. 
,oa..m, 
~,;.OT,."'l --,., .... ~c 

• H ••1l hi>-<• 
llllNt1l t,,,,.,,( ............. .......... 
••t•••n• • ••••• .. •~••••u f ,,,._., .. , ,,,t,•, lt.• 11 • 11111., •Ml• •• • .. •• .. • • •f<l• 
···- · ....... ·••t . ... , ........... .. , ••• , .. · ·~· ·--' ••••• ....... ,, • • ••••• '' 
t ••••••••-• • wu.,,..• lu•••••••Jl t t .!. • •••••'--•u•u ,-,,ouf,.l•••u-1 .. 
•• h,,.,., , ,l't , .. 

t1u••••••'- ••• •"'•litr• ,t-., , ah u1 l4,,,,., .... , 11,,. ... , ............... r.. . , 
,tn • t .-:t.o.t t , . .... ,,1. , Il l t ■ 01 .;., o!I UI-UI Wlfl l l \ o +ll l ,,11 U. MJ tw,, lu , _., 
·- ,,,,, •••• , .... , ., ............. , ... !.-, ,1 ....... ,,, ... , .. ....... ,, ........ . 

'"•h<I, 
I .... ... -· 1,, ... ., .. , •••• • • • ~ .. , .,, ..... '" " •••• 1,~. ···~·· , ..... ,1 ~ .... . 
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8. Cl ick the Finish button to complete the letter generation and return to the 
Confirmation screen. 

.,)--4t• <><"1 

!■;tsnn+ Pw1rn+I ltU, ti ■+1i1;;1 

Finalize Your Work 

1. If needed, use the Comment/Contact link in the task bar to create a Contact for 
any calls you made regarding the case. 

(See guidance for Contacts and Comments in the Appeal Processing SOP.) 

2. In the Decision frame, click on the Select checkbox beside the workpacket. 

3. Select the FEMA Complete queue as the appropriate Routing location . 

4. In the Generated Correspondence frame, select the Send letter to mail queue 
rad io button. 

Gtrwratt<I COff spo,dt:nu 

Preview L.u.t 
90-GQ Agenc:;yRelerra Isle Iler 

MAN· fl\• APPNf 

• Liro,,g• G•,.r1•dDUt LantrOtcision 

Engl '5h :>t/3t /20t S @Generae Only O Send Le:t.1:r to Mail O<.:eue O Del.eu lett:1 

Engl lfl 05IIJl20, 8 Q Go-• Only @ Send Lot•tto Ma,I Ouout Q 0.1••• Ltao, 

t 
5. In the Comment frame, use the Generate Comment button to create a draft 

Comment, and customize the text as required for the work you did. 

6. When you are ready to route the case, click the Submit button. 
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Award Eligible Appeal Assistance 

This section provides detailed steps for processing Home Repair and Personal Property 
appeals. For most casework tasks, the Web NEMIS processing mechanics are the same 
in the FEMA Appeal queue as in the FEMA Manual Determination queue. These steps are 
documented in the Web NEMIS Initial Assistance Reference Guide, which is included on 
the “Job Aids” tab of the IA Training and Development intranet page.  

This section focuses on how to: 

• Award real or personal property line items from in an appeal Inspection 

• Add line items to pay actual or standard costs based on substantiation of an 
estimate/receipt document item 

Remote Inspection 

This type of inspection was implemented to verify applicants needs during pandemic 
restrictions. FEMA inspectors will contact applicants by phone and conduct inspection 
remotely via video streaming. If video inspection is not possible, a remote inspection by 
telephone will be completed.  In some cases, exterior validation (EV) inspections are also 
performed.  

Ownership and occupancy will be verified by NEMIS public records. If the NEMIS public 
records verification is NOT available, the applicant will need to submit the applicable 
documents directly to FEMA. 

For Remote Inspections, FEMA will base most appeal decisions and awards for real 
property assistance on verifiable submitted estimates rather than completing a second 
appeal Remote Inspection, unless a previous appeal determination has been made for an 
additional Damage Level Award amount.  
The Damage Level Award amount will be visible in NEMIS with the applicable award level 
in the Real Property frame on the Line Items screen. Damage Level Award amounts will 
include a variety of commonly damaged line items grouped together under new combined 
Damage Level Award line items for each disaster.  
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When the amount appealed exceeds the next damage level award, an appeal inspection 
must be requested.  

 
If the appeal inspection returns with the same level or lower level than the initial 
inspection, the applicant will still receive the next damage level award. If not, process the 
case based on verifiable receipts.  

 
For more details, see guidance in the IA PPM Remote Inspection DSOP. 
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Scenario: 

An applicant in DR-4563-AL appeals for additional damages to their home for 
Hail/Rain/Wind Driven Rain. 

• Initial Damage Level Award for Tornado/Wind Level 3 = $7,157.16. 

• The applicant appealed with $21,472.00 in verifiable Tornado/Wind receipts. 

• Amount being appealed is more than the next Damage Level Award amount. An 
appeal amount CANNOT exceed one Damage Level Package without an appeal 
inspection. 

• REQUEST an appeal inspection if the receipts exceed the next Damage Level 
Award . 

• Appeal inspection returns with the same FVL as initial Remote Inspection-:-

• PROCESS the next Damage Level Award 4 = $14,680.13. 

• DEDUCT the previous Tornado/Wind Damage Level Award. 

Processing in Web NEMIS Appeal Queue 

To process Home Repair when the combined estimates are greater than the initial 
Damage Level Award received: 

1. CREATE a Home Repair PND line on the Assistance tab if a case does not 
include an active pending line (unless one already exists.) 

l:lou:!!!Jlowir Confiorutioo CQl]'J_uOOl!Cllrua<J D 

... OveNiew 

• ► Regi~rant Info 

... Assistanc. 

HoU!li ing Au i~tance Attach I Add I Oetete I Rej ect Ix I F"innnc:e I ~ I Eligibiliy Info 

CalOgory • Asst Typo Award l.Jlvol EllglbUlty Ellg Dato • E Ilg Amt Approvod Approvod Dato Sch Dato Disb Typo Treas Typo RGtumod Roiuu 
FirS EHR • Eligible - Home Repair!0l/0812021 S7, 157.1 GYes 03/08/2021 03J1l9/2021 EFT 

S0.00 

< > 

After the pending line is created, a Home Repair link appears under the Banner. 
This link opens the Home Repair Assistance Processing screen . 

2. From the Home Repair Assistance Processing screen locate the Real Property 
Line Items section, click the Add link at top right of the window: 

~ Re<li Property Line llems ....... 
- EligibililvCaicula.,r I Compar~/ll<>vi<>w I In< rector Comrn<>m I ~ I Ed~ I Edit lruur<>d I <;,,l<>CI It""' I Column Sat I Catego,y Summary 

D Select All Item Item Name 

D 

D 

9203Hse/Tv.n _Wind_Dmg_3 

67 00 SF S•IYi ce Call 

lnspecti01T Dmg Type Elig Dmg lnsu1ed Unit$ UOM Max Obs HA Qty HA Award Ass t lype 

Ini tial Tornado/Wind Yes Nol S6 .S95.55Each 1 1 1 $6 .995.55 Ini ti al 
Ina.ired 

Ini tial Tornado/Wind Yos Not 5161.61 Each 1 1 1 $161 .61 Ini ti al 
l nSJ le-0 

Subot Amt 

Total HA Award: $7,157.16 Total Amt Paid By 
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3. In the Add Item window, select Speed Estimating as Item Category field and the 
next damage level award (HSE/TWN_Wind_Dmg_4) 

4f Add It em •• Webpage Dialog 

.. • 11e01 ca,ego ry: I SPEED ESTMATING 

.... Item: I HSE/TWN VANO OMO 4 (EAi 

Item Details 

Inspection: JFEMA REVIEW 

Category: I rioT INSURED 

Damage Type: I TORNADOA\/IND 

Elig ible Damage: I YES V I 

vi 
vi 

vi 
vi 

Award --------------

Asst Type: )APPEAL 

Award Level: r-lR-RS_T ______ _ 

~ IMtOMj lfhi91II 

nem 1a: 19204 

Item UOM: I EACH 

Unit Coat S )1 -1680.13 

ltomQty: 111 

Max: 11 

HA Quant ify: I 1 

HA Award: $ ::11=468=0=.13===== 

4. Select the cause of damage in the Damage Type field. 

5. Enter the quantity to award in the Item Quantity field . 

6. SAVE the selections. 

X 

V 

xi 

7. The new line item you added will be listed with inspection type "FEMA Review." 

0 Select All Item Item Nome lnspectiotT 0mg Type Elig Dmg Insured Unit$ UOM Max Obs HA Qty HA Aword Asst lype Subst runt 

D 920 3Hse/fwn_\M nd_Om g_3 Ini tial Tornado/\MndYes No t $6.995 55 Each 1 1 1 $6.995.55 Initi al 

D 
D 

6700SF Service Call 

920 4H9'/fwn_ \M nd_Dm g_ 4 

Ini tial TornadoN~ndYes 

FEMA T orna do/\Mnd Yos 
Review 

~ 
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1 1 

1 1 
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$14,680.1 3 Appoal 

Tolal HA Award: $21,837.29 Total Amt Paid B 

61 



Civil Action No. 5:21-cv-00071 
13th Interim Response 

010332

Line Items Window 
The line items list for Real Property or Personal Property can be expanded by clicking on 

the l!I icon at the top left of the Real/Personal Property Line Items frame. 

< > 
Elpbtlttr CfJeulator I Comoa!f'RtV!fW I ln'lptelOr g,mrn,,nt• I ~ ~ I ill I ~ I ~I~ I c,i-.go,y s... ~ 

D Sel•ct All he"" flem Nam• lnspeetion• Omu Type Eliu Omu ln.surt:d Unit $ UOM Max Obs HA Qty HA Award Asst T)'l>\t Subst Ami Paid 8y Receipt 

0 5-3-410ocw. inte,icw, ra:pte01 lnitill S.ww Yes Nol S:75 65 
B•ctue> lnsuced 

02400utlets °' switches. ,epl1cie ltiitial S.wer Yes Not $16.&7 
Bacfcup ln1Uted 

O 5042Floor. ,.nc, ,ncs refinish lnititl s.-- Yas Nol $1.70 
Bactup lnu~ 

13 3 3 

Eeeh 50 S S 

Sl2&.e-5 lniti1I 

sn.es 1niti11 

FIOO, 200011001 100 $ 1,~ .00 lnititl 
Square Ffft 

Total HA Award: $7 ,967.50 focal Amt Paid 8y R.c.eipt 0.00 

Real Property Line Items 

Clicking the icon opens a new window with the expanded line item list that that allows 
more of the line items to be viewed simultaneously. To close the window, use the X. l 
,-, - D X 

\ '.?) ~~ On https://sso.fc:motdl,nct,;ASTC/NonGcna1cAstnW01kshc:d£dit:,do?p:igc:= rpl,nd:cmsPopup&ctgCd=MR&rgsnAstn d=2S&n,ode=ED 1 &title= Rc:tl Property Linc kc:ms&coolcicNon1c= n1rl1nclten1sP P - a C 

□ 
□ 

□ 
□ 
□ 
□ 
□ 
□ 

6460 Butied ~ lin,:, fepl 111u: 

6-45-8 Thc.-mo,t-,i, rcplcoc 

&a-60 Tudtpoint 

!)C)47 Pt111n1 

8002ACiUAL tl-:~ li1"1Q, &«1 

Elig ib il ity C:, l,x,-1:,lol" I Conp;ar~IRovio"N I ln.::p,stor C.«1monl,:: I !f!.l.e ~ I Edit I Edit IMUl'Q:d I Soled lto-n I Column Sort I Cato90"Y Si..nrn.::wy 

Elig 0mg ln~u.re-d Unit S UOM M:ix Ob) MA Qty ~A Aw:ud A~~t Type 

lniti=ol 

lnlt!SI 

lnih,1 

Tom~dof'Ntrld ..... 
Flood 

Y es 

lniticl Mo i!/Jb iniWind Ofr1e.r1 R oin Ye,:. 

lnitiGI Tomado/W,nd 

lnltJSI H811/'\81nti/Vln(I Clfllle-11 .'\sin Yes 

f EMA. Revie-« Flood 

Mc>t l"SUf€<1 543.ZO Lines, :'"oot ,0 30 30 

lio t l:i.iour«I S2S.87 Lines, fool 5-0 -,0 I 

llot l:i::ur«I S IOS.1 3 Eooh 1 20 

llot l:i::urc<I S l.8'3 Lincior ;-oot 100 100 100 

llc>t insure<! S0.27 Wall SCluerE- FeEt 11200200 200 

liol l:i.iour«I 53,500.00 Eadl 

llot l:i::urc<I S2,'387.7S Eooh 

0 0 

1 0 

Expanded Real Property Line Items Window 

$01 S.S4 lniti=ol 

S l 447.80 lni t!SI 

525.87 lnih l 

$2,102.60 lniticl 

S16.l.OO lnitiGI 

504.00 lnltl81 

S0.00 A?i>e~I 

S0.00 

s , ,31425 sa,2so.oo 
5 1937.42'5 

This window is an expanded version of the Line items frame on the Assistance processing 
screen but separates the line items from other data so that they can be reviewed more 
efficiently. This window contains the same links displayed on the Assistance Processing 
page: Eligibility Calculator, Compare/Review, Inspector Comments, Add (line items), Edit, 
(line items), Edit Insured (line items), Select Items, and Column Sort. 
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Selecting the Item for Payment 

1. Cl ick the Check box next to the new line item to select it for payment. 

2. Then cl ick the Select Item link. 

£!] Real Property Line liems 
- Eligibility Calculator I ComparQIRev i- I Inspector Comments I .!:!!!.!Q Add I Edit I Ed~ ln,ured I Select kem I Column Sort I Category Surmiarv 

D Select All lte11> Item Name 

D 

D 

9203 Hoo/Tv.n _ll\!nd_ Dm9_3 

6 70 0 SF Service Ca 11 

,_!9204 Hoo/Tv.n _ll\!nd_ Dm9_ 4 

1 .... --, . .. 

lnspectionDmglype EligDmg lnsurec1Unit$ UOM Max Obs HA Qty HAAwarcl Asstlype 

Initial Tornado/WndYos Not $6 ,995 .55 Each 1 $6,995 .55 Ini tial 
ln9.Jred 

Initial Tomado/WndYes Not $161.61 Each ·1 $161.61 Initial 
ln,.,red 

FEMA Tornad o/W nd Yos Not $14,680.13Each 1 $14 ,680.13 Appoal 
Review ln9.Jred 

Subst 

Total HA Award: $21,837.29 Total Amt Paid 

3. Set the Inspection type to FEMA Review in the Inspection field and select the 
appropriate insurance setting in the Category field. 

@:I Select It em -- Webpage Dialog 

Asst Type: !APPEAL Award Level: IARST 

Default Qty: ~I O_BS_ E_R_VE_D_t_l tl_ S_PN ____ v~I Inspection: ~I FEMA--REVIEW-------v~I 

• r ':H' '*••,-14. 
category. 

(WiiP◄I Mfiri39I 

4. Then cl ick Save to save the selection 

Adjusting the Pending Eligible Amount 

The line item payment(s) you created wi ll be listed in the Payment Calculator frame of 
the Assistance Processing screen . 

Payment Calculator Show: l lni1ial v I A<kl Item Delete Item Misc Adj ~ 

loem 
Previous Award 

As SI TIIP• Ellg Code Receipt Date Ponding Elig A,rw: I no Ng Amt Prov lou,ly Paid Adj lor Pr9'1 Pmt DMARTS Doc ID Imago# Poss iblo Dup Doc Dup Sot 

Line Item Total 

Peoding Toca I 
Misc Adj 

Adj us tfor Prev Pml 
Eligible Total Award 

Prev ious Awt1rd 

1ni1ia1 EHR · S7 .157.16 
Bigible • 
Home 
Repairs 
f'ND­
Pending 

$14,680 13 

$14,680 13 
$0.00 
$0.00 

$14,680 13 

.. 
S7,157 16 

Categ ory· Home Rapa r V ~ As,tType· IAppoal v i D Floodlno..-ance 

El igibility Code: ~I P_N_D_- P_o_nd_in~g ____________ v~I Elig Combo 'Mzard 
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1. The applicant had previously received a disaster-specific award for HR Assistance. 
A payment adjustment is needed, you would click the Misc Adj link. 

Pa)lffiOm Calcullllor Show: 11 nitial V I A<kl Item Delete Item Misc Adj .!:l!!!l!. 

Item Asst TIIP" Elig Code Receipt Date Pending Ell9 Arr< lnellg Amt Prev loosly Paid Adj ror p, .., Pm! DMARTS Doc ID lnage # Pou Ible Dt 0(4) Set 
PreviousAward l!li.tiAI EHR· $7,157.16 

8 igible • 
Home 
Repairs 

Line Item Total PND • $14,680 13 

Pendlog Toi:al 
Misc Adj 

Adjustror Prev Pmt 
Eligible Totol Award 

Prev ious Award 

Pending 
$14,680 13 

$0.00 
$0.00 

$1 4,680 13 
$7,157 16 

Celeg ory• l tiome Ropair v i ~ As,tType: I App9'11 v i O Floodln,urance 

Eligibil ity Code: ~I P_N_D_· P_• _nd_ln~g ____________ v~IElig Combo 'Mzard 

li@U,Mil 

2. DEDUCT the previous home repair Damage Level Award, enter a description of the 
adjustment and save the data. Remember, Do Not deduct Service Call from any 
additional EHR awards. 

• · Misc Adj Calcula:io-n •• Webpage Dialog 

Aotion 

Peno:1ng Total Forward S0.00 .. •Mi• c. Am ount: S I 0.001 i 
- Mi&c, Amount: S I G.9'5 ss I i 

Total A <:IJ Amount S 

Noce, l::=============!I 
N01e: I OEOUCT PR£V'IOUS £HR AWARD! x I 
Totol Aclj Am oont i& ll NEGATIVE number end itoould im!XIC1 
your Eligtl>le Awar<1 

X 

3. After subtracting the previous EHR award, you will return to the Home Repair 
screen and the new award ($7,522.97) will appear listed as the Eligible Total 
Award in the Payment Calculator frame at bottom of the screen. 

Payment Calculotor Show:I Initial v I Add Item Delete Item Mis!c.Mj ~ 

ll>m Asst Type Ellg Code Receipt Date Pending Ellg Amt ln91ig Amt Previously Paid Adj for Prev Pmt DMARTS Doc ID Image# Pou Ible Dup Doc Dup Se 
Prevlous Award ill!J!i! 81R- $7,1 57.16 

B igible • 

Line lle.n Total 

Pending Total 
Mi,c Adj 

Adjustfor Prov Pmt 
Eligible Total Awa,;d 

Previous Award 

H,me 
Repa ilS 
PND­
Pending 

$14,680 .13 

$14,680.13 
($6 ,995.551 

$0 .00 
57,684.58 . 

$7,157 .16 

ca1ego,y Home Repair v Gl!.a.agf ASS! Type: I Appeal v j O Flood Insurance 

Eligi bi lity Cod e: ~I P_N_D_· P_e_nd_ing~ -----------~v I sI9 Combo Wlzaro 
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4. Now you are ready to update the Eligibility Code and cl ick Continue to proceed to 
the Confirmation screen to add a Comment and route to FEMA Approval NON­
DRM. 

Pnyrnent Calcu lator Show: I lnltlal V I Add ltom OelOlo Item Misc Adi !::!2!I!. 

hem A .. , l'ypo Elig Code Receipt Dato Pend ing Ellg Amt lnellg A,m Prov lous ly Paid Adj for Prov Pnn DMARTS Doc ID Image# Poss llllo Dup Doc Dup SO' 
Prevlous Award lnUiA.I EHR · S7.157.16 

Eligibl&. 

Uoe lt&m Total 

Pending Total 
Misc Adj 

Adjust for Prev Prm 
E llglble Total Award 

Prov ioug Award 

Home 
Repairs 
PND­
Pending 

Catogol)': I Hono R<>p•i• v I ~ 
Eliglbi lity Code: 

$14,680.13 

$14,680 .13 
{56,995 .55) 

SO .OD 
$7 .684 .58 

A"1Type: I Appeol 

S7,157.16 

V I O Rood Insurance 

V Big Combo Wlza•d 
IMii,MI .. 

For specific information about how to apply damage level guidance use the IA PPM 
Remote Inspection DSOP or for additional information about the RP Eligibility Calculator 
see the appendix section of the Appeal Processing. 
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Determine FVL for Insured Line Items, Per Damage Type 

Compare the total insured FEMA Verified Loss for each damage type to the insurance 
settlement for that damage type. 

To determine the FVL of insured Real or Personal Property line items: 

1. In the Real Property or Personal Property Line Items frame of the Home Repair or 
Personal Property screen, click on the Eligibility Calculator link. 

~ - Real Property Line Items I E IIQlbi~ty Calculamr I Conpare/Rev oew I lnspeemr Corrmen1s I~ 

2. On the Eligibility Calculator History window, select Add to add a calculation. 

3. The Home Repair or Personal Property Eligibi lity Calculator appears. 

HC ME REPAI R 

Rgsn ld: 150 451441 Elig ibililyCalao lalor SeqlD: 

lnsuranc,e Settlement 

# Insurance Type 
1 Mobile Home (0 /R) 

Cov erage Type 

Structure 

Inspection and Insurance Comparison 

Select Inspection 

D econd 

D Initia l 

FE MA Rev iew 11ems 

Inspection 

Insured Damage Type 
Insured Hail/Rain/Wind Driven Rain 

Nolln9.1red Flood 
Total 

Hot In SJ red Flood 

Total 

Insured Damage Type 

Claim No 

09876 
Settlement Date 
05/31/2020 

Observed Amount HA Award AsstType 

S0.00 55,234.0 

57,552.27 
512,7 86.32 

57,631.99 

57,631.99 

S0.00 

57,552.27 Ini tial 

Settlement Amt Subs! 
S4,000.00 

Insurance Compare 
Selecl 

Selecl 

Observed Amount HA Award Asst Type 

Eligibili ty Summary 'If the Adjustment is a deduction and is greater than or equal to the Subtotal, the Adj Subtotal will display Zero, 

I lff1®JE1tl] 
F1k6M1 F51M411 

a. Compare each insurance settlement, Settlement Amt Subst, to each 
Insured Observed Amount/ Award Amt (FVL) to determine if the FVL is 
greater than the insurance settlement for the damage type. 

b. If all FVL amounts are covered by insurance, cancel the Eligibility Calculator, 
and process an INI or INFI ineligible determination. 

c. If the FVL amount is greater than the corresponding settlement, continue 
processing the items for eligibility. 
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Paying Line Items from an Appeal Inspection 

After an appeal inspection has returned you will determine eligibility for inspection line 
items by comparing the appeal and initial inspection results. In Web NEMIS, you’ll use the 
Eligibility Calculator to compare inspection line item totals and record your determination in 
the Payment Calculator  

For insured Real Property line items  
• Ensure the Structure settlement has been substantiated. If the claim was denied, a 

substantiation record for a net settlement of $0.00 will need to be on file. 

• Determine if the FEMA Verified Loss (FVL) for insured line items is greater than or 
less than the settlement amount for the damage type(s). 

• If Insurance is greater than FVL, process as ineligible INI/INFI. If FVL is greater 
than Insurance, proceed to payment 

For Insured Personal Property Line Items 
• Ensure the Contents settlement has been substantiated. If the claim was denied, a 

substantiation record for a net settlement of $0.00 will need to be on file. 

• Determine if the FEMA Verified Loss (FVL) for insured line items is greater than or 
less than the settlement amount for the damage type(s). 

• If Insurance is greater than FVL, process as ineligible INI/INFI. If FVL is greater 
than Insurance, proceed to payment 

Personal Property line items must be edited prior to payment. All insured items must be 
changed to “uninsured”, and an Award quantity must be entered before using the Eligibility 
Calculator. 
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Changing items to "Uninsured" 

1. Multiple line items can be changed to NOT INSURED using the "Edit Insured" link. 

0 Appl 

0 Room 

0 Appl 

0 Appl 

1:,1 Appl 

a. In the Line Items frame, select the insured line items. 

b. Cl ick the Edit Insured link. 

El;g.ibi,fKC.lcubtor I Add i ~ , ~ , S.IH:tl1!:!n l F,.., I ~ I ColurnnSo(t l 

lnspe,c:tion 0mg TrS" o.g,... Insured Unit $ M~• Obs Qty Award Ant Ty~ 

3,2QO lnf&nt Strollw - Ha;il/ReinlWind O,lven Rein Repl&ee 11"15l.Qd $84 ,QO 2 1 $0.00 

=8edl0om - Helll'RelnM'lnd Orlven Rain Repl&Ot lmi.ncl $708.36 e 1 0 S0.00 

3601 Wet/'Ory Vee.Pre lnddent - Ka11JRainJWind Oflven Rain .Rep.I aoe lns.xld "3.00 1 1 S0.00 

3010 Refriger•tClf - Kail/RainM'ind Oriven Rain ReplKe Insured 5476.00 1 1 S0.00 

3310TW'ln e.:I - H••llR•inNiind Otiven Rain Replace lmure<I S43e.48 10 1 S0.00 

c. In the Edit Insured pop-up, select NOT INSURED, and then click Save. 

Insured: 

IMiMMI hfi:li911 

d. When a message states "The selected line items will have the "Insured" 
value changed . .. " select OK to continue. 
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Edit line item Award Quantities 

For each Personal Property line item, you must enter the Award Quantity. 

Note: Before paying Personal Property line items, check the Inspection History Personal 
Property screen for Unaffected or Landlord-Owned items. Adjust for any duplication of 
benefits in the Award Quantity. 

1. In the Line Items frame of the Assistance Processing screen, select the el igible 
insured line item and cl ick the Edit link. 

~ . Pers~! Property Line hffls E-1,r,Calcu,.tor I 6ll!I 1i2!! ~ I ~ I fl!!tt I ~ I ~ 

0 kt.ei All Ca~ lten. l•m Ni m. 

@_ yw' 32QO lnl•nl Stroller 

D Roon, =-
□ A,ppl 31:191 'WtlfDry V.«).~ lnoftnl 

0 A,pc,I 3010Rtifrio•r•tot 

n 

g) Ed~ Item - - Webpage Dialog 

• Category Type: I 
· item Name: I 

Other Desc: I 

Manual Inspection 

O.Otff lns.u,ed Unh $ Max Obs Oty Awiird 

Se«>nd H•1IJR•1'1Ni'1nd Orr,1tn R._n Rtpl•ot Nol ll'$Jll'ed S,84 g,g 2 1 $0 00 

Second Hail/Rai!IIW1nd Otivtn A:-.:n Repl•oe Not I~ s·7Ge.U e 1 0 $0.00 

Seo:>nd Ht•IIR•h/Wind Orivtn R•n RfP1•oe Not I~ $63--99 1 1 SO 00 

Second H■il.lRai'\M'ind Driwn Ra_n Rep-laoa Not 1-..N SAU.00 1 I S0.00 

Sec:oncl H1il/RahM'iM Orivtn ~n R~•ct Not l'llute<I $43&.48 10 1 S0.00 

ANCE V Repair Amt S 1•2.so 

IT STl<Ol.LEI! V 

I 
Replac,e Amt: $ 134,99 

Inspection Type: l.ee ., Insured: ~ 

• Damage Type: I HAJURAl'I.Ml'IO DRM~I RAl<I v I 
• Degree of Damage: ~I RE_ Pt.A_ CE ______ ~v I 

Award 

AsstType: I 
Award Level: ,~--------

• Item Qty. ~ 

Cost: S 134.99 

I• Award Qty: lo 
Award Amt: S jo.oo 

IMWOMI lihi391 

I I 

AntTw,. Subst Amt htd Sy R.celpt 

X 

Limit:p 

2. Change the Award Qty to the quantity eligible for payment. In this example it would 
be changed to 1 . 

3. Cl ick Save and repeat these steps for each eligible Personal Property line item. 
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Compare Inspections and Calculate Award Amount 

Calculating the Pending Eligible Amount 

To compare multiple inspections and award the most recent inspection amount, use the 
Eligibility Calculator, as follows. 

1. In the Real or Personal Property Line Items frame of the Home Repair or Personal 
Property screen, click the Eligibility Calculator link. 

~ . Real Prooertv Line I tem, I f lig'bilityCak:nlatnc l r-0mnare/Revif:w I lnsr:H':ttor Convnenll 1.1::ld.D Agg I E..ml I E.d.i1..1m..uw1 I ~ I Column Sort I C31eoorY Summar, 

2. In Eligibility Calculator History window, click Add to add a calculation. 

Select Seq ID • Last User Datemme Sav ed Amount AsstType El ig Code In Currert ca lculator 

No data avai lable in table 

3. On the Eligibility Calculator window, click on the Select checkboxes to select 
inspections to compare (e.g., Second and Initial). 

HC ME REPAI R 

Rgsn ld: 150 451441 Elig ibilityCal a> lator SeqlD: 

lnsuranc,e Settlement 

# Insurance Type 

1 Mobile Home (O/R) 

Inspecti on and Insurance Comparison 

Select 

lg] 

(Ej) 

Inspecti on 

Second 

In it ia l 

FE MA Rev iew 11ems 

Inspection 

Insured 

Insured 

Hot In SJ red 

Hot In SJ red 

Insured 

Cov era ge Type 

Stru cture 

Dama ge Type 

Hail/Rain/Wind Driven Rain 

Flood 
To1a l 

Flood 

To1a l 

Damage Type 

Claim No 

09876 
Settl ement Da te 

05/31/2020 

0 bserv ed Amount 

55,234.05 

57,552.27 
512,786.32 

57,631.99 

57,631.99 

HA Award Asst Type 

S0.00 

S0.00 

57,552.27 Ini ti al 

Settlement Amt Subs! 
54,000 .00 

Insurance Compare 

Select 

Select 

Observed Amount HA Award Asst Type 

Eligibili ty Summary ' If the Adjustment is a deduction and is greater than or equal to the Subtotal, the Adj Subtotal will display Zero. 

I lff1®JE1tl] 
►ikHI F+IIM#II 
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4. Next, for each Inspection/Insured/Damage Type row: 

a. Cl ick the Select link in the Insurance Compare column. 

HO M t Rf PI\IR 

Rg sn Id: 1 S0◄S1 44 1 Eligibitity Cail<::ul alo r Seq 10 : 

Insurance Se111emen1 

• Insurance Type 
1 M obile Home (OJR) 

ln't)ec1ion and Insurance CompariM>fl 

Select 

0 
lnspecion 

Second 

Initial 

lntured 

fn~red 

Not lns,red 

Nol lna,red 

Cov era oe Type 
SII\I Cture 

Oamaoe T)1)e 
HaiURain/'Wind Driven Rain 

Flood 
"Toil I 
Flood 

Total 

Claim No 
09 8 76 

s etl:lement Oa te 
05/3 1/2020 

Observ ed Amount 
$5,234.05 

S7 ,S52.27 
$12,786.32 

57 .6 3 1.99 

S? ,6 31 .99 

HA Award AsstType 

S0.00 

S0 .00 

$7 ,552.27 1nilial 

Se1Uement Amt $ Ub$t 

$ 4,000.00 

e Compare 

Ff MA Review ••m• 

lnapee.aon ln&ul"ed oem aoe Type Obaerv ed Amount HA Award A.sat Type 

Eligibility Summary •If the Adjus tment is e deduction and is greater than o r equal t o the Subtotal, the Adj Subtotal will d is pley Zero. 

llf!Wf1fi 
Mfi M Mfl:d3N 

5. In the Select Insurance window, select the appropriate insurance settlement for the 
Damage Type shown, and cl ick Save. 

@) Select Insurance •· We.bpage Dialog 

SE LE CT I N SU RA NCE 

□ 

10 

# 

0 

Inspection: !Second 
~- ::::::::::::::::::::::::::::::::::: 

Ong Type: I Hail/Rain/Wind Driven Rain 

Insurance Type 
No Coverage 

Mobile Home (O/R) 

Category: !insured 
~-::::::::::::::::::::~ 

OBSAmt: ~1$_.0_0 ______ ~ 

Co• erage Type Settlement Amt 

Structu re S4,000.00 

IMiWMI Ei,M§I 

X 

6. After returning to the El igibility Calculator window, cl ick the Calculate button . 

ID Eligibility Calculator•• Webpage Oi.alog 

IRgsi Id: 1504S1 ◄ 41 Eligibility Calcuh tor Soq ID: 

Insurance sea1emen1 

lnsura nee Type 
M ob ile Hom e {OJR) 

lnac,ec1ion and lnauranco Compariaon 

Select Inspection 

0 Second 

1Rili31 

Ff MA Review 1111!!:ms 

ln$pceiion 

Insured 
l n,i,ned 

HOt ln~ red 

Hot IRS.Ired 

IA$Uted 

cov enoe Type 

Structul9 

Damage Type 
HaillRoinrM'nd Driven Rai n 

Flood 
Total 

Flood 

To1al 

Oama9e Type 

C laim No 

093 7$ 
Setdernentoate 

0S/3 112020 

0 beerv ed Amount 
$S,23◄ .0S 

$7,5 52.27 
S 12 ,786 .3 2 

$7,63 1.99 

$7,631.99 

HA Award AsatType 

50.00 

5 0.0 0 

s 7 .552.27t nHJal 

Settlement Amt SubS-t 
$ 4 ,000.00 

Insurance Compare 

Scel.c.<.! 1 

- 0 

- 0 

Observed Amount HA Aw~ r d Aaat Tvpe 

f 11g1b1l1ty Surrwna ry "ti the Adjustment Is a deduction and Is greater than or equal to the SUbtotal, the Adj SUbtotal wilt dis play Zero. 

X 

IC/43!iffli 
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7. Next, you will see the calculation results in the Eligibility Summary frame at bottom 
of the window. 

@) Eligibility Calculator -- Webpage Dialog 

Rgsn Id: 150451441 Elig ibility Cal cul ator Seq ID: 

I n eura nco Se ttl emonf 

# lnsura nee Type 

1 Mobile Home (0 /R) 
Cov erage Type 

Stru ctu re 

Inspecti on and Insurance Comparison 

Select Inspecti on 
Second 

ln rl ia l 

FEMA Rev iew 11ems 

Inspection 

Insured 
Insured 

Dama ge Type 
Hail/Rain/Wind Driven Rain 

Hot In SJ red Flood 
To1a l 

Hot l n ru red Flood 

To1a l 

Insured Damage Type 

Cl aim No 

09876 

Settl ement Da te 

05/31/2020 

O bserv eel Amount 
S5,234.0 5 

S7,5S2.2 7 
$12,736.32 

S7 ,631.99 

$7,631.99 

HA Award Ass!Type 

S0.00 

S0.00 

S7 ,552 .27 Initi a l 

Settlement Amt Subs! 
54,000.0 0 

Insurance Compare 
Selecl 1 

Selecl O 

Observ ed Amount HA Award Asst Type 

El igibili ty Summary ' I f t he Adjustment is a deduction and is greater than or equal to the Subtotal, t he Adj Subtotal will display Zero. 

X 

diMMtill 
Inspection 
second .. Insured 

Not I nsured 

In SJ red 

Dama ge Type 
Fl ooa 

Sublolal 
Hai l/Rai n/Wi nd Drive n Rai n 
Sublolal 

Ini tial Hot I nsured ... 

■•:tat 
Total Second Ins pn Total Initial Ins pn 

$3,786.32 $7,631.99 
Notes: 

Observ ed Amount Settlement Amt Subto1al Adj ustment 
S7 ,552.27 

57,552.27 S0.00 57,552.27 

55,234.0 5.. .. 
55,234.0 5 54,000.00 S1 ,234.05 
S7 ,631.99 
S7 ,6 31.99 S0.00 S7 ,631.99 

Pending Eligible Amount 
$1,154.33 

Adjustment 
so.oo 

Final Pending Eligible Amount 

$1,154.33 

□ Do Not Add to Calculator 

IWib◄I i+IIM#I 

Adj Subto1a l 

S7,552.27 

S1 ,234.0 5 

$7,631.99 

For each Insured Damage Type Subtotal, applied settlement amounts are shown in the 
Settlement Amount column. The Subtotal column ref lects subtraction of the settlement. 

Adjusting the Pending Eligible Amount 

Adjustments should be rare for inspection comparisons. However, they may be needed if 
the previous inspection total differs from the previous award total for a specific 
damage type. 

If an adjustment is needed, you would click the Adjustment link in the appropriate row, 
add/subtract the adjustment and enter a description of the adjustment. For Example: 

The applicant had previously received a disaster-specific award for Clean and Repair 
Assistance (CRA). If the Real Property damage from Appeal inspection is more than the 
CRA award, you would use the Adjustments fie ld to deduct the CRA amount 
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ADJUSTMENT AMOUNT 

Adjustment Amount Description Delete 
~--------------

~---3_oo_.o~ol I oo:Jucr FREV1ous BVIS CRA AWARD 

Tota~ $-300.00 

1...--Ca- l_cu_la-te---,I I Add Line 

i+M@N 

1. If you need to record more adjustment amounts than there are lines provided, cl ick 
the Add Line button. 

2. After recording adjustments, click Calculate, and then click Save. 

Sending the Pending Eligible Amount to the Payment Calculator 

1. After you return to the Eligibility Calculator, ensure the Do Not Add to Calculator 
checkbox remains UNCHECKED so the Final Pending Eligible Amount will be 
added as a line on the Payment Calculator. 

e ligibili ty Summary 11 the Adjustment is a deduction and is greater than or equal to the Subtotal, the Adj Subtotal will display Zero. 

Inspection Insured 

Second Hot I nsured 

In SJ red 

Initial Hot I nsured 

Total Second Ins pn 
$8,786.32 

Notes: 

Damage Type 

Flood 
Subtotal 
Hail/Rai n/Wi nd Drive n Rai n 
Subtotal 
Flood 
Subtotal 

Total lnitiallns pn 
$7,631.99 

Observed Amount Set11ementAmt 
S7,552.27 
S7,552.27 S0.00 
S5,234.0 5 
S5,234.0 5 S4,'l 00.00 
S7,631.99 
S7,631.99 S0.00 

Pending Eligible Amount Adj.lstment 
$1,154.33 so.oo 

,... 

1wwwi1+1,@e1 

2. Cl ick the Save button to save the calculation record. 

Subtota l Adj ustment 

S7, 552.27 $0 00 

S1 ,234.05 S.!Ll!.!! 

S7,631.99 S.!Ll!.!! 

Final Pending Eligible Amount 

$1,154.33 

□ Do Not Add to Calcula tor 

11!1■1 
Adj Subtota l 

S7,552.27 

S1 ,234.0 5 

S7,631.99 

For additional information about the RP Eligibility Calculator see the appendix section of 
the Appeal Processing. 
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Complete the Determination 

After you've calculated the appeal inspection award amount in the Eligibility Calculator and 
returned to the Home Repair or Personal Property screen, the award will be listed in the 
Payment Calculator frame at bottom of the screen . 

Payment Cak:ul.ttor Show: I All vi AOO 11em Delete rtem MSC A<lj ~ 

l lem Asst Type Elio Code Receipt Date Pendino EliQ Amt lneli o Arrt Previously Paid Adj brPrev Prrt OMAR TS Doc 10 l maoe #: Possible Duo Doc Oup Set 

h!
RP

0 

- t: ligiDility PH O. Pencl ng S1,154.33 Man ual I lculator 
...-re'-'OUSA, vara n1 ,a t;M K . e; ngn • . M O t'I & :)J, ...... . 

Repai rs 
Li ne Item Tota I Ptil O . Penci ng S0.00 
Pena1ng ro1a1 S1,1 54.33 

Misc Adj S0.00 

AaJusnor Prev Prm S0.00 
Eligibl e Total A.ward $1,1 54.33 

Prev 10us Awa ra 53,552.27 

Category: I Hom~ Repair v i Change A~ Type: I Appeal vi O f lOO<I insurance IE-»Bi,l'li 
Elig ibilrtyCode · I PH O -Pen dina V I Elig Combo Wizard 

The Item column will list the payment. Clicking the RP or PP Eligibility Calculator link will 
display the Eligibility Calculator window. You will be able to edit the calculation as long as 
the determination is still "PND - Pending." 

The Previous Award amount is listed for reference but is not included in the El igible Total 
Award . 

To record the Eligible determination: 

1. First, make sure the correct Assistance Type is selected for the award (e.g., 
Appeal). 

2. Select the appropriate Eligibility Code (e.g., EHR/EHRZ, EPP/EPPZ). 

3. Cl ick the Continue button to save the determination and continue to the 
Confirmation screen. 

4. Document and route your work, as described in the section : Finalize Your Work on 
the Confirmation Screen. 
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Add Line Items to Pay from Estimate/Receipt  

Per the Appeal Processing SOP, there are some situations when payment can be made 
for an item without issuing an inspection. This can be done under the following conditions:  

• The previous inspection recorded a line item associated with the item under 
consideration.  

• The cost for repairing or replacing the item is documented on a receipt, estimate, or 
bill submitted by the applicant. 

• All case details and documents are verified as meeting PPM eligibility criteria. 

When processing the new award, you will create a line item while substantiating the 
estimate/receipt. Some line items can be paid at the actual costs, and some items must be 
paid at the Standard Line item cost. 

Examples of items that may be paid at actual cost include septic systems, wells and 
well components, furnaces, heat pumps, boilers, HVAC systems (if not an upgrade 
from a furnace or air conditioning system), and ADA Real or Personal Property line 
items. 

The following steps demonstrate how to substantiate an estimate/receipt submitted to 
appeal a Real or Personal Property determination. During the process of substantiating 
the appeal document, you will also add a line item and record a standard or actual cost 
payment for the line item.  
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RecordNerify Substantiation Details for the Estimate/Receipt 

1. Access the Estimate/Receipt from the Correspondence Received on the Assistance 
Processing screen. 

2. Highlight the Estimate/Receipt Item in the Item Substantiation list. 

nem Sot>&tt1,m,;Jnon l3 

c ategory 
IA!'IIA3'S1 

J ot 11emt To Caleulatot Vetitied nem TVi>e/DeterlptlOn 
CA t >:i,en~~ 

Con.lA -ni 

ConlA8SI 

CuniA,st 

COl'IIA~ 1 

HA 

~ 

~ S1l•1HEA-r«:;M,,<X'l. tl«: S)llJTICt.S 
u-.·~ -c1om 
:; ,i;ll,11 ,>J(.V:l"d J, .:. ~ 
):Otlll) lllt<~.N: ! .!:'1l 

' "-••~,•, ~dV. 70~ 

( ~ IIO l4 f,:,,t; 

Cd*.e· 
11,-,...,.. 111 •:<1« ·1 

~ .mn ttr-'llr 
Hcl:rc« !.l~ 

.. ,,~ .... -.... 
Ill,,,., .. ,.,,,,., 
n,~,. 

l,, ,;t\'\llr...., , 111,_,," .,0:n l"ll'lfH•, h 

Hcl A.ppli:-ablo: CA lno:-

ft-ol Apl)IC.ilbl9 CA lf\COl'!I$ 

CAL.ea,:e 

ff-01 A~able CA Rem RCP1 

NttlA.ppli:i,blo: Re# ro'IJ Es1Repl 

O, ,,, ., , . ,.,i ., •• • <of o:• , •O•,d : • ,.,,1, 

l'>.•,(l'~n,d 
Sl'leet,U,.Ol-"1 

S&OOO 
,,uoo 

r~~n1:1111 tr'", .... ,(.,1\IMO!J :•;;t,;f!'\ f -"d1)11rd "'~:;" ... <""'C!II\CN:: (4'~,(' 11$lWCf l {ICk: tMoOn: dl.o :.c-U)Ot' 

t :11~~ 

"08tt 

Md 

OMA.Rh Document ID 0uptleate Of Recel'fed LUC Vlewea 
!:1~\fU.i1tl lmfllfl\11!; <UJ/1.VM~ 

s2asne.t osmnot9 u>11<tJ2019 ,.. 

52591617 03127/2'019 10114.12019 

52S9H118 

52$'1615 
53:?&,424 

0&'2112(ll9 10i14.r.t0-19 

O&'ZT/l'01!1 10/14.12019 

O&m/2-0t9 ~ y 

• item T" oe; I Ae,1.IProp btA"pt v i 

~ 

• Cornpi,ny Allltle , ltddre••• phone r,umber 

l w 2112019 1 

® vts Q uo 

@ns O uo 

• Receipt A fflOUl'IC 

• Adju,. tment, 

~ncnno f llQll)l8 Amoont 

I Sten<lard v i 

SflfCTUI; ITEMTO Ct.:»IP/IAREJAOO 

Vet ified: I Not A.ppbcabfe v i 

.~ 
~ .• 
~-i .~ 

~ 0o not add thi11 item t o the ealculator 

3. Verify and complete substantiation field entries as follows: 

• Category: "-I H_A _____ v_,I 

• Image page number(s) 

• Date 

Disaster Re lated? 

• Comp,nny nll.mc, laddrc~:1, phone number 

~ Paymem lype 

• Receipt Amount 

• Adjustmen ts 

Pen<ling Eligible Amount 

• Item Type: I RealProp Est Rcpt 

108/2112019 

®vfs 0 1•10 

® ns O "o 

l stanaaro vi 
SELECTLl<EITfMTO COMPARE/ADO 

s~ oo 

~000 I.iii 
~ 000 I-iii 

s~ OO _I 

Vcriiicd: I NotApplicttblc vi 
[ii oo not aoa t111s rtem to tne ca1cu1ator 

4. If, the "Disaster Related" or "Company, name, address, phone number" 
information is not specified clearly on the document, verify the information 
according to guidance in the Appeal Processing SOP. 

o If the information is obtained, select YES to these questions. 
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5. Next, select the Payment Type. 

• For items that can be paid at actual cost, select Actual. (See the Appeal 
Processing SOP for details about paying actual-costs.) 

• For items that must be paid at the line item price, select Standard. 

(Another selection, DR Specific, is also available for use with disaster-specifics.) 

• Payment Type 

• Receipt Amount 

• Adjustments 

Pending Elig fble Amount 

I Actual 

SU£CT IJ'E ITEM TO COY'ARE/AOO 

s~.oo 

~~o.o_o_~l•i 

~._o._oo __ _,!-ii 
s~.oo 

In th is example, the receipt is for a furnace replacement at actual cost, so Actual is 
selected. 

6. Next, you'll create a line item using the "Select Line Item to Compare/Add" link to 
compare or add , as described in the following section . 

• Payment Type I Actual vi 
~ SELECT IJ'E ITEM TO COY'ARE/AOO 

s~OO 

• Receipt Amount ~ooo 1. iii 
• Adjustments ~000 1- i1 
Pending EJlg ible Amount s~oo 

This link opens the Line Items pop-up window that displays a list of all inspection line items 
previously entered. 

7. Next, we create a line item(s) that is comparable to the item(s) on the 
estimate/receipt. Click the Add link at top right of the window. 

Selec-1 .. lte-m Item Nam~ lnsi,ection Omo Type Elio Omo Ca'le()Ory Unit S UOM Max O•s HA Q ty HA A'Nar<i Asst fype- Subs.t 
8.461 F um.ac,;, clo.a.n .a.11d r~piair In ilia I Fl ood v., }fot l n~urod ~21oeo !:.11ch 2 1 1 s,10eo lni ii•I 

5342 Ooot. e>:taior. recplaoe Initial Flood Y,s \.lot Insured $201 71 Each 5 2 2 $403 42 Initial 

0 6341 Cabinet b6se. ~ Igoe Initial Flood Yes '4otlnsured $127~ Un@arF001 30 20 20 S2.Wl.60 Initial 

LJ ~ 1 Door. 1mer10,. re.plsce 1nma1 Flood Yes Not lnsureo -S?B.?3 : .sen 13 • • 5791.44 1011181 

0,242 Ol.l'll et. GFI, cepl80: In itlal Flood Yes Not lnsuree, ""'·°" E.sd'I • 1 1 530.04 Initial 

[J 0-240 Outleb Ofs.wlt<:tles, te-_!)19-oe In itlal Flood Yes Not Insured s,a.12 E.aetl 70 11 11 5200.92 1n111a1 

5649 Dwyw-:i ll , re-pl-:11:e lnHi -ii l Flood y ., N~t l o-=ured .$4.20 ~IISq~,11~F=I 8'00700 700 '2,&<40.00- l niti;ii l 

11111111 ... 
< 
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8. This opens an Add Item window. At top of the window, select the appropriate Item 
Category and Item. (The example shows Heating selected to award actual cost for 
furnace replacement.) 

~ • item Category: I HEATIIG vi It em Id: 16441 

~ • item: I FURNACE, REPLACE (EA) vi 

Item Details 

Inspection: IFEMA REVIEW Item UOM: I EACtl 

Ca teg ory: I NOTIIISURED vi Unit Cost: S P271.24 

~ Damage Type: I FLOOD vi Item Qty: 11 xi 
Elig ib le Damage: Ives vi Max: 

Award 

Asst T ype: jAPPEAL ~ HA Quantity: I 1 

Award Level: IARST HA A ward: $ P2 71.24 

1w1a1w1 l!!l1IH■ 

9. Select the cause of damage in the Damage Type field. 

10. Enter the quantity to award in the Item Quantity field . 

11. The remaining entry fields are auto-populated. You can change them if needed . 
(Greyed out field entries are read-only.) 

12. Cl ick Save and you will be returned to the Line Items window. 

13. Note the cost of any previous payment for the item. This amount will be deducted 
later in the substantiation process. (In this example, $270.60 was previously paid 
for "Furnace, clean and repair".) 

Sti.ct • It ~m tt..m Name 

0 &c• 1 Fum•oe ,repla:e 

< 

0-481 Fum•oe.de•.n•.nd~peir 

5342 ~ iOf,repl•~ 

&3,£1C..ti+ ~1-

$341 Ooor, intttiOI', ~pl•oa 

emgr,.. 
F"lood 

Fleod 

Fleod 

Initial Fleocl 

Flood 

Initial Fleocl 

Flood 
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Etig 0mg 

v-
y., 

v .. 
v .. 
v .. 
v .. 
v .. 

c,.....,. Unit $ UOM ~ , Obs HA Qty HA Awa!d Asst fype Subs I Amt Paid 8v Reuipt 

Notl.....d $2,&0<l.27 ..... S2,9CM.:!7 .,i1iel 

Notlnsur.d S2,271.24 . .... 2 1 1 S2,?71.24 App.ii 

NotlnM"d si10.eo ..... 2 1 1 I W 18.&S , ,4,ppe .. 1 

NotlnM!Nd $201.71 ..... 5 2 2 $403,42 hiti•I 

Notl-.d s121 , 3 u,,..,r:-001 

Nol lnM.lftd SQS.03 ..... 13 8 8 $791,44 hi1i■I 

Notlnsur.d $30,0,. Eod> 4 1 1 $34,04 hi1i■1 ... .IEII 
> 

"' 
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14. The new line item you added will be listed with inspection type "FEMA Review." 
Select the checkbox for the line item you added. 

Ro:il Property l i.!14 l ;on,~ 

Scloet • ltom l ,o;,m Namo ln~l)8ctt.f)n omg Ty~ E ll9 omo c .a,cgory Unit 5 UOIJI 

040(), cenbsl elr condiliOl'lef. <eolace ln!tlal ~ Yes Nol Insur~ S2.0tM,27 E90'1 

m 441 F'urnooc, tcp l ooc FE.MAXC"Vicw ~ 

< 

t>401 Furr..soe.deen anClrepelf lnltlsl Flood 

~2: Coor, =ldericM, repbcc 

61-41 Cs:ibin~t. b Cf,>C., toplsac:•=· 

!)3.41 Door. Interi or. 'EcDl80! 

&242: Ovt~l 0 .fl. t ealeo=: 

l nitiel 

l nltlsl 

l nitiel 

f lood 

~lood 

FIOO<I 

f lood 

15.Then cl ick the Save button. 

Ye 

Y es 

Yu 

v~ 

Y es 

Yu 

N'oi lr,:,.ored 52,271.24 Eod> 

N-01 Insure<! 5270.CIO E8C> 

KollmYfW '201.7 1 Eod> 

Not l=irod S127.4 3 Lin.c~ F'oot 

No11nsure<1 59fl.~3 EsC, 

h"o l lrt=l.lfed S36.0'4 Eod> - ... 
l,b,c Obc HA Q!y HA .r:l.w;.ir CI Aced 1yPO SUb<;.t Amt P aid By RaeOlpt 

1 I 1 S-2.<W-427 lnitla l 

2 I 1 S:2,2712-4 Appc~J 

z I 1 5270.00 4-.ppeai 

s 2 2 s+o::u2 l nitie l 

"' 10 20 S2.~80 lr11 tual 

13 • • 5791 .« l ni1l81 

4 I 1 S00.04 l nitie l 

You will be returned to the Item Substantiation window. The standard line item you 
created will appear in the Substantiation Calculation. 

• PaymentTyp-e I Actual 

SELECT UN£ ITEM TO COMPARf/ADD 

Fu rnace, replace~ 
- S F771.24 

* Receipt Amount ~.__o._oo_~I+ i. 
• Adjustments ~.__o.o_o _~I- 0 
Pending EJig ible Amount sjo.oo 

16. In the Receipt Amount field, enter the actual cost for the item from the 
estimate/receipt. 

• Payment Type 

Furnace, re place 

• Receipt Amount .,. 

• Adjustments 

Pending Eligible Amount 

SELECT LINE flEM TO COMPARf/ADD 

sjn11.2 

3000.00 + (i 

~ 000 1- i 
s~ooo.oo 

After you enter the Receipt Amount, Web NEMIS will auto-populate the read-only 
Pending Eligible Amount field. 

• For an Actual Payment Type, the Pending Eligible Amount field will display the 
Receipt Amount you entered for the line item. 

• For a Standard Payment Type, the Pending Eligible Amount field will display 
either the standard line item amount OR the Receipt amount, whichever is less. 
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17. When paying Actual , in the Adjustments field , click the sub-calculator icon to 
record the amount and description for related line item(s) that need to be deducted 
from the payment. 

• Payment Type I Actual vi 
SELECT LINE rIEM TO COMPARE/ADD 

furnace, re place sfii11.24 I 
• Receipt Amount ~3-000.00 I+' 
1 Adjustments .- ~ 000 I-Im 
Pending Eligible Amount spooo.oo 

NOTE: If the Payment Type is Standard, adjustments must be made using the 
Miscellaneous Adjustment link on the Assistance Processing screen . The Miscellaneous 
Adiustment to Payment section provides details about using th is function . 

18. Enter the deduction amount and a note that describes the deduction . 

@1 Calculator -- Webpage Dialog 

Adjustments 

All values entered will be added to the Total , Negative numbers are allowed for Amount. 

...... Amount r Description Delete 

l"l 270.60 1 Previous Payment Furnace Clean and Repaiflllll""""" I 0 
I[ I~ 

~~H 10 

~~~I 10 
~-~I 10 

Total: $270.60 

[ Calcul# 

I Add line ! I Save~ ancel j 

< 

X 

> 

19. When you finish recording deduction amounts, click Save to return to the Item 
Substantiation window. 
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20. The amount you entered will be displayed as a read-on ly entry in the Adjustments 
field . 

Furnace, re place 

• Rec eipt Amount 

• Adjustments 

Pending Eligible Amount 

SELECT LIJIE ITEM TO COMPAREJAOO 

s jn1124 

~ 3000.00 1 + ii 
... J~21_0.s_o _~I-ii 

s p 129.40 

21. Next, in the Verified field, select Yes to indicate you verified the document 
substantiation. 

* Catei)ory: ~I HA ______ v~I 

* Image page number(s) 

* Date 

* Disaster Re lated? 

* Company name, add ress, phone number 

* Payment Type 

Furnace, re place 

• Receipt Amount 

• Adjustments 

Pending Eligible Amount 

* Item Type: I RealProp EstRc,pt vi 

108/2712019 

@ YES O NO 

@ YES O NO 

I Actual vi 
SELECT LIJII: ITEM TO COMPAREJADD 

s jn1124 

~ 3000 oo 1 + !ii 
~~~1_0.6_0 -~I-ii 

s p 729.40 

~ Verified: ~' Y_e_s ____ v~I 
D Do not add this item to the calculator 

L-------~1-~ii~kk '-!,..a::,.._ __ -= __ = ·= · =-----------' 

22. Ensure the "Do not add this item to the calculator" checkbox remains 
Unchecked so the eligible amount will be added to the Payment Calculator. Then 
click the Save button. 

23. Cl ick the Close button to return to the Home Repair Assistance Processing screen. 
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After you return to the Assistance Processing screen , the line item you added will appear 
in the Line Items list. 

For an Actual payment type saved in Item Substantiation view, Web NEMIS will list an 
ACTUAL "FEMA Review" line item to pay at actual cost. For informational purposes, it will 
also list each standard line item you selected to add/compare when substantiating the 
estimate/receipt document. 

(An "ACTUAL" line item will also be created for a Standard payment type if Web NEMIS 
awards an actual estimate/receipt amount because the actual cost is less than the 
standard cost). 

The link in the Subst field will open the estimate/receipt in substantiation view. 

□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 

Flood Ve) 

Flood '<e) 

Flood V~ 

~ ood '{ca 

6342 O«,c. c,ncn«. rc-plooc 1n,1;,., Flood Ye:, 

684" Floor. :ub. rcploo:: IM isl Flood Ye:, 

~ Ovllebos ,wilcile). regl~ lnili&I Flood Ye) 

flood Ve, 

8000 1,,CTUA !. H cn:.t1n.9; Cl44 l .'"El\lA. ~ ',\Wt' .i-1000 

~4 1 Furn,~. rc:p111o;, FEJI.V..Ro·11w, Flood 'fC:$ 

l lol 111, UJ-ed m ."3 E~ 1) 8 6 S791 ¥ lnili, 1 

tbl l fl,,IJ(oe(I ~20 \'4111$q!R,re Feel 8800 70() 700 '2~00 lniti&I 

t lOl ll\C;~ $"30.0.C E-'ldl 4 l 1 S3(1.04 11,;tlll l 

t l01!f'l';11fftd S"l.74 FIOOfSqufll"'l ~ I 2000 1010 1010 ~3777 40 il'itlll l 

Notln~.v.oo S2.804.27 &.;,0"! S'UI04.27 l!llti,1 

Notln:u-:«I S:201.71 Eoo, 5 2 2 S-i0a.42 1M i51 

tbl ,.,, wed sr.oao e.w:ti 2 1 1 s.noao lniti&I 

tlotllm r:oo Sl.000.00 EQO'I so.oo Appo:il 

1101111~11:oo si, 2, 1.2• E.Qcr, 2 1 o so.oo 

~ S2,7 21MO 

~ 

• Item 8000, ACTUAL Heating: 6441 , displays the receipt amount ($3,000.00 

o Even though the HA Award fie ld is $0.00, the Amt Paid By Receipt field 
displays the adjusted eligible amount ($2,720.49). 

• Item 6441 , Furnace, replace, that we created during the substantiation process 
also displays in the list but is not included in the payment. 

Both line items link to the same estimate/receipt document in the Item Substantiation 
window. If the award status is "Pending," the substantiation detai ls can be edited. 
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Complete the Determination 

The line item payment(s) you saved will be listed in the Payment Calculator frame of the 
Assistance Processing screen. 

PaymentCak: ulator Show: I AII vi 
l lem . ~ AsR Type Elig Cooe Receipt Date Pending E lig Amt lnelig Amt Prev iousl y Paid Adj for Prev Pmt OMARTS Doc 10 Image# Possibl e Oup Da: Oup S 

Rea lPropEe'IRc pt • r PHO - Pendin g OS/2 612020 S2,729 .40 m100o100a10161 83 1 
ACTUAL Heating; 6441 

Previous A1"'rtl Initi al EHR . Eligi ll e - S15,548.39 

line Item Tota l 
Pending Tolal 

Mi8cAdj 

Adjust for Prev Pmt 
Elig i bl e Tota I Awa rd 

Prev ious Award 

Hon e Rer>ai rs 

PND - Pen<ltn g 

Ch.ingc A:s:t Type: I Appeal 

To record the Eligible determination: 

S0.0 0 
S2.729.40 

S0 .0 0 

S0.00 
Sl,729 .J O 

5 15,543.39 

VI D Flood ln ~urance 

v leugcomoowizaro 

IF@H,\1/◄I 

1. First, make sure the correct Assistance Type is selected for the award (e.g., 
Appeal). 

2. Select the appropriate Eligibility Code (e.g., EHR/EHRZ, EPP/EPPZ). 

3. Cl ick the Continue button to save the determination and continue to the 
Confirmation screen . 

4. Document and route your work, as described in the section : Finalize Your Work on 
the Confirmation Screen. 

Add an Award Line Items from the Line Items Frame (No Receipt) 

There may be situations where line items must be added without Substantiation. One 
example of this is paying for stored personal property. When inspectors record stored 
personal property, they enter the line items in inspector comments. When an applicant is 
el igible for stored personal property, agents must create line items based on the items 
listed in the comment. 

Following are instructions for adding line items directly from the Personal Property screen. 

1. First create a Pending line for Personal Property. 

2. Navigate to the Personal Property Assistance Processing screen. 
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< 
lm,ur,noe s.tdtmtnc Show ,,_ I ms!J!"l !.J 

&Id ~ IH Sumf'l'IOU')' 

R•pa,ir1Rt9l:ac• rout : 17,087 ec Nonie■ R•"med : {,O CXJ) 

TetnpHoi.•lfloTOUL ,000 Nonln R•k■WCI ,000 

f lP Paid : $000 Undff lHMu. : $21.3-4852 

) \I TQUI Awud, ; 

Substanti~ Polloy: ~ 

ALEElchaustecl 

l 
3. In the Line Items frame, click the Add link. 

lltJl1 

4. From the Category Type drop-down list, select an item from one of the following 
categories: 

• Appliance 

• Clothing 

• Essential Tools 

• Room 

5. Select the specific item in the Item Name field. 

6. Enter a brief description of the item in the Other Desc field. 

7. Select the appropriate cause(s) of damage in the Damage Type list. 

8. Enter the appropriate Item Qty. 

9. Select the appropriate Degree of Damage. 

10.Enter the number of items in the Award Qty. (quantity) field. 

~ Add Item ·· Webpage Dialog 

• caieaorv 1, oe: I Al'PWINCE v I 
' Item Nome: I CRS VI 

Other OcM:: lstORfO - AC( &SOUS STORAGE 

Repa.ir Amt$ )193.48 

Replace Amt i )191,48 

X 

Manual Inspection -----------------------

IM pection Type: )FEMA REVIEW 

• o.mage Tvoe: ::I '='oo=o============v::::I 
" Degree of Damage: '--1 R_EP_LA_CE ______ v_,! 

Award 

AU1 Typ.e: )APPtAL 

Awa,o Levei: J ~fl-'<ST ______ _ 
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• 11emQty: ~ 

CO$ l: S 1193.t.8 

" Awaro Q(y: I 1 

::==== 
Awar<I Amt: s 1193.U 
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11. Cl ick the Save button. 

12. Select the Line items for payment by clicking the checkbox beside each of the items 
to be paid. 

EliAibilitwCahahP I 61111 1 EM I ~ I ~ I filll::a I 

<:3,c,oo,ry • lk,m • lt t-m ~ me ln, oeobon • Omg TYl)t' Oetrtt 1n, ..,1t-d Unit S M.,x Ob, Qi:, AW3rd A, ~t TYl)t' 

}l.o-1)1 3.)00 i"l =)·~n•S10~EO-;~CE6 f EMAR,mew flooc: R~P~?: tl-ol l n,,_,t:-d ffi.79 1 1 1 ,9-3.79 Ap:,e~III 
SOUS STORAGE 

Appl 3 120 CIIIIOCOrSC-; t .S TO.'sEO - ACE FEMARCVIOW FIOOC P.op!c~ llQ'l ln~ S!l-3.0 !1- 1 1 1 S!l-3.Q') Appeal 
4. SOllS STO.~E 

~pl 388.0 !~~,?,_Ra> • ACEa.SOtl:S F'.EMARev,cw F"~ Replc:tc tlotln,,_,red S60.00 1 1 1 $.60.00 Apoc.ol 

13. Next click on the "Select Item" link 

PP Asst Type: jAPPEAL PP Award Level: jflRST 

Default Qty: I OBSERVED IN INSP~I ' . 1~ Inspection: ~FEMA_RE_VEW ____ ~ 

Wf PHI E+hta?I 

14. Select OBSERVED IN INSPN for the Default quantity and FEMA REVIEW for the 
Inspection Type. Then click Save. 

15. To record the Eligible determination in the Payment Calculator: 

a. Verify the correct amount is displayed in the Eligible Total Award field 

b. Make sure the correct Assistance Type is selected (e.g., Appeal). 

c. Select the appropriate Eligibility Code (e.g., EHR/EHRZ, EPP/EPPZ). 

d. Cl ick the Continue button to save the determination and continue to the 
Confirmation screen. 

e. Document and route your work, as described in the section : Finalize Your 
Work on the Confirmation Screen. 
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Adjust a Previous Payment from an Estimate/Bill/Receipt 

You can use tools available from an Assistance Processing Payment Calculator frame to 
adjust a previous award that was underpaid from a receipt item. For example, you may 
need to add sales tax that was left off a previous payment and process an additional 
payment for the adjustment. 

In Web NEMIS, an Adjustment function is accessible from the Payment Calculator. 

NOTE: Only underpayment corrections can be made using the Adjustment link. 

To correct an underpayment on a previous award: 

1. On the Assistance Processing screen, in the Payment Calculator frame, click on the 
link in the Asst Type field for the Previous Award link that needs adjustment. 

PaymMtCalcula.. Show: j l.nlti•I v i 

ltieffl ~ Aul l ype Elig Codlt Receipt Oatie Pending El ig Amt rneUg Amt Pr • viously Paid Adj fM PN:v Pmt DMARTS Ooo 10 Image • Possible Oup Ooo Oup Set 

Pr• 'Yi<M.n A-.rd !!l!l.1! eon.• Eligibl• • 0..,1,1 
Pendlnt lot.I 

M hi.c Adj 

Adju J:t 1M P,-.v Pmt 
Eligibte Total Awu d 

Previous Awu d 

$ 125.00 
S0.00 
$0.00 
$0.00 
50.00 

$125.00 

C.t19o,y: ~-"' ______ _:_:-"'::.:' T:.::.YP<:_· l="-===="=="~I 
Elig ibility COde . ._I PN_O_•P_tnd_ingc..._ ___________ v_,I 

I1«.Nii:l'li 

2. After the Previous Payment Calculation window appears, select the Item link to the 
previous payment. (In the example below Dtl_Est/Rcpt/Bill is the item link.) 

Previous Payment calculation 13 
PREVIOUS AWARD CALCULATION 

Item 

Ott Est/Rcotlllin 

Aul Type Elig Code Receipt Date Elig Amt lnelig Amt Adj for Pre• Pmt DMARTS Doc ID Image # Pou 

< 
Eligible Sub Total 

Misc Adj 

Override:$0.00 
+Misc:$0.00 

- Misc:S0.00 

Adjust for Prev Pmt 

Eligible Total Award Initial EDTL 
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3. When the Item Substantiation window opens, click on the Adjust button to adjust 
the payment. 

·~-.. ..,...., ..,.,.__11_.., -•~o,~rdoOc-••NCaifit•°"' 
~-~,,.-.apm .......... , ,....,. ......... _.. ..... , ... ,. ...... -..... 
.., ...... , 1.~, 

v., .... 

• vu 11> 

•vu "° 
vu ... 

·I 

4. In the Payment Adjustment window, enter the total amount that should have been 
paid previously. (e.g.: Receipt field, Total Paid/Due from Registrant field, etc.). 

Paym'l'!rtt AdJudm,.nt £1 

•C1teg,cwy. 

"0..tcofHrtlcetutt!Nte? 

0 Ptowdef'•~.Ndt .. t•MPflOflenumt,,e,.,_,me47 

• Aec.elpt or otbc-r document •oec:ifie• the 
•ne•s.-'injluy/expc.nse n disuter r elated? 

• Aegistn.ntmeets tM cnte ria to be procetHd for tNt 
... ,. ~.-.«'? 

·Tot11PliO,Ov$lrombgtstrant(WithQut«>-91Y) 

Pendin; Eliigibae Amount 

Prevficxl_, Penc:llng (ligibfic Amount 

l>fll<ltn0 P1ymentAdjll1ffl'\4ftt 

·11.emT-,,,e: l!ltc 

• YB HO 

• Yf.$ 110 

YES • 110 

-+~ -i 

Verifie<t l11ot~vl 

......_i Adju>led lo include lab lee& ...... ....,.._ 

$ubll DoevmentlO Recffie<IO.t♦ 

05'1712016 

5. Add a Note explaining the adjustment, and if the adjustment is due to a new 
document received, select the document under the Select Additional Documents 
to Associate list. 

6. When you're done, click Save. This will return you to the Item Substantiation 
window. 
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7. Cl ick Close to close the Item Substantiation window and cl ick Close again to close 
Previous Payment Calculation window. 

8. The system subtracts the previous award from the new total and the adjustment is 
then shown in the Payment Calculator in the Adjust for Prev Pmt field . 

Payment C•leul•tor Show: l-'11 V I 

lltm 

Otl Est/Repl/8;11 
Ptt-vlousAwlld 
Pending Total 

Ant TyP4 Elig Cod,t R.ctipl 01tt Ptnding Elig Amt lnt lig Amt Pttviousty Paid Adj for ~ v Pmt OMARTS Doe 10 lmtge # Pou..,._ Oup Doc Oup S.t 

PNO, P•ncfo,g 05125.'2017 S53.00 •~...,., 1 No 

"1W1I EDTL - Ellglbl1, Dont1I $125.00 

Misc Adj 
Adjusl for Prev Pml 

Eligible Total Awu d 
Previous Award 

S0.00 

.. 

S0.00 
$53.00 

$53.00 

Categ.,..,, v Ass1 Type: IAl>PHI v i 

EllglbllityCoc11: ~I PND_•P_..,.,_1_ng ______________ v~I 
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Miscellaneous Adjustment to Payment 

You can use the Misc Adjustment tool the Payment Calculator to adjust payment 
calculations in specialized situations. The Misc Adjustment tool is not tied to substantiation 
documentation. Therefore, its use should be restricted to special situations such as 
making a payment for Child Care or making a deduction from a standard line item amount. 

To make a Miscellaneous Adjustment, use the following procedures: 

1. At the top of the Payment Calculator frame, click the Misc Adj link. 

2. Enter the Payment Amount in the + Misc Amount field. 

3. Add any deduction in the - Misc Amount field. 

4. In the Note frames, enter a description of the payment or deduction. 

5. Cl ick the Save button. 

hftcl"'CI TCNI 

MIM Aldj 
Adj111;t lor P...-v p,_ 

,..-. rou1 AWJtd 

ICOO 
ICOO 
ICOO 
ICOO 

l~C ADJ CALCUlAf l<l9 

~'°"''-" suo 

°"'~"" N'IIIOl.lflt: , I IIOlt: 

• MIK-Antount:s ~ • .,..: ~lou- c.w~ . ,-ou- ,-.. -,_~-~I 
0 Mi.Ko..,_t1t:S ~ · llote: r::::: ---, 

lac.I A4 Amouintl S 1.IOUt 

After saving, the Misc Adj amount appears in the Payment Calculator. 

Paymen! Calculator Show: [3 
Item Asst Type Elig Code Receipt Date Pending Elig Amt lnelig Amt Prev ious ly Paid Adj for Prev Pmt OMARTS Doe 10 Image# Poss ible Dup Doc Oup Set 

Pending Total 
Mi~G Adj 

Adj ust for Prev Pmt 
Eligible Total Award ... S0.00 

$1,800.00 

S0.00 
s1.eoo.oo 

Cslegory: Other V I Asst 1yp,.:: I initial V I 
EligibilityCod.e: c..l P_ND_-P_end_ ;n-"-9 _________ _,v i 
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Finalize Your Work on the Confirmation Screen 

After completing an eligibility determination, use the Confirmation screen to generate a 
Comment and route workpackets to the appropriate queue. 

Set the Routing Location 

To set the routing location for a case decision : 

1. In the Decision frame, for each decision you are routing out of the queue, click on 
the Select checkbox and select the Routing location . The subqueue will set 
automatically to NON-ORM. 

The example below shows FEMA Approval being selected for an EHR decision . 

~ COTirrel'ITConta ct Ill 

Decision 

Select Q:lteOOJY "Anourt •flig Codc SubQueue 
~ Ho11e Rel)air 52,729.40 EHR j FEMAApproval INCN-OR M 

Rdain Woclo4d d in Queue 

If there are multiple decision lines that need to be routed out of the queue, click the 
Select checkbox and set the routing location for each one. Or, if you need to keep a 
decision line in the queue, simply do not select it. 
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Splitting a Workpacket 
There are a few instances in which we may need to split a Workpacket, including: 

• Processing both an Initial and an Appeal decision together 
Example: Denying an additional Home Repair (Appeal) while paying 
Transportation for the first time (Initial) 

• Making multiple payments in the same category 
Example: Making two ERCT rental payments at the same time because of a 
fiscal year split 

• Processing needed for HA and ONA in a Joint option disaster 
Example: Insurance includes contents and structural settlements 

• When additional ADA processing is required  
 

When splitting a workpacket that contains multiple decision lines, uncheck the decision 
that is to remain in queue and route the checked decision  

 

If all decision lines are being routed and you need to keep the workpacket in queue after 
routing the decision click on the Split Workpacket checkbox. 
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Document and Submit Your Work 

To document and submit your work: 

1. Cl ick on Generate comment button to auto-populate system information about the 
el igibility decision into the Comment Summary and Details fields. 

•Su,nm,.ry: 

,.. 

CM n ,ctel"$ remJii,iing: 2000 chMIKten left 

i'hWi 

2. Edit the Comment to follow current guidance for the work done in the case. See the 
Appeals Processing SOP for detai led information about comment requirements. 

Comnem 

• Sumrrary: ~ ME! RE!PAIR- APPEAL = BH.P. 

Oe18ils: Applicant su.bnu.tted a:.g r.e d a ppeal l etter and esti:na~e fo r- a dd :.~iona l a s si ata.r:c e wit h damag e t o furnac e . 

Prcviou:. c.wc.rd for Furno.c c clc o.n ~nd r ep c.ir , Spoke with Kendrick Riche.rd c.t 5 Stc.r Hee.ting ~d Cooling, 
phone 123- 456 - 7890 . Coa t was t o replace necessary f urnace c omponent s damaged b y flo od . Not an upgr ade , 

Applicant; 3S n ot: i nsured. 
Choroctcn rem:iiring: U t S cht,ntdcr,k t 

Re-Genero'1f.e Comrmmt I Save Drnft ■1ffl#ta•ffl1N 

3. Select the Document used for the decision from the Related Documents drop 
down menu. 

4. Cl ick the Submit button to finalize your work and route the workpacket(s) to the 
selected location. 
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Appendix A: Substantiation Documents Used for Appeals 

In the Web NEMIS FEMA Appeal queue, you will need to create a substantiation record 
for each applicant document you use to process the Appeal. This means you will access 
Appeals documents in the Item Substantiation view and record guidance-related criteria in 
the system fields associated with each document. 

You’ll need to substantiate Appeal letters indexed into the Category: Appeals, as well as 
documents indexed into various other categories. 

You may need to substantiate appeal documents indexed the following document 
categories, depending on the assistance being appealed: 

• Appeals 
• Dental 
• Funeral 
• Housing Assistance 
• Insurance 
• Lodging 
• Medical 
• Misc/Other (which also includes Child Care Item Types) 
• Moving and Storage 
• Other Gov Forms 
• Personal Property 
• Transportation 

Appeal Letters (Category: Appeal) 

Appeal letters are indexed into the Document category: Appeals. The document Item 
Types for Appeal letters include the following: 

• Dtl Apl Ltr (Dental Appeal Letter) 
• Funeral Apl Ltr (Funeral Appeal Letter) 
• Med Apl Ltr (Medical Appeal Letter) 
• Mis Oth Apl Ltr (Miscellaneous/Other or Child Care Appeal Letter) 
• Mov Stor Apl Ltr (Moving and Storage Appeal Letter) 
• Oth Nds Apl Ltr (Other Needs Assistance Appeal Letter) 
• Per Prp Apl Ltr (Personal Property Appeal Letter) 
• Trans Apl Ltr (Transportation Appeal Letter) 
• HA Apl Ltr (Housing Assistance Appeal Letter) 
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Following is an example of substantiation fields associated with Appeal letters. 

• Category: '-I A~ppe_ a_ls ___ v~I 

• m age p<ige num ber(s) 

• Date of Appeal Letter? 

• Does letter clearly state what is being 
appealed? 

• Is the Appeal Letters i;Jned? 

'Item Type: ~I lll_l A--'p_l L_tr ____ v_,I 

Verified: I Not Applicable vi 

O YES O NO 

O YES O NO 

Is this Item a cluplica:e? ® UNKIIO/VN O YES O IIO 

D Do not add this item to the calculator 

■ii+++ 

You will need to ensure any existing entries are correct, and complete any blank fields 
marked as required by an asterisk (*). Substantiation fields include: 

• Image page number(s) • Verified 

• Date of Appeal Letter? 

• Does letter clearly state what is 
being appealed? 

• Is the Appeal Letter signed? 

• Is this item a duplicate? 

• Do not add this item to the 
calculator 

The HA Appeal letter also includes an additional question that asks, "What type of Housing 
Assistance is being appealed?" 

• Category: '-I A-'-'-pp_ea_l• ___ v_,I 

• Image page oum ber(s ) 

• lkle of Appeal Letter? 

• Wha type of Housing Ass ist~mce is beilg 
appealed? 

• Is the Appeal Letter s igned? 

• hem Type: '-I HA_ A__cp_l L_tr ____ v_,I 

Rental Ass is lance 
Home Repair 
Trans iem Accom,nodalons 

Verified: ~No- t -Ap-pl-ica-bl--le Replacement Hous Ing 
Permanent Hous 1ng 

Is this Item a dupl ca:e? (!) UN<NOWN Q YES O NO 

0 Do not acid this Item to the calculator 

Wf¼H Wdi·HM 

Types of Housing Assistance to select include: 

• Rental Assistance • Replacement Housing 

• Home Repair • Permanent Housing 

• Transient Accommodations 
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About this Guide 

This guide provides instructions for performing FEMA Manual Determination case 
processing tasks in Web NEMIS. It includes instructions for basic tasks such as creating 
a pending line, requesting an inspection, updating verification requirements, and 
manually generating the types of letters most commonly used in FEMA Manual 
Determination processing. 

This guide explains how to access and substantiate applicant documents on the Item 
Substantiation window, which is a unique feature available in Web NEMIS. It also 
describes how to add document substantiation items and verbal substantiation items. 

For assistance categories worked in FEMA Manual Determination, Web NEMIS 
provides category-specific assistance processing screens. This guide includes detailed 
steps for processing requests on these screens.  

In addition, this guide provides instructions for recording insurance information in Web 
NEMIS. It also explains how to handle cases flagged as duplicates and cases that need 
to be manually linked due to shared occupancy. 

The Table of Contents includes a complete listing of FEMA Manual Determination tasks 
covered in this guide. Each listing is a hyperlink. You can go directly to a desired section 
by scrolling over the section title, pressing the Control key, and left clicking the mouse.  

The header information at the top right of each page will identify what section you are in. 
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Unique Web NEMIS Features 

Web NEMIS includes various unique ways to view key case elements or perform 
actions in a case quickly and effectively.   

• Several screens allow agents to review all comments in a case together. 

• Web NEMIS creates a category-specific assistance processing screen whenever 
a pending line is created.  

These screens provide all the frames and fields you need to process specific 
categories after you’ve reviewed a case for general eligibility criteria. 

• Substantiation screens with customized fields for verifying submitted documents 
help ensure agents do not overlook critical processing criteria required in each 
document. 

• Calculator and sub-calculator tools in various locations help agents determine 
eligible amounts. 

• After HOI-type insurance settlements for Housing or Personal Property 
assistance are substantiated, Web NEMIS auto-populates a record of the 
insurance details to the Assistance screen. 

• Fields used for recording assistance determinations prevent agents from 
selecting an eligible or ineligible determination if the document substantiation 
process indicates the determination should be otherwise. 

• The Confirmation screen allows you to route assistance lines to multiple queues 
without splitting the workpacket.  

• You only need to split a workpacket if you select to route all assistance lines out 
of the queue and need to keep the case in the queue after routing. You can 
simply select a “Split Workpacket” checkbox on the Confirmation screen to do so. 
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Creating a Pending Line 

If a case does not include an active pending line for a category of assistance needed by 
the applicant, create a pending line to use for processing the category. 

You can add a pending line using the Add Assistance link at the bottom left of every 
screen. You can also add a pending line on the Assistance screen using the category 
specific Add links at the top of the Assistance frames. 

llou.ing Aui1ta11Ce Uma 11!111 De<,te I Aeje<I fx I Eiliuul - 1 ~ 

Ccotc,.:,.y • Anti""' Av.c,,,:JL....,c l Eligit.lity Eli9 0otc · la li, Aml .... pt·.,,,cJ Al't"'•.;,,,e,JU:,lc 

llou8ngAaa.na 1n1ill firll INS- l~aued 0512Gl2011 Yes 05126.12017 
Sd, 0..h: ~ b l y,e 1 ,oo~ ,,.,., R..-tu,o,cd (t.,; ,..u,cJ lal~ O..c ffl"' A.,.:,,e,, I Ho::j~t..,.•Cd H,:,tn 

AUi, 
tlomtRop.W, lnlia l fi re! PHO · Pen4ng $0,(0 Man1,1ol 

l AHIIU!\C. 

' hHf>l)(.tion $ 111tm; 
..... ~ Add I ~l.:tt I R~Kt T.11. I TSlt ~W!l I Lcndlo1cl lnro 

Ciry Stat.~ OltOiu.1.torR•nt P0111tOHia.1tar- l ncom• Cligibilty Cli9Am1 [ li:gD•• • StartOt CndOt /lf)pra,~ M,euthc FMR M:lrou 

• Cemmu~cafo• 

• lnb Conrol 

• UrJadRtg& 
TSA Eligibilily lrlo 

• l:l!Jl 1lu Urtil 

., Need9Tc Oo 

• ' Reglffltlon Sutm 

., C·tent&llislory 

• RIMilt°'J 

PP/Other Atsl,tenees 

Catepy •fl&1t Type 

ll<lo ~ Md l Deldo l Relectlx l rtmr<t 

Avrord t..v_. Oigibil(Y • Clig Datt Am:,urt J\ppfCN♦dAPt>rCN~Oat&SchOal& Oi1bType, Trea1 Type, Retllmed R&i11Mcl Clg O«Typ& fund Cbburs&d Da& I 
()tJ101 !ui!i! 
P(.'ltun.11 P1t1pe1·1yni1!! 

< 
Hold 0 '1$ulanc:. ~lic;y 

Cllllle WP 0 Sot• t n 
Regl• o'4onlntalc 

AddA'llftanc:t 0 

< 

t-h\'11 tMISC 1-ligil;h! Mfa,:ellafl~Out. ltr.mt O.!lflfirl O11S14( 99 YC!I O.Yltir/O1/ 0bf'l 6/101/ C:HtCK A11l> h}d/"Sl;Jl(i 
fht1 INS lnm,od 0512612017 YC!• 0 5/Ni/ }017 1\1,t') f1)d/Sl/ll(l 

$0 ((I 

l1n 1ytM'! l'olity ld Ru)lu} 

MWh llorm (om) 

> 
~,menc• Subttandod(o.-'Sec!leme11 NARAN'•ln,trenct Rtqul1tmentNo s...,,..,da,ioo: Md E<l1 Senlenie,-: Md E<l1 Help v 

To add a pending line: 

1. Cl ick the Add link in the PP/Other Assistance frame of the Assistance screen. 
(OR click the Add Assistance link in the left menu.) 

2. If using the Add Assistance link, select the Program from the drop-down list. 

3. Select the appropriate assistance category in the Category field. 

4. Select Initial from the Asst Type drop-down list. 

5. Select the appropriate "Pending" code in the Eligibility field. 

• Select IPND if the case needs to be reviewed for insurance coverage after 
inspection 

• Select PND if the decision does not require an insurance comparison. 
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Add Assist,rnce El 
Progr<>m: ~ Cate90ry: RENTAL ASSISTA NCE 

Au l Type: !INITIAL 1:::1 
*ilitv: ~PN=D=-=PEN=□=N=G================~'....._-------~... Big coml>OWIZ3rcl 

INONV,IOW'IV - INELIGIBLE OCCUPANCY NOT VERIFIED, OWNERSHIP NOT VERIFIED r, 

INONV,IOW'IV,ISC - INELI GIBLE OCCUPANCY NOT VERIFIED, OWNERSHIP NOT VERIFIED, SANCTIONED 

COMMUNITY IN SFHA 

INON\/.IOW'l\/,NCOMP - INELIGI BLE OCCUPANCY NOT 1/ERIFIED. OWNERS HIP NOT 1/ERIFIED. NON 

COMPLIANT IMTH FLOOD INSURANCE REQUIREMENT 

IRCT - INELIGIBLE RECERTIFICATION 

I SC - SANCTIONED COMMUNITY IN SFHA 

ILER,INDM,I NSS - INELIGIBLE INELIGIBLE LODGING EXPENSES REIMBURSEMENT, INELIGIBLE DAMAGE 

NOT DISASTER RELATED, NO SUBSTANTIATION SUBMITTED 

I NSFI.IN SS - INELIGIBLE HAS FLOOD INSURANCE. NO SUBST AITT IATION SUBMITTED 

INSFI.INSSJOWNV - INELIG IBLE HAS FLOOD INSURANCE. NO SUBSTANTIATION SUBMITTED. O\1\tlERSHI 
NOT 1/ERIAED 

NP.ND - NFI RA - NON COMPLIANCE 

PENDING 

0 - \J\ITHDRAWN -APPLICANT V~THDREW VOLUNTARILY 

6. Save your work. 

> 

After the pending line is created, a link for the selected assistance category will 
appear under the Banner. This link will open the category-specific assistance 
screen where you can process the appeal request. 
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Item Substantiation Tasks 

Accessing the Item Substantiation Window 

In Web NEMIS, it is important to award forms of assistance based on documents such 
as receipts, bills, and estimates using tools in the document Item Substantiation 
window. Item Substantiation fields include sub-calculators where you can add and 
subtract eligible/ineligible amounts shown on the expense document.  

It is also important to use the Item Substantiation window to substantiate documents 
submitted to meet verification requirements such as identity, occupancy, ownership, and 
other verifications. The substantiation fields associated with each document item are 
intended to ensure caseworkers verify crucial guidance criteria required for processing. 

Accessing the Document Item Substantiation Window 

Before starting the substantiation process, if there is no pending line for the category 
requested, create one first. (See Creating a Pending Line on page 10 for instructions.) 
Once the pending line is created… 

• Use the Correspondence Received frame on the Communication screen to 
review documents submitted for:  

o Initial Rental assistance (e.g. insurance settlement/denial/declaration 
page, lack of insurance statement) 

o Moving/Storage assistanc 

• Use the Correspondence Received frame on the appropriate Category-Specific 
screen to review documents submitted for:  

o Lodging Expenses Reimbursement assistance 
o Medical assistance 
o Dental assistance 
o Transportation assistance 
o Miscellaneous/Other assistance 
o Child Care Assistance assistance 

You can view and substantiate one set of document items at a time in Item 
Substantiation view.   
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Accessing Document Substantiation View from the Communication Screen 

If you need to substantiate documents submitted for Initial Rental, Moving and 
Storage, Misc Other, or Child Care requests: 

1. Cl ick the Communication link to access Communication screen. 

2. Select the document link in the View Document column of the Correspondence 
Received frame. 

Correspondence Received 

IEm 
0 Hotel/Motel Receipt 

Q MI s: Other E!lim;ie/Rece,pt 

0 Moving/Storage EsimaleJReceipl 

~ 

........ View Document • Postmark DaE 

....,.. HOTEL/MOTEL RCPT 1 PG 

MISC OTHER EST RCP 1 PG 

I MOVSTOREST RCP1 PG I 

Received Date • Scan DaE Doc ID Source 
06/26/2017 06/26/2017 52044220 Mail 

06/2612017 

06/26/2017 

06/26/2017 52584a47 Mail 

06/26/2017 52590462 Mail 

3. The document item will open in Substantiation view. Cl ick the View Full Image 
link to review and verify details of the document. 

4. Review, update and/or complete the Substantiation questions for the item. 

5. Cl ick Save to save your work to return to the Communicat3 tion screen. 

Accessing Document Substantiation View from a Pending Assistance Screen 

If you need to substantiate documents submitted for Lodging Expenses 
Reimbursement, Moving and Storage, Medical/Dental, or Miscellaneous Other appeals: 

1. Cl ick the link for the pending assistance category under the Banner to navigate to 
the associated assistance processing screen. 

2. Expand the Correspondence Received frame by cl icking on the "Plus" ("+") sign 
beside the frame label. 

Notice in the image below that the first two rows include a Plus (+) sign in the first 
column. These rows represent sets of documents. The number of document 
items in each document set is identified in the # of Items column . 

El orrespondence Received ~ ~ 

... ,. Cotegory # of Items ~ olculator Verified Item TypeJOescriptlon 0'4)llcate Of Rec-eh, ed Last Viewed 
(±1 lnammce 2 Ins Settlement 0611 212017 07/28/2020 

fB lodging Hotel/Motel Rcpt 

MGcrchanrs Stallmon1 
Ottidsl' sSta iementll etter 
90-69B 

OMARTS Documem 10 

m1ooa10oa101sn2c 
m100a 100a1 015b96 

Manual 

06/26/2017 I\ 

HA 
HA 
Info Control 
ln q ,r,ei n ....,. 

Manual 
Manual 

3. Next, cl ick the "Plus" ("+") sign beside the Category name to expand the list of all 
document items in a set of documents. 

• Below, the first set of documents has been expanded, so the document items 
in that set are shown in the list. 

IA Training & Development Section V.2.0 
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• Notice also the DMARTS Document ID is longer for a document set than for 
individual document items. 

8 Correapondenc e Recei"Y ed ~ 

• I- C.ategory 
rns.i rance 
l odging 
HA 

~ oflteme 

2 

l o Calculator Verii ed I tem lype!Oe.cription 

tn.sSeltlement 
OMARTS Document 10 

rn1ooa1ooa101s1>2c 
m1Ua10hH) 15b96 

Manual 

Ouplic-ateOf Received Last Viewed 

HA 

Hofol/M ofol Rcpt 

MelChanr s Statement 

ORCial's s tateni en1A.e1ter Manual 

06/ 12/2017 

oen612011 

4. Next, cl ick on the DMARTS Document ID link for an individual document item. 
(Notice above, this is a smaller Document ID string than the Document ID for the 
set of documents. Also, the Document ID for an individual document item is 
numeric, whereas for a set of documents the Document ID is alphanumeric.) 

11/ 2012020 

" ... 
> 

8 Cornapondence Recei"Y ed ~ 

·~ Category ft ofl1em$ To Calculator Verified 

83 rns.irance 

B Lodoina 

LOOging ll o1Applicable 

LOdOino Yes 
HA 

Item T~Dnc rip.ion 

1nsse111ement 
Hotcf/M clef Rcot 

Ho.tal/M otel Rcpt 

HOtef/M otet Rcot 
M erd'lanr s:Sl31e!'lent 
l\lll;,.;~ 1•~C hf,._..,,.I/I ... - ~ 

DMAR'TS Document 10 Oupl icate Of 

11100.iJOOi to I Sb?e 

=: ·s es 1.._ 
Is a .~ 

Received 

06.112/2017 

06.i26no11 

06.126/20 17 
06J26/2017 

Lut \Aewed 
11 120/2020 

The item you selected will be shown in the Item Substantiation window. 

_ll_e_m_S_u_b-,1-•-nl-,o-l-,o-n--------------------------------------------------------£1-

Category 

LOd!lllO 

#of Items To Calculator Veri fied 

Y OS 

MX1$1Hble 

lt&m Typ,eJDesaiptioB 

~ et1Mael R:.P1 

H'.lt81'1\1C:CalR:P1 

Mikl&&kM 

~---- • \Aewrult_!_~MI.~ • ----- l•-■•■•""'111■• •' • "'-----· 

[8] 
Your St1,elft,.y from th& Stenn 
., • • ,,,,...,,.. ~·-~---t ">°l't ... 
.. _., .. , .. , , .. , j.1'(1:,,, ,.-i: ,,, .. . .,_, 

•~:(~-.i.>'l (>.11., 

·~11 ,~ .. >.ct.Je 
~ ..... ~ 
R:.o,,.,11,, .-.: i,m 
, ~1.-:, 01~n.-e 

97Dew Drop Inn 
r;;,4.,. t,.\f,Y,12(111 

"'"~· · !'~ ! 
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OMARTs OocumentlO 

rmooa1oca101SOS6 

53211<045 

416WJJ 

Duplicate Of 

D lhi~ Oocum.nt lu OuDll«te ot 

Received 

0&261201 7 

06(26/2017 

l®EQbll 

CE:] ~Oft1)1(1:! I\ 

Last Viewed 

,. C81egory: I Lodging " Item Tyoe: Hot el/Motel Rcpt V ... 

"lmaoe oage number1s) 

.. Re<:eiDl d ato: 

* ReceiptcoBtains merchant 's name, add res, 
ana pnone BumDer'? 

" Is the name on m o roooiPt tho rooistran t. co­
reo1strant, a nouseMKI memoer or verrneo Jr<I 
paJlY'? 

'" Verified home repairs requir ed .il-fed.ing 
nabital>ilitY liASl)OCtiOI\I, hOme is i flacceSSiblO 
or utili ties ar9 out? 

* Verified there is no or insufficient insurMce 
coveraoe or ALE 8'V8118Dle? 

" Registrant meets tho Cfiteria to oo s:>rocessoa 
ror tn1s ei:ss1s1ance? 

.. Cbede In 

IOl-2112017 

* Receipt Amount 

" AtfJllstments 

Pending Eligible Amounl 

" Cneck o u t 

10312= 11 

Verified: ~lv_e_s ____ v~j 

11 

1ow112011 

@YES O NO 

@ YES O NO 

@YES O NO 

@ YES O NO 

@YES O NO 

'121.s2 I ca 
u~.~ -~ -_ -_ -_ ~~• Iii! 
sl.~o._oo __ ~Hi 

s p:i1.s2 

0 Oo not odd this item lo tbe calo.ilator 'V V 
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NOTE: Items selected from the previous screen are not highlighted initially. However, 
items selected within the Item Substantiation window will be. 

• At top, this window lists all items included in the set of documents.  

o Select an item from the list at top to answer substantiation questions about 
that document item. 

o You can use the Add link at the top of the frame to add an item when you 
need to use a single document item for multiple substantiate purposes.  

• The bottom left frame includes an image of the selected document item.  

o You can use the View Full Image link to view the item in an image viewer 
application.  

o You can use the Back and Next links and/or the Page field to view the 
previous or next page of a document item.   

CAUTION: Because these links can navigate to pages that include other document 
items, keep in mind that substantiation questions apply only to the item selected at 
the top of the window. 

• The bottom right frame identifies the document Category and Item Type and 
provides substantiation fields for you to enter details from the document.  

o Substantiation fields marked by an asterisk (*) are required for Web NEMIS to 
save substantiation. 

o Complete all fields for which information in the document is available. 

NOTES:  

• If a document item in a set of documents is not a document needed for your 
current work, you will not need to substantiate it.  

• If the Item Type for the document is incorrect, select the correct option from the 
pulldown menu in this field.  

• If you find a document you need to substantiate that was indexed into the file with 
a category or item type for a different form of assistance, you can Add another 
substantiation item to associate with document.  

Civil Action No. 5:21-cv-00071 
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Add a Substantiation Item for a Document on File 

Specific substantiation items are created in Web NEMIS for each document indexed 
into DMARTS to help caseworkers ensure documentation meets criteria required for 
processing. Sometimes the substantiation items needed for certain documents are not 
created during the indexing process.  Also, sometimes a document item is correctly 
indexed in a specific category, but you may need to use it as substantiation for a 
different category.  For example, you may need to use a mortgage statement indexed 
as a CTHA Expense to substantiate ownership for a Home Repair need. 

Add separate substantiation items from an existing document when: 

• A needed substantiation item was not created for a document item you need to 
use for processing 

• The document item was indexed into a different category than the one you need 
to use it for 

• Multiple document items (such as medical receipts or bills) that need to be 
substantiated separately were indexed as one multi-page document item  

• An insurance settlement includes multiple coverages, such Structure, Contents, 
and ALE.  

o For example, three substantiation items would be created for a settlement 
with Structure, Contents and ALE payments so the document can be used 
to substantiate Home Repair, Personal Property, and Rental Assistance. 

To add a substantiation item from the Item Substantiation window: 

1. Access the Item Substantiation window. 
2. Click the Add link at top of the Correspondence Received frame.  This link 

creates a new substantiation item for the document set. 

Civil Action No. 5:21-cv-00071 
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cateoory a:or11ems TOCZICUl-81tor verrned lte m TypetoescripUon OMARTS oocurnentlO Dupii<:al•OI Last Vl&w9<1 

llanante 

lraJrmce N 
lrs.Jrale8 

< 
'.!.!lt~!Jlllfll~ 

- ASSURANC lt SJle~Udt y 
Proporly 

¢(1,u ~.-
M lclf,'IS;l \l•'1!!':l­
>1tW l.lt ll'l<:P ~\,111 r:\' TtD 
H11-',.,;1,.,. ,F.~ J!i; 

l (N >fNI; 
J¼i :cyl i ,uxr. 
C l cr:tC-tT.t\l.;.r. 
f ~e.,~·· r ,t'~: 
i>, ,..,i,:n-,. .'\:t:1,,,..,. 

\1'1,:IU~ M ,, .._. .. 
(,'1~:0)•.l to~,;(o(._, 

(1 ~14".:~ •• ' 
!'I, .. .! 
::nt!O l l!OOle:~MlU'. \'1!,l) 
tu.,SU<vl11.t'.. '-~ti?,',l',f/ 

Ins Se!11efrenl 

Yes Ins Se!1lerren1 
ins Sa118mm1 

Page: J V 

A..-...,.; ,~,. O,,.,t,.,, <111« :o"""' t.~•~""l' .Jr ► 1 ~, ,.1 , 
1\:.1~, , •"'/:<.v'. \ 

1>:.,,,.,11,,,.. ~J-:0 ~ ,1 :" 
fk11-,,.., <! 0d,·<: ( ' l.,??,;'.>1+17 

11·..,.1i.,,~~,.,, ;w:.:1ul , ·"'r 1,;,,;...,,, 11I f>.,,r ,La.to ,·1,,; iv•tv~•·~ ~P.:,V."'• '1 l·:., t .;-r, ; ,..~ ,,i M .111,,;\..-1,._,...,.~, l~·· ·"'-" \•yvt· 
111: a.t~>tm , ~tt:wt..: 1, :..:.no.~ ) .it "'~~r n:-.i~ ~ 

11:f.NIT•ltl"J !t.:.:>W'fl! C'"MT 
1)•11.,,i,M ~ 

b .. ·~, .. P,,-·,.u . 
·; ,.1.,1 r>.,ro..:n , An,,un1 · 
Th ~,,_ ,...,,!: 

~ 

Kt1,i lr,R~\•;,,:e-rt'w. C, ~1; 
1,r.;tHrt):r 

, ,..._.,,~,. h~•"t•,t • 

·.·~::. .~:~;;;'" '-·~"•··~ 

l! JO.•I\IU.•N 
~" tN 
,10 1,•:, 
U •) ,Co:i400 
.!, lit •J111' 

u_v,-,1,v 
:IO.t":<l , .. , 
$t,:;r,,1.o; 
!.'.:.'i,~<11? 

" 

m100a1003101!1J2t 00/1212017 0712812020 
52044150 00/1212017 0712812020 
52044140 C15/12f2017 11!20!2020 

> 
D Tnts oocurem i, a Dl.4lllcaie ot 

~category : lmmrmr.e V • I tem Type: 411!. Settlement V 

" Image page numDer(s) ..._11 ___ _, 

- Subs tantiation Policy ----------------------

Policy: ...__ _______ v_, Add Edit 

- Settlem ents ------------------------

·Loss 0010 !o31W2017 

Claim No ..._l ____ _, 

• S•ni• 001• I 06/26/2017 

•c 1a,m 0010 I 03'22'2017 

Claim stau,s I cios:ea v I 
ALEEXhausted ~ 

" lns:ur-.uice Type I MoDiie Home (OR) 

• C<Werag.rypo I C0<11••" v i 

•I1ema0<1 sreakoown O YES @ NO 

• Ne1 SertlementAmount sl 8500.00 

oeauct1DleA1»oum d 
::· ======::::: Pe ndino Eligible Amount ~8500.00 

V•m;eo: I N01ApplieaDI• v i 

0 Oo not add t~is item to t~e calcula1or 

3. The Add button opens a new, blank substantiation area. Choose the appropriate 
Category and Item Type from the drop-down list. 

• categor y: • Item Type: 

M -tMI 

Once the Item Type is selected, remaining substantiation fields that are specific 
to that item type will appear. 
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4. Modify and complete the substantiation questions for the new item. 

Item Substoobdoo 

Corre:,ponden;..e Ret.eived 

cateoory 
reurarce 
t?Surcrce 

rsura-.oo 

,;ornems TO Cato.Jlator 

N Yes 

Item Type/~scrIp1I00 

hs Se!llerrent 

hsSelllerrent 

roS-m,nt 

OMARTS OOOJrnent ID 

m100a100o1015b2c 
52044150 

52044149 

ReceiVQ(I 

06/12/2017 
00/12/2017 

06/12/2017 

LastVlewe<J 

07/2812020 
07/2812020 
11m/2020 

< 
'\ltewFUII Image 

- ASSURANCE Sooeita liy 
Pl-i::pvr ty 

Page 1 V 

-.,r..ri:~n n,..,...,."h"'"""'" ' (.¼"'l'"'~.Jaf ►1..,.,,1,. 
l'(Jtvo<''Fl'l!~'.I 

" 

> 
D Thie Oo::urrertis a Ouphc-ale of: 

•category: l•nsuraice v j " Item Type: Ln& !i9tuement V 

" lmeoe oooe number(s) "-I __ __, 
- SuDs:tMlialion ~ licy --------------------11 

1:4•'1?> Policy: 1'--_____ v_,'1 All<! am 
~••ft •M,\ '-1 \1rltJl, ► 
~•~ .l t.tl)<, Jl, !'l',(ffr:'l'U) 
""'' ~;((.,, .,,;r;., ~:·;(,(J 

- Settlements -----------------------

~ WJIU 

!,•~ •!:'" ' 

1>~~1;,y n -,n~1r 
c 1:11~1r.' tT11!l",.;r: , .... ~, ·,~ . .,. 
0,.-l"'"'l-'•\ ,U,,.,-, 

\.1kh;t!l M:v.t.<o:> 
(; l ~J j o..t i/(i'J"'1 
tlto l<l.,:(14( 11? 

t'l.-..i 

~~<~~f~&t!l;v 

t )·.t.e- ,.,J l .01s: (13•:0 : l)I ; 
~ <1 :i:...d r..1u: n;.:u.:.1,1 "'! 

\\'v ""'"'""'~fa!u<J ,,~,.., ._;.,.__...,r :,,.,,r J..., ,,. , 1.,.. :~"'"'"'"·£ i,,~.:w.~•·1 ►.> ~ 11«""'1 ; ,..~,;1 ,..,~ , ~~a.-..1 ,._...,,....,.,.,1y. A «\•y<:f 
-.;., ...i,r~-.· ~•lirww ·, ·,.r k l!'., , -.~,.. ,,.,·, ,.. 

~ 

~ "l'W•\.l~ \,u,v.., r'l"d' 

'·"'" ·••t,1-1~· 
t', ..... ;~ .. , • .., . .. .., .. n, 
T.-1:Jr.>•)"Tl'•c• ,,.,..,,.,,m, 

~ 

S.'UJ»Jo.lJ 
!~M il 
'.VJ t•:J 
H'J.l•;x,:;o 
·•."?X:200 

· Lo .. oa1•"-I __ __, · c I" m oate "-I __ __, 

Claim No "-I ___ __, Claim Status I Closod v I 
• Settle Dote I 1113<Y2020 ALE Exhausted ~ 

• Insurance Typo l:===::::;---v_,I 
• Coveroae Type I a~erlALE v I 

' ltomizod lhakdown O YES @ NJ 

• Not Sottlomont Amount $1 ·:==.-==: 
Deduellblo Amount $ 

~~ 
Pent11ng EHglble Amount $~: o_.oo __ _, 

v onTle<l : I Not App11ca1>10 v I 
~1,'IN ( C'PI Jt ~l ~tll! C(l-1' 
1>::,11uh!c: 

l'((':.111V~ l'fl;.'~ f,l. 

M :-','iJ l"J 
:')'I.N 
«'l.M 
i l-.>ttr.,~r, 
v:-i:.u,,? 

D Do n0la<1C1tn1s1tem tome ca1cu1ato 

/~:~• ,~:!~~•"( ~ :u:••~tl 

1111111 

5. After completing substantiation entries, cl ick Save. 

6. When the Item Substantiation Description pop-up appears, enter a description 
of the new document substantiation item. (In the example, "ALE Insurance 
Settlement" would be an accurate description .) 

@:I lttm Substantiation D,scription •· Wtbpag, Dialog 

Ooc um ent 10: Sou rce : Postm ark Date : Rloe iwd OJlt•: 

Item : 1"' t • .,. ~ ..... o- .. - .. I Oocum ent Date : Scan Date : 

I 

IWEP◄ FSl:i3911 

The Category and Item Type/Description for the document set will be changed to 
indicate the document set includes an ALE settlement payment. 
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Adding Verbal Substantiation Items 

A substantiation item verifies an eligibility requirement for a related category of 
assistance. In some situations, we can add a substantiation item from information 
obtained verbally from the applicant or a third party. 

Some examples of verbal statements that can be recorded as substantiation include: 

• Insurance company's verification of an appl icant's insurance settlement details 

• Insurance company's verification of denial, coverage/lack of coverage, or failure 
to file a claim 

• Landlord's statement verifying the need for an appl icant to relocate 

• Mechanic's verification of disaster-caused damages to an automobile 

If you substantiate processing criteria verbally with an insurance agent or other party, 
and a document is not on file for which you can record the associated verbal 
substantiation details, you can use Web NEMIS tools add a verbal substantiation item. 

NOTE: You'll need to use different steps for insurance coverage or settlement 
substantiation than you will for other forms of substantiation . 

Adding Verbal Insurance Coverage and Settlement Substantiation 

To add verbal insurance coverage and/or settlement substantiation received from an 
insurance company for a Homeowners type policy (including Homeowners, Mobile 
Home, Condo, and Renters, insurance), you'll use the Add link on the Insurance 
Substantiation/Settlement frame of the Assistance screen, Home Repair screen, or 
Personal Property screen. 

NOTE: The following instructions step you through the process of adding both policy 
and settlement details. 

1. First enter details about the pol icy, if th is has not been done yet: 

a. In the Insurance Substantiation/Settlement frame, cl ick on the 
Substantiation: Add link. 

Insurance suosenuauon1sememem NFIRA Namtenance BeaYlreroent N> suosenuauon: AllO fJlJJ setuement 8l!!J E.1111 = 
Source • DOC ID Ins TYDe Claim Status Settle Date StruclUre Arn Con1en1s Ami Oller Amt Claim oate Claim KE ALE Amt Poley Id Comoony Marr 
SubSantiation52360054RentwQ,:,ngContensOnty IO/RlOo!!!d 061141201 8 $0.00 so.on $3.000.00 03/22/2018 ..... 0 GT87506760COA!Rmmce Soe 

< > 
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b. In the Add Substantiation window, add general policy and coverage 
information: 

/\DD SUBSII\Nlll\rJON El 
General 

vi Image 0. ~ Docum ent ID: ~ 2360082 

Poo tmark Date: I 
Source : Iv ernal/Applicant Statement 

Received Date : IOS/2812018 I Scar, Date: 
~--~ 

Document Date: ..__I ___ _, 
~==:::::::'.....--

....... hem: ~nsurance Poli cy 

,.ePolicy 

'Ins Type: I Mobile Home (0 /R) vi 
Phone: ~14567890 

Policy Covorago 

Coverage: 0 Contents 

Coverage Amt: .__1$0_0_0 __ _, 

Deductible Amt: $000 

co·,erag9 I/Ilse 

Covers Entire li:Jus ehold : C3 

Descript ion : Verba l Subslantia~ on from Insurance Co 

Pol icy ID: IGT8750676000 I • Company Nom e: I Assurance Special ty 

Eff Date: I Exp Date: I Input Source: I Subslanliation 

0 Other 

Coverage Amt: ..__1$0_.oo __ ____, 

Deductible Amt: $0 00 

0 Structure 

Covorage Amt: .__lsu_.oo __ __, 

Deductible Amt: $0 1)(1 

Mortgage Payoff Required: C3 Inter ior Struct c:mg: [:3 

ALE:[:3 

PP Loss Flag:[:3 

lnsumnce Settlement G] 
DOC ID Conteot$ • Ocher .. Structure Settle Total Claitnflate Claim ftb. Ctai,n Sta1us Senle Dare 

No insurance Setterrent item, t, dispi,y. 

WiPt◄ ■MIi 

• Insurance Type and Company Name are required. 

• Use "Other" field to indicate ALE Coverage. 

• If ALE is covered, use ALE field to indicate YES. 

• If ALE=YES, fields appear for arrangement details. 

2. To add details about the settlement: 

ALE Exhauued 

a. If you are on the Add Substantiation window, click the Add link in the 
Insurance Settlement frame. 

OR 

Nole 

If policy details were previously saved, click the Settlement: Add link on 
the Substantiation/Settlement frame of the Assistance screen. 

b. In the Add Insurance Settlement window, add general information and 
settlement details. 
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ADD SETTLEMENT ___ ____ ___ 13 
Genera l 

Document ID: 152360082 

Postmar1< Date: ~I --~ 
tom: !insurance semement 

I nsurence Settl ement 

Claim o.te: 10312212018 Claim No: 100102048117 Claim Status: l aosed Y I • Settleo.te: 103/28/2018 I ALEEJchausted: I YES Y I 

"C overage 
Type: 

*Settlement 
Amr: 

Noto: 

0 Contents 

1$8,500 00 

• Settle Date is required. 

0 Other 0 Structure 

1$.3,00000 1 S30,0000.00 

Mfi'M■ 14M3@HI 

• A Settlement Amount required for at least 1 coverage type. The 
settlement amount must be greater than 0. 

• If the entire ALE settlement amount has been disbursed and no more ALE 
is forthcoming, select YES for ALE Exhausted. 

• Use "Other" fields to enter the ALE settlement amount. 

3. After completing insurance settlement entries, Save your work. 

A settlement record will appear in the Substantiation/Settlement frame of the Assistance 
screen . All forms of coverage recorded will appear on the same line. 

Add a Substantiation Item from Other Verbal Verification 

To add a verbal substantiation item received to verify information other than insurance 
policy coverage or settlement details, you'll use tools on the Correspondence Received 
frame of the Communication screen. 

Some examples of verbal statements that can be recorded as substantiation include: 

• Landlord's statement verifying the need to relocate 

• Mechanic's verification of disaster-caused damages to an automobile 

• Insurance company's verification of denial, lack of coverage, or failure to file a 
claim 
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You will also need to record the information received during the courtesy call in a 
detailed contact and/or comment, in accordance to processing guidance. 

To add a verbal substantiation record: 

1. From the Communication screen, click the “Add” link at the top of the 
Correspondence Received frame 

2. Complete the data entry fields 

3. Click Save to finish the new Substantiation item. 

 
  

Civil Action No. 5:21-cv-00071 
13th Interim Response 

010386
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I Communication 

t lnloControl 

.. NMdll'ToOo 

➔ R.gi,ntion Stab.a 

► EventsHlllo,y 

► RIHilto,y 

-o~ 
o -
Q 0:1t•cal Ptit °'9!'9t 

OutgoingCOt'fH~ -~ 

I 

-V.W C>oct-,,t • Postnuork Cbte R-ivt-d D.ai. Scan O.llte Doc IC 
RE;D@:!;QMAIL AQOC§EALHNASTNAWNAEL.HA1PQCNA0'!!,100COCCOWN 1110212Q10 11/23J2010 131 .... , 
fnR ftN,911gn .., • ..,, 

_.,, •• ,. _,r,aaa;..·-·~ --·~ ---·""""'--..__ 
_ ,, 111~-,. .. - - --- .,,--,~ __ , 

........... ·~ 

- •""'---____:::::] 
Q AOOC.SEAL.HHA,STNA'MtA..El.NA.IDOCHA.OWN.OCC.OCC.<:NJN --:::ic[i;cc--=-i~ 

-~:~___] 
_ ,;- ~ 

0 SUPER.SEAL.OECISIOH.IRCT.ONTL_11SS.MO_uss 

Q ACK.SEAL.ET .APPEAL 

< 

tn,. o .-1e 1 r- • Uu,rNa~ 

~• 0Sl23/2013 03:1 .. She.ron R,1enour 
eomm.,,i,08J0Gl2012 04-05~1,, J.oi,on 
eomm.,,i:. 02101/2011 0&.44 MARI< FUCHS 
ComtMl,D 02J01/2011 04·24 MARK FUCHS 

CotrltMtit1011'l1/201110·37Sl'.ltv1Ebcllev 

< 

!kim!Nry o.t.11 

Fa,I,st Bf!St) "R9nZ!II RDPROI LER o,, 

0.11114 !tttp ACK SW f,PPEAL PP 
AUTOMATED TEST LETTER Len• 
AUTOMATED TEST LETTER L,nw 
AUTOMATEOCREATE HEWNOO LETTER IN C..,11 

liim IICl:II 



Web NEMIS Intial Assistance Reference Guide Requesting an Inspection 

IA Training & Development Section V.2.0 23 

 

Requesting an Inspection 

To request an inspection: 

1. From the Inspection Status screen, click on the ‘Request Inspection’ link. 

 

2. In the Inspection Reason drop-down on the Request Inspection window, select 
the appropriate inspection reason.   

 

3. Click the Save button. 

Civil Action No. 5:21-cv-00071 
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Overview 

Registra nt Info 

Assistsnoe: 

Inspect ion Stat us 

View All Seq #s I Compare/Review I Inspector Comments [ Data Change I Attactvnent4! I Request Inspection 

There are no prio r inspectio ns 

Inspection Reason: 

Performed 13\r: 

Contractor: 

Priority: 

Contractor Requesled Collection 
FEMAAppeal 
FEMA Correction 

Missed Inspection 
Outreach Inspection 
Quality Assunrnce Reinspection 
Reinspect 

1WMW lfi:iUI 
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4. When the Request Inspection window is displayed, record a comment to explain 
the reason for the inspection request. 

 

Record the comment in accordance with guidance in the following Inspection Requests 
and Comparisons SOP: 
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Request Inspection £1 
•Type: D Comment D Contact 

Type: 

SUb-Type: 

Topic: 

Location Identif ier: 

MM§MN 

Spoke To: ~I ________ v_,j 
"'Current Location: HewTemporary Rental 

Reg istrant Info Verif ied: D 
outbound Contact Number: V 

Related Documents: V 

"'Summary: 93 _ 

Detaj ls: p============================:=!. 
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Generating Request Letters 

The Request letters used to request applicant documents in initial case processing 
generally include: 

• ADOC (to request information needed for Housing Assistance or Personal 
Property) 

• RFI (To request ONA Information) 

For specific information about how to generate these letters and select the appropriate 
text inserts, see the Codes, Verifications, Request Letters, and Assistance Types SOP. 

Request for Documentation (ADOC) Letter 

Although the ADOC is generally used for Appeals requests, it is also used for initial 
processing to request certain information, such as hotel/motel receipts, utility outage or 
inaccessibility confirmation. 

Addressing Assistance Lines in the Case 

When generating an ADOC letter, keep in mind that a case with an ADOC letter must 
be routed to the FEMA Complete queue. Also be aware that the FEMA Complete 
routing option is not available for an individual assistance line.  

Therefore, before you attempt to route a case with an ADOC letter to FEMA Complete, 
address any pending lines or decision lines as follows. (NOTE: You can perform these 
steps either before or after you generate the ADOC letter.) 

1. If a pending line exists for the category for which you are generating the 
ADOC, go to the Assistance screen and delete pending line.  

2. If any other forms of assistance need to be addressed: 

o Complete casework actions necessary to process the assistance 
category. 

o On the Confirmation screen, select the appropriate routing location for 
each decision line. 

o To ensure you retain the ADOC workpacket in the queue after routing, 
select the Split Workpacket checkbox.  
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In the example below, a Transportation pending line is selected for routing to 
Info Control , Pending Receipt, and the Split Workpacket field is selected to 
retain a case workpacket in the queue after the pending line is routed. 

Decision 

Select ca1ego,y • Amount • Elig Code Routing Slbqueue 

0 Tran~ ortalion 

' 
S0.00 PUO I FEMA lnb Control I Pending Receipt 

0 ., Spl,IWortq,adcel Relaln l'\b<1q)aclelln Queue 

3. Complete any remaining actions needed on the Confirmation screen, such as 
creating contacts, generating other letters, generating a comment, etc. 

4. Select the Submit button . 

Generate the Letter 

IMPORTANT! In accordance with PPM processing guidance, before (or after) you 
generate the ADOC letter, make at least one courtesy call attempt to the appl icant to 
explain documentation requirements. Record call details in an appropriate Contact as 
instructed in guidance. 

To generate the ADOC letter: 

1. Cl ick on the appropriate link to generate letters. 

• From the Confirmation screen, click the Letter link in the tool bar at top 
right of the screen . 

• From the Communication screen, click the Add link in the Outgoing 
Correspondence frame. 

2. When the Letter Wizard opens, in the Available Letters frame, click on the 
Request Letters folder. 

@J Letter Vli2ard 4
- Web-page Dic:log 

Program Code: ~ language: E ngti::h 

Available Leners--------­
$- Q ELIGIBILl1Y DECISION 

$: A HPIIRGeIIPt/ I RIEB§ I IB- ei REQUEST LETTERS I 
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3. Select APPEAL, then select ADOC -Appeal request DOCUMENTATION and 
click Next. 

1><o0,-~ ~ ~ u- -

Avdablo h'll•rs 
• !.) ~U<ilelUTY 01;~ 

: ?~IFWRS j~ J±5ii;J&Rs 1 
I .... .....U:IN . f~I AOC)t~ • 

✓ ATDOC · APPEAL.TELEPHONE llt<IUtil lot 00, 

•, J RECERTIAC\TION 
· J REOOEST IRf1) 

< > 

■-mm• ■•mw h nni etw•• 

4. In the Select the Letter Components frame, each letter component requires a 
selection. Select N/A (not applicable) for all letter components except those in 
the ADOC MISSING INFO LIST. 

@) l etter Wizard •· Webpage Dialog 

LE TTER WIZARD 

Program Code: ~ Language: Engl;sh 

Available Letters------------

ELIGIBILITY DECISION 

NOTIFICATION LETTERS 

REQUEST LETTERS 

I 
APPEAL 

! ,... AAFIN • Final Appeal 

1· 
✓ ATDOC • APPEAL TELEPHONE request for DO• 

U RECERTIFICATION 

I!!! ADOC APPEAL request DOCUMENTATION 

l!J, REQUEST (RFI) 

IA Training & Development Section 

Select the Letter Components 

ADOC • APPEAL request DOCUMENTA llON 

AOOC HEATING SYSTEM FIELD . 2 ITEMIZEO ESTIMATES (REQUIRED) 

0 1- Fumaoo 

0 2-BoBer 

D 3 • Hest Pump 

D • · 0udwod 

0 5 - 0THER 

~8- WA 

AOOC SEPTIC SYSTEM FIELD • 2 ITEMIZED ESTIMATES (REQUIRED) 

D 1 • Sep tic T s.nk 

0 2 • Lesch Fie ld 

0 3 • o;.,,;bution Box 

0 ◄ • Pump StaUon 

0 5-0THER 

~8 - WA 

V.2.0 

X 
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5. In the ADOC MISSING INFO LIST, select the appropriate options (for example, 
Missing Hotel/Motel Receipts and/or Verification of Utility Outage or 
Inaccessibility). 

~ Lc:ttc1 Wizard ·- Wc:bpogc Dialog 

.. , 

Program Cod e: ~ Languoge: Engli!ll ... 0 Hotel/M otel Receipts 

D M 1sano A ppea I Lener 

0 Missing Bunal Ins 
Available Lette rs------------­

'f ELIGIBILITY DECISION 

f¥· NOTIFICATION LETTERS 

El· REQUESTLETTERS 

I

•... APPEAL i .. ./ M FIN - Final Appeal 
I , .. 
L / ATDOC - APPEAL TELEPHONE req uest for DO• 

RECERTIFI CATION 

IJ /.OOC APr>EAL rccucst DOCUMENTATION 

IE· REQUEST (RFI) 

D ti.I ising Contra ctor E~ima1e 

0 M isang Dealh Certificate 

0 M 1sana Dental Expenses 

D fl.I issing Flood l ns SENtlemen1 or Denia l 

D M iS9ng Funeral ExponoosOocuments 

D ti.I iSSng Homeowners lnsSetll ement or Deni al 

0 M i,ang Ins Letter EXhau~ion of ALE/Lossof Us, 

D M 1sano M echan1c sta1emen1 aoout ven1ae cona111on 

D fl.I issing Medical Expenses Documents 

D ti.I igjng Moving and Storage E:Een1i al Ocument 

D ti.I iSSng Other OisaSer Rela1ed Cbcuments 

D M 1sana PP 1nssen1emen1 oroen1a1 

D Missing Separa1e Relocation Lett,;r 

D ti.I iS9ng Vehicle Compro hon91I 0 I nruranco 

D M iSSng Vehicle RegiS:rali on 

D fl.I iSSno Vehicle Reuuire1Tenl C:Uwments 

D occupanC'/ Not verrr1ea 

D Ownersti ip No1 Proven 

0 Reas:>n f or Lale Appeal 

0 Separa le Hou.,hold 

< 
0 storea Pers:ina1 Property 

) ... D Venfication of Ulillty Outage or lnacce99bi bty 

le;rem■I e:@MI h tm- 1 Ellli§I) 

6. Click the Next button. 

7. Select to Preview the letter to see if all required documentation is being 
requested. 

8. When fin ished previewing, close the letter window by using the "X" icon at top 
right of the window. 

9. Cl ick the Finish button to finish generating the letter and return to the 
Confirmation or Communication screen. 

~-.,.°"" 
l■amrn+ U■ttm◄ I icM,'I' I WfidiiM 

10. Complete other casework tasks, if needed, and navigate to the Confirmation 
screen . 

IA Training & Development Section V.2.0 
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NOTE: Although no assistance lines are in the case, the Confirmation screen is 
available because Web NEMIS detects a letter that must be routed to FEMA Complete. 

Routing the Remaining Workpacket 

After addressing all other assistance and generating the ADOC, continue as follows: 

1. In the Decision frame of the Confi rmation screen, select FEMA Complete from 
the Routing field. (NOTE: The FEMA Complete option is provided only when no 
assistance lines are in the case.) 

Decision 

Select Category 

D split Wol1cpadcet 

Generated Correspondence 

Prev iew Letler 

• Arrourt • E lig Code 

FEMA Supervisor 
FEMA Manual Detem,ination 
F EMA P re-Recoupme nt 
FEMAApproval 
FEMA lnelig ible 

Retain 'Ml11cpamit in Queue FEMA Continued Ass istance 
FEMAAppeal 
FEMA Info Conbol this wOfkpacket 

FEMAFuneral 
Send forlnspection eciaioo 

Subqueue ~1------~I 
. V 

AOOC -N>PEAL REQUEST OOClMENT ATION E FEMACornplete 
.__--~-----.,, JGenerate Only ® Send Letter to Mail Queue O Oele te Letter 

2. In the Generated Correspondence frame, select the Send Letter to Mail 
Queue option for the ADOC letter. 

Generated Correspondence 

Prev iew Letter 

AQQC -Pf PEAL REOUESJ QOC\JMEtfIADQN 
• language 
Engli,t, 

Generated Date 
01/2812021 

l etter Decision 

0 Generate Only @ Send Letter to Mail Queue 0 Dele te Letter 

3. Create a Comment to record the documentation request, if not done previously. 

4. Cl ick the Submit button to route the workpacket and exit the case. 

RFI Letter 

Request for Information (RFI) letters are generally used to request information for ONA 
expenses that are not verified at inspection . When an appl icant is missing essential 
documents needed to process a decision, send an RFI letter to request the documents. 
RFI letters list the documentation appl icants need to submit to verify the need for an 
associated assistance category. 

NOTE: If an initial RFI was auto-generated following registration and requested 
information is not on file , you may generate a second RFI. However, if an initial RFI was 
manually generated and the deadline for returned documents has expired, do not 
generate a second RFI ; instead, you'll need to process a determination. 
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Follow appropriate processing guidance regarding courtesy calls to the applicant to 
explain documentation requirements. 

1. Before generating an RFI letter, ensure there's a pending line for the associated 
assistance category. (See Creating a Pending Line on page 10 for instructions if 
you need to create one.) 

2. Cl ick on the appropriate link to generate letters. 

• From the Communication screen, click the Add link in the Outgoing 
Correspondence frame. 

• From the Confirmation screen, click the Letter link in the tool bar at top 
right of the screen . 

3. When the Letter Wizard opens, in the Available Letters frame, click on the 
Request Letters folder 

ID Letter Wizard •• W,bpage Dialog 

Program Code-: ~ Language: E.nglkh 

Available Letters -

@- D ELIGIBILITY DECISION 

~ NOTIFICATION LETTERS ~ 
El- REOUESTLETTERS ~ 

11;@@11 M:fflM IW'ttt+ ►+Hi?◄ 

IA Training & Development Section V.2.0 
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4. Expand the Request (RFI) Folder and select For Information (1 st request) . 

@) Lttte, w ,md •• Wtbp•g• Oillog 

Program (Ode: ~ l1ngu.age: Enghlh 

Available Letters 

i ELIGIBILITY DECISION 
NOTIFICATION LETTERS 

t'.) REQUEST LETTERS 

➔ Q APPEAL 
➔ !") RECERTIFICATION 

I ii'i•l'i►ildid 

~ 
,; FOR INFORMATION (1st REOUEST) 

- / FOR INFORMATION (2nd REQUEST) 
,; l"11e< NOi App,oved 
,; Lelle< NOi App,oved 

.DID -- -- -

X 

5. Check the box beside the insert that fits the situation. Multiple inserts can be 
selected if requesting documents for multiple categories. 

@) letter Wiz1rd •· Webp,ge Oi1fog 

Program Code: ~ L•nou~ : English 

Available Lett.erg 

ljt ELIGIBILITY DECISION 

if> NOTIFICATION LETTERS 
9, l) REQUEST LETTIERS 

1» L) APPEAL 
$ 0 RECERTIFICATION 
9, tJ REQUEST (RFI) 

~ ,; FOR INFORMATION (ind REQUEST) 

r ,; L"11e< NOi APP<oved 
L ,; Lelle< Not APP<oved 

IJ FOR INFORMATION (1 :,I RFOUFST1 

IA Training & Development Section 

Select the Letter Components 

FOR INFORMATION (1st REQUESTI 

REQUEST FIELD (REQUIRED) 

O ooT-~1 

0 FkL -F'uMt&I 

0 M&S • Mo'li"!1 & S1or-.;• 

□ MED -1,le<hml 

D MHO • llobile Home Ques110M.ai~ 

□ 0TH • MISOOIIW 

D pp . ...... ,,.,...., 

D SIGA • Applicant Stat•tMnVAU'lhotiufion Si;nab.Q 

0 S.ON • App&ic:ent S9'\aiur. 

0 TRANS· Tt~1ion - Ll•biUty Int, R.ct •HO 

0 TRANS. T,a~tlOA - t.l.t>lhty ,,. ~ =YES 

0 Tlt4NS. Tt~tlon - V...,ict. Noc A.wil•b l• 

V.2.0 

X 
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RFI Inserts include: 

o ONT - Dental 
o FNL - Funeral 
o M&S - Moving and Storage 
o MED - Medical 
o MHQ - Mobile Home questionnaire (not used) 
o 0TH - Misc/Other 
o PP - Personal Property 
o SIGA - Appl icant StatemenUAuthorization Signature 
o SIGN - Applicant Signature 
o TRANS - Transportation - Liability Ins Req = NO 
o TRANS - Transportation - Liability Ins Req = YES 
o TRANS - Transportation - Vehicle Not Available 

6. After selecting the appropriate RFI options, click Next. 

7. Preview the letter to determine if all required documentation has been 
requested. 

@) l•ttttWizard -· Wobpag• Dialog 

LetterSelec1e<I 

Pro0ram: HA 

Lanouaoe: English 

Len er: FOR INFORMATION (1sl REQUEST} 

Letter Code: RFI 

Len er Description: FOR INFORMATION (1st REQUEST} 

Components 

LETTER HEAD: 

REQUEST FIELD: 

TRANS • TransPOrtaUon - Llabilily Ins. ReQ ~YES 

Please Select a l etter Option 

Custom Text Letter 

® Generate On .. 

IM;@@j 1■1mm■1 EPM1M21 lilHdil 
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8. After previewing the letter, close the letter using the "X" icon at top right of the 
window. 

letter Selected 

Program: HA 
Language-: English 

Lener. FOR INFORMATION (tsl RE 

LetterCOde: RFI 
Lener Description: FOR INFORMATION (ISi RE 

Components 

LEITTR HEAD: 

RE QUE ST AH O, 

TRANS - Transportation - liability Ins. Ro 

Please Select a letter Option 

9. Cl ick the Finish button. 

i! FEMA 

l>O.!bs!Offl 

DMrMrFOs.ti: 

OW"llCOfflOICldlt.alt f«>P)' klo•.-·HONdfortt:itffFt(S)ot~HllWl(tlamdWbw Howt\Y. wtMtdlOd.ltiul 
d::i~ 1opixe11r-:u-11;,pSuhc,:i_ ~~tpco\i!t6tb!lo.~clo:ciat»:W1ih::i2l~10!1lt~!to!ti .... 

L C.,-yofltlt(,) t.4,..,td,~). 

1 ~o(C'L'leil,tpnr:occ.a,6(\)ford.oi.ed~) 

j. L1n&IIMIWOTtllacll(J)Q'tkCl.tt.t~ .. ,aa!dUC:1)QH,oflbt4.laltd\'tl:u. 

.. ,t ,~.C,·tt:kleO)e-=stt.•nm.:tot•bOhcca~~lbtfCl.i'comcd. 
,·trlfy~lbte.•~•l•)V-r \'t!u,w,_,)ma!.!ld~tbt~aittf illult~W~ c! 

6 E:iplulU~:(),)rl•••tMCliormtilucct~lt. 

7 \~i.ioa•!■luy &1sumactco~--mi:ts«tkc:fcrati111gm,1 >;QyouW!lqi:isumce 
(fl."'ID..!teoti 

•) GeMnt•~ 

!•;mm+ I 1■tto+ I 1aw1 - &%:UM 

Set the Timer for RF/ Response 

Next, "set the timer" for return of documents by setting an associated verification 
requirement to "Pending Response." To do so: 

1. From the Info Control screen or associated assistance category processing 
screen, select a category-specific verification requirement, and then click the 
Decision link. 

Requirement 
ComprohonSvo lns.uanoo 
Liabi li ty lnairan ce 
Vehi cl e Registration 

Vohiclo S tatomont 

IA Training & Development Section 
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2. On the Decision window, select Pending Response as the Verification Status, 
and click Save. 

 

3. Complete any other processing updates as needed, and navigate to the 
Confirmation screen. 

4. In the Generated Correspondence frame select the “Send letter to mail 
queue” radio button. 

5. Create a Comment that includes the documentation request. 

6. Route the associated assistance line to the Info Control/Pending Receipt 
queue. 
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@:] Decision Verif icat ion Requirement -- Webpage Dialog X 

I ' 
Verification Requirements Not Applicable 

I 
Not Verified 

Verif ication Requirement: Pendino Reouest 
Verif ication Status: . - . .. - .. 
Status Date: Timer Exp ired 

I Verified 
Associate 

Associat Substantiation Received Document Id Description 
90-69B 51877147 TRANSPORTATION - VEH REG VEH LIAB INS VEH MECH STMT VEH REG 

VEH LACK OF I NS 6 PGS "' Medical ES:imate/Receipt 51874027 MEDICAL- MEDEST/RCPT/BILL MEDPHYS/PROVSTMT MED INS SET 
ME DEST /RCPT /BILL 8 PGS 

Medical ES:imate/Receipt 51877320 MEDICAL-MEDEST/RCPT/BILL MEDEST/RCPT/BILL 1 PG 

Medical lnSJrance Settlement 51874024 MEDICAL - MEDEST /RCPT /BILL MEDPHYS/PROVSTMT MED INS SET V 
ME DEST /RCPT /BILL 8 PGS 

Applica~e/Not Applicable 

Ass istance Affected By Verification Requirement 

Applicable • Program Category Elgy Type Award Type Eligibility 

~ Other E Category Tran~ortation Initial Ini tial PND - Pend ing 

l•1ca ■~1111;11 
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Generating Ineligible Letters with Text Inserts 

Most “SUPER” letters used for eligibility determinations are auto generated upon 
routing; however, some ineligible letter require a custom text entry, and therefore they 
must be manually generated.  You will select the appropriate text insert for the case 
when you generate these letters. These letters include: 

• INI, INFI (Ineligible - Has Insurance) letters for HA and Personal Property categories 
• INO (Ineligible Other Reason) letters for HA categories 
• IOR (Ineligible Other Reason) letters for ONA appeal denials 

After these letters are generated, NEMIS automatically sends the letters to the mail 
queue after the decision is approved.  When generating decision letters, Do NOT mark 
the box “Send to the Mail Queue” on the confirmation page.  

Some general reminders: 

• For additional information about these letters and their text inserts, see the 
Codes, Verifications, Request Letters, and Assistance Types SOP. 

• When you generate one of these types of letters, make sure you Route the 
associated assistance line to the appropriate queue. 

Ineligible Due to Insurance (INI/INFI) 

You’ll need to generate an INI or INFI letter when you make an INI or INFI determination 
for Housing or Personal Property assistance due to insurance coverage.  

• INFI is used for applicants with structure and/or contents Flood insurance.  

• INI is used for Homeowners (HOI) and similar types of insurance such as 
Homeowners, Mobile Home, Condominium, and Renters insurance for structure, 
contents, and or additional living expenses (ALE).  

INI and INFI codes indicate either or the following: 

• An insurance settlement covered the disaster damages, OR 

• 12 months following registration, an insurance settlement or denial is not on file 

INI/INFI letters explain the specific ineligible reason for the insured assistance.  

Civil Action No. 5:21-cv-00071 
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Record /NI/INF/ Determination 

Before generating the letter, first record the INI/INFI eligibility determination, as follows: 

1. If a pending line has not been created for the ineligible insured category, add a 
pending line. (See Creating a Pending Line on page 10 for instructions.) 

2. Access the category-specific assistance screen created with the pending line 
(e.g., Rental Assistance, Home Repair, or Personal Property, screen). 

3. In the decision area at bottom the of Payment Calculator frame (or in the 
Worksheet for Rental Assistance), select the appropriate Assistance Type (e.g., 
Initial, Additional, Reconsideration, etc.) and select INI or INFI as the Eligibility 
Code. 

NOTE: To locate the determination code, use the Eligibility Combo Wizard link. 

Payment Calculator show: I• niti al V I Adi Item Delete 11em Misc Adj ~ 

It em Asst 'lype E li g Code Receipt Date Pending E lig Amt lneli g Amt Prev iously Paid Adj lorPrev Pmt DMARTS Doc ID Image# Possible Dup Doc Dup Set 
PreviousA,"'ltl l nioal E HRZ- Eligible. Home Repaiis, S20,653.97 

Fl ood fns.irance Required 
Line ltem TOOtl PND-Pe11 dh19 50.00 
Pendi ng Total 

Misc Act 
AdjustlorPrev Pml 
Eligible Total Awanl 

Prev ious Award 

S0.00 

S0.00 
S0.00 
S0.00 IJtl'!. S20,653.97 

Calegoiy: HomeReJ)air V ~ Asst Type: ~IA-ppe-,1--V~vl ~ ood lnsurance 

IHJl - l nelioi ble-l nelio ible l nsurance I...-- ~ 
ligibii l yCode : . Elia Combo Wizard ~ 

4. Cl ick Continue to save the determination. 

i iiii,Mli 

5. Make at least one courtesy call attempt to the applicant to explain the 
documentation requirements, in accordance with appeals processing guidance. 

Generate /NI/INF/ Letter 

Next, to generate the INI/INFI letter: 

1. Cl ick on the appropriate link to generate letters. 

• From the Communication screen, click the Add link in the Outgoing 
Correspondence frame. 

• From the Confirmation screen, click the Letter link in the tool bar at top right 
of the screen. 

2. When the Letter Wizard opens, in the Available Letters frame, click on the 
ELIGIBILITY DECISION folder. 
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3. Select Eligibility decision, flood rqmnt, miti list and cl ick Next to continue. 

Program Code: ~ Language: Erglish 

Av ·1ab1e Leners----------­
e, ELIGIBILITY DECISION 

! .. ~ Appeal decision, flood rqmnt, mili list 

ll Fllg1h1l1h OP.<"':1~1on Floo~ Rqmnt Mn I I~1 

• · eJ NOTIFICATION LETTERS 
1h e) REQUEST LETTERS 

l 
IIDDI M:fflWI W'tMNI lfi:HAII 
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4. Select the check box next to the listed Category and INI/INFI determination, and 
then click Next again.  
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LETTER WIZARD 

Program Code: I HA V I Language: English 

Available Letters----------------­

$ ~ ELIGIBILITY DECISION 
i ,!I Appeal decision, flood rqmnt, miti list 

!. eJ NOTIFICATION LETTERS 

~ eJ REQUEST LETTERS 

I! Ellg1b1llty Dec1s1on Flood Rqmnt M,t, List 

11,mm■I 

Select the Assistances for the Letter 

Eligibility Decision, Flood Rqmnt, Miti List 

Assistances (REQUIRED) 
Select the ineligib le or w ithdrawn assistance you w ish to include in the Super letter 

~ HA• Home Repair • INI •Ineligible• Ineligible lnsurs.noe • lnitisl • 12/01/2020 

M:flUMI liMBAII 
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5. In the INI list, select the check box next to the appropriate insert for the decision. 

Program Code: I HA v i Language: EagUsh 

Available Letters-----------

Select the Letter Components 

Eligibility Decision, Flood Rqmnt, Miti List 

INI list (REQUIRED) 

$- ELIGIBILITY DECISION 

I 1... ,,;i Appeal decision, flood rqmnL mill list 
l!l Ellg1b1l1ty Oec1s1on Flood Rqmnt M1t1 List 

NOTIFICATION LETTERS 
REQUEST LETTERS 

D 

D INI - Ins Covers L iving Expenses 

~ □ INI - Ins Settlement Exceeds FE.MA El igible Dmg 

0 INI • Med;oe1 

D INI • Ml11lng Ina Slttlem•nt °' Olnl1I L•ttw 

D INI - Moving and Sto,age 

D INI -Othe, 

0 INI • Vehide 

DINI-HA 

!■;@@I! e:mM l■t®WI lfhid§II 

INI Inserts include: 

• INI - Dental 
• INI - Ins Covers Living Expenses 
• INI - Ins Settlement Exceeds FEMA Eligible Dmg 
• INI - Medical 
• INI - Missing Ins Settlement or Denial Letter 
• INI - Moving and Storage 
• INI - Other 
• INI - Vehicle 
• INI - HA 

INFI inserts Include: 

• INFI - Flood Insurance 
• INFI - Settlement Exceeds FEMA Elig Damage 
• INFI - Missing ins Settlement or Denial Letter 

6. Cl ick Next again . 
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7. Review letter components and click Preview to view the letter and ensure it was 
generated correctly.  
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PrOiJram: HA 

Language: English 

Letter: Eligibility Decision, Flood Rqmnt, Miti List 

Letter Code: SUPER 

Letter Description: Eligibility Decision, Flood Rqmnt, Miti List 

Components 

LETTER HEAD: 

INTRO BLOCK: 

GIS INSPECTION BLOCK: 

APPROVAL BLOCK: 

DENIAL BLOCK: 

INEL ONLY BLOCK: 

INI List: 
INI - Ins Settlement Exceeds FEMA Eligible Dmg 

EXPEDITED 9069 REQUEST: 

ASSISTANCES: 

HA- MR - INI - Ineligible - Ineligible Insurance - INIT - 12/01/2020 

Please Select a Letter Option 

II 

® Generate Only 

l■,mm■I l■m■I 1Pi4114tll lfMB#il 
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8. The letter will appear in the Letter Wizard Preview pop-up window. After 
previewing the letter, use the “X” icon at top right to close the window. 

 

9. Click the Finish button to complete the letter generation. 

 

10. Complete any other processing updates as needed, and on the Confirmation 
screen, create the Ineligible Comment to include the denial reason. 

11. Route the associated assistance line to the FEMA Ineligible queue. 

12. Click Submit on the Confirmation screen to complete processing. 

 

Civil Action No. 5:21-cv-00071 
13th Interim Response 

010405

@) Letter Wizard -- Webpage Dialog @) Letter Wizard PREVIEW -- Webpage Dialog □ X X 

-
Program: HA 

,., 
Language: English 

lt FEMA 
I 

Letter: Eligibility Decisi 
I 

Letter Code: SUPER Per.eC1'.yoor I 

Letter Description: Eligibility Decisi Adnmisuator G:l\'eltJOr 

Federa!Emog-Man.,,,-,,,Ai,,ncy 
I 

Components Nariooaltnlees;fog:Senia! Qmer 
P.O. Box 10055 
Hya1m U . ~IDl>?82-SOSS 

LETTER HEAD: l-S»&l-m!A(l362) 
Foo.N:>.: l.roJ-827-8112 Olle:12'01fm'.) -INTRO BLOCK: Di.anerNo.98); 
ID1~AppJC<lti:inNo.-

GIS INSPECTION BLOCK: (_ 
I 

APPROVAL BLOCK: 

DENIAL BLOCK: 

INEL ONLY BLOCK: 
The~Ellqency ~g~Ag:eocy(FD14.) tw cm:fu:Jmi?i\'edyourapplC.atilnfordsamr 
a.-s5tance. Thi; lenere:i)lmi v.tiy you.nn01 eligitleto!!Cel\tussisr.mce tomflMA·-s lndwJa6and 
Hou;eboli; Pio- I 

ASS5Ll.~ ~OfAPPRO\ lD 
I 

INI List: I, 
INI - Ins Settlement Exceeds 

Yoo iae DOttligit:lebecm.;e:: 
I 

EXPEDITED 9069 RE QUE ST: 
N-~1H-mun.aceStt8.t.mmt& ete rai\.Eli;gj;t:1e~e 

ASSISTANCES: Unhl:cpd\:aie in..Ul30Ce. tte fEMA h.ou.iiog repairprogrnmk mi:ed~ · to es-seotwt.ep.u5. As aml.U. ii 5 not 
WXOtre:Dni>ril!.Sur.ux.eset.tlet!enl.i toex:etd'ilila£ fIMAcanpt'O\'W iirrepll'a.st.wu:e. A:cotdhg,toour 
reco:i.. the total am:rm of your ilsuJmce -senlensl1 for OO'i1.sjng dar!llge S greater than the am:r.m1 ofFEMA 

HA- MR - INI - Ineligible - lnel npli" as-s6WICtJO'J areelgble IO?!Cei\'e. BecaJse FEMA CWIOI d:ipkateas.611111.« pmi&d by ilst.mw:e. 
I yo-Jra.sistarice i>r l!.oc:erepll'is 00( approved. 

' Ifyoudi.~ m!bourdeds:ioo Ihm yourbouse is co-.~ byhnruu:eorsou ofp1..u-~ is ootcO\--ered. 
yoa b.wetbu ighl toappeOO. li)·o-;1.apptalbeca:ue,s,on:eo:your~e i.. ootcO\~ pwse be-sure 10 inch.Ide 

Please Select a Letter Option instm.nce setti!uol docwnnts or a detitl letter ao.i an.y othen uppolting imc:mtion. 

ffi ded>ioo ~ · applies to FEMA boae ~airor~Lxemn1 ass6tance. Your~-est branyoth.Et fom:of 
a.s5tance is comiriered sepmi:ely. 

V 

.:, Geoff•t• ~ 

!•;mm+ l 1■tte- l Mw#i; ■, 1£1::Cil 
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Ineligible Other Reason for HA (INO) 

The INO letter is used for Denials in some HA decisions. Like other custom letters, the 
INO letter has multiple insert options. To generate an INO letter from the Confirmation 
screen, follow these steps. 

Record INO Determination 

Before generating the letter, first record the INO eligibility determination, as follows: 

1. If a pending line has not been created for the ineligible category, add a pending 
line. (See Creating a Pending Line on page 10 for instructions.) 

2. Access the category-specific assistance screen created with the pending line. 

3. In the decision area at bottom of the Payment Calculator frame (or in the 
Worksheet for some categories), select the appropriate Assistance Type (e.g., 
Initial, Additional, Reconsideration, etc.) and INO as the Eligibility Code.  

NOTE: To locate the determination code, use the Eligibility Combo Wizard link. 

4. Click Continue to save the determination. 

Generate INO Letter 

Next, to generate the INO letter: 

1. Click on the appropriate link to generate letters.  

• From the Communication screen, click the Add link in the Outgoing 
Correspondence frame. 

• From the Confirmation screen, click the Letter link in the tool bar at top right 
of the screen. 

2. When the Letter Wizard opens, in the Available Letters frame, click on the 
ELIGIBILITY DECISION folder. 

3. Select Eligibility decision, flood rqmnt, miti list and click Next to continue. 

Civil Action No. 5:21-cv-00071 
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Program Code: ~ Language: English 

$· ~ ELIGIBILllY DECISION 
L. U Appeal decision, flood rqnint, miti list 

IJ EIIQ1b1l 1Y Dec1s1)n FIO)d RQnnt M1fi List 

; • ~ NOTIFICATION LETTERS 

00· I:) REOUESTLETTERS 

l 
li 1®@i M1ft!M MIMMI lfl:idll 

X 

4. Select the check box next to the category and ineligible decision, and click Next. 

Progran Code: ~ Language: EngliS'I 

I! Eli ;,iil;ility(.h:~u~i :,n ll-1.a:d 1qrrrn t 111 1ti b~t 

• · ~ NOTIFICATION LETTERS 
fil. D REQUESTLETTERS 

Select the Assistances for the Letter 

Eligibi&ty decision, flood rqrmt, miti list 

Assistances (REQI.RREDJ 
Selec:t Ile l oeligible or Mtndrawn assissance you w isn to incluCleln the Super Letter 

0 HA - Hou'ing Asl!li~ance - 111S . lnwrad -Initial - 05/26}202 0 

_. 0 HA -Home R.epair-f tJO . fneligil:fe . Other-Initial . 11/01/2020 

D OTH - Persona, P10pe1t1J - UIS - 111.s.11ea - l nttul -05'26/2020 

D 0TH - Personal Property - IOR-OtherReason - Reconfd eral on - 12/02/2020 

l 
le;mmel ■=me Mt"MMI lf!:iiiji[ 
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5. On the Letter Components frame, select the appropriate INO letter insert option 
and click Next. 

Av11'11bte leuen 
~ !.J ELIGIBIUTY DECISI~ 

I- ~ "9pHI ded!Jon. llood rqmn~mll Ust 

*' ..J NOilFlCATION LffffRS 
• ...J REOOEST LETTERS 

Select the Letter Components 

EllglblDty decision, flood rqrmt, mttl 11st 

INO Lat (H.f:QU.U:D] 

□ t ~---.... 

0 R,>adtllld llfldQtt-N>OtlHAo:_e• 

n ACNdnnd 8rid9fs - Allotle,-"!>1Jlc;;aol 

□ llcud1111d tlrid91 s .Jlol 0...uo lttf olted 

a.....-.-.,_ --

l 
IP;®rni IM;ttGM ■am- IShBii' 
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6. Next, review the letter components and then click Preview to view the letter and 
ensure it was generated correctly. 

~ l cttcrWiztrd -· WcbpDgc Oiolog 

Program: HA 

Language: En glish 
Letter: Ellg ibili ty decislon. flood rqmn t mltl list 

Letter Code: SUPER 

Letter Description: B igibili ty decision , flood rqmn l, miti list 

Components 

LETTER HEAD: 

INlRO BLOCK: 

GI S INSPECTION BLOCK: 

APPROVAL BLOCK: 

DENIAL BLOCK: 

INEL ONLY BLOCK: 

INO List 
No I a Legal Resl den 1 

EXPEllTED 9069 REQU:ST: 

ASSISTANCES: 

HA- MR - INO - Ineligible - Oth er· INIT -12/0312020 

Please Selecl a Letler Option 

® Generate Onlyl 

11;@@11 l■etii 1Pitiii1¥1 Efl:iiil 

7. The letter will appear in a pdf format in the Letter Wizard Preview window. After 
previewing the letter, use the "X" icon at top right to close the window. 

8. Next, cl ick the Finish button to complete the letter generation . 

• , a.-iit•Onl)' 

1• ;00@+ I !■mow I 1Mft®lf 1 &i-iiM■ 

9. Complete any other processing updates as needed, and on the Confirmation 
screen, create the Ineligible Comment to include the denial reason. 

10. Route the associated assistance line to the FEMA Ineligible queue. 

11. Cl ick Submit on the Confirmation screen to complete processing. 

IA Training & Development Section V.2.0 

X 

45 



Web NEMIS Intial Assistance Reference Guide Generating Ineligible Letters with Text Inserts 

IA Training & Development Section V.2.0 46 

Ineligible Other Reason for ONA (IOR) 

The IOR letter is used for Denials in some ONA decisions. To generate an IOR letter 
from the Confirmation screen, follow these steps. 

Record IOR Determination 

Before generating the letter, first record the IOR eligibility determination, as follows: 

1. If a pending line has not been created for the ineligible category, add a pending 
line. (See Creating a Pending Line on page 10 for instructions.) 

2. Access the category-specific assistance screen created with the pending line. 

3. In the decision area at bottom the Payment Calculator frame (or in the Worksheet 
for some categories), select appropriate Assistance Type (e.g., Initial, 
Additional, Reconsideration, etc.) and IOR as the Eligibility Code.  

NOTE: To locate the determination code, use the Eligibility Combo Wizard link. 

4. Click Continue to save the determination. 

Generate IOR Letter 

Next, to generate the IOR letter: 

1. Click on the appropriate link to generate letters.  

• From the Communication screen, click the Add link in the Outgoing 
Correspondence frame. 

• From the Confirmation screen, click the Letter link in the tool bar at top right 
of the screen. 

2. When the Letter Wizard opens, in the Available Letters frame, click on the 
ELIGIBILITY DECISION folder. 

3. Select Eligibility decision, flood rqmnt, miti list and click Next to continue. 

Civil Action No. 5:21-cv-00071 
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4. Select the check box next to the category and ineligible decision, and click Next. 

LETTER WIZARD 

Prognim Code: I HA v I Language: e,,gII,h 

Available Letters----------­

' e) ELIGIBILITY DECISION 

1··· A Appeal decision, flood rqmn~ mill 11st 
l'J Ehg1b1hty Dec,s,on Flood Rqmnt Mill List 

Select the Assistances for the Letter 

Eligibility Decision, Flood Rqmnt, Miti List 

Assistances (REQUIRED) 

. e, NOTIFICATION LETTERS 
HI- c) REQUEST LETTERS ..... bd 0 TH • Pet>Onsl Propeny • IOR • Ot,,., Reason • Reo,nside,ation • 12J02/2020 

l 
IM;G:1®11 M:#iN e;m• lihi391 

5. Copy the appropriate denial text from the Codes Verifications Request Letters 
and Assistance Types SOP. 
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6. Paste the denial text into the Ineligible Other Reason(s) frame. 

• ] L<lla W....., •• W<OjNgC 0Y'°9 

_c-.oo., ~ Una,,- r,,o, ... Custom Text Letter 

ATai<IIMl•-· .,..._..oo.., ltM,on(tJ 

HI. 

-►• UJOl8llTTY Dt:CISIOH 
ttlialdtcllmQ. - Rlf1Y( m,lllbl 

OTI-1·"--..,__.· IOR-~RMson 

< > 

1111:Dil .lllmll 11:111111 Wi:ffit,M 

7. Cl ick Next. 

8. Cl ick Preview to view the letter and ensure it was generated correctly. 

9. The letter will appear in the Letter Wizard Preview pop-up window. After 
previewing the letter, use the "X" icon at top right to close the window. 

10. Cl ick the Finish button to complete the letter generation. 

!)GuM!,ra110nt,t 

1• ;0011- ! !■t@• I MF@H I &±1me 

X 

I I 

,. 

,,; 

11. Complete any other processing updates as needed, and on the Confirmation 
screen, create the Ineligible Comment to include the denial reason. 

12. Route the associated assistance line to the FEMA Ineligible queue. 

13. Cl ick Submit on the Confirmation screen to complete processing. 
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Updating Verification Requirements 

In Web NEMIS, you can update the status of general verification requirements that 
apply for all assistance categories, such as Identity Verification, only from the Info 
Control screen. However, you can update verification requirements for specific 
categories, such as Ownership, Occupancy, etc., from a category-specific assistance 
processing screen. 

Adding a Verification Requirement 

If you need to add a verification requirement, such as Identity Verification or Original 
Hotel/Motel Receipt: 

1. From the Verification Requirements frame of the Info Control screen or a 
category-specific assistance processing screen, click the Add link. 

2. In the Verification Requirement field on the Add Verification Requirements 
window, select the verification requirement you need to add, and click Save.  

The following screen examples show adding the Original Hotel/Motel Receipt 
verification requirement from the Transient Accommodations screen. 
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n FEMA 1nd1vldudts & Households Progrdm n:..,....,,.., .. ~urm1no.uo,, l!!mlt: o 
~ Ver$1C1'13210200 19$ s,,,_Tlll-12'C-,l:I.Sl'C In...,,_,., Lm21lJO 

--+ ·---- -~v- 0---
,_._°"'",_ 

) V 

@) Add Vtrification R,quir, muit •· Wtbpag, Dialog 

Category 

... Trin5ienl Accommodations 

Pending Assistance: 

@ Add ~rifk n ion Rtquil'emtnt •· Webp,ge Oi,log 

Pending AHlttance: 

Vetiflt.allon Aequitement 

veritie,tiot! suw,: I PeMing Request vi 
Stanr•Oate: ~111~"~"'°~"~----~ 

... liiiiiil .EDI 

• Et;g;bility ..... 

•Eligibility -
X 

Award Level 

rrst 
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Updating Verification Requirement Status 

If you need to update a verification requirement: 

1. From the Verification Requirements frame of the Info Control screen or a 
category-specific assistance processing screen, select the requirement you want 
to update, and click the Decision link. 

~ ~ Rental Ass,staoce 

Veri1ica1ioo Requirements 

Requirement 

Identity Veriication 
Signa1u re Ob1ai ned 

• S1atus Requirement 

Veri ied Occupancy 

Veriie .... Orig inal Hotel/Motel Receipts 

.... Dec i si oo ,... 

• S1atus 
Veriied 
Pending Request 

2. In the Verification Status field of the Decision window, select the appropriate 
verification status. 

~ Decision Verification Requirement - 4 '1 I 
Not Applicable 

X 

Vcrific•tion Requircmcrt$ Pending Request -------------------------~ 

I 
NotVenfied I 
Pending Response 

venncauon Reau1remen~ T,mer_E, xoued 
Verification Status : ~ 

St•lu• Dote: ~112_10_3!2_0_20 ___ ~ 
ASSOCiale 

Aeeix iate • Subetantial on Roeeivod 
9~98 

l nsuianoe Se!Uement 

Mere-hant's S1atement 

Oocumaitld Ooecription 
52032 200 Auto Oe1e1111i ned 

52044149 INS SETTLE MENl I PG 

52033 198 Auto Oe!e1111i ned 

52038 197 Auto Oe!e1111i ned 

D 
D 
D 
D 
D 

Appi eant•s S1a1Hunt of la◊kof ln91ran ce 

HolelhJ otel Receipt 532340.tS Separate Ch.e<:kl n Ch ec-kOut Datuon Sar1e Ho!el Recipt 

A.pS:,icablelNCl Al)l)k<:able 

Assa stance Afecte<I By Veritcation ReQuirement 

Appliublo • Program Catcgo,y 

~ Hou~ng As:iMnc.e Tn,n$c-n l kwramoda lion:s 

Elgy Type 

Ini tial 

IMifrt◄i i+Mi!II 
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3. If you updated the Verification Status to Verified: in the Associate frame, select 
the Substantiation Received item(s) used to substantiate the verification 
requirement. 

@) Dc:cision Vc:1ificcition Rc:qui1cmcnt -· Wcbpogc Diolog X 

Vcrilicotion Requirement$ 

v~nfic.ation R@ uir@ment : 

Ver ification Status: 

51a1Us ooce: 

Assoc iate 

Assoc iate •Slbstan ti aion Receivod Ooc1.1mant ld Descripti on 
90-69B S203820 0 Auto Oetemi i ncd 

l nauanoe Settlaitlen l 520◄410 111S SETTLEMENT 1 PC 

Merehan!'s Staklment 52038198 Auto Detenn i ned 

pli cant•, Statem ent of l ackof lnS11 ranoe 5203819 7 Auto Dttem, i ned 

s.32840◄ 5 Sepa raie Chedln Check Out Oates on Sa.Yie Hotel Recipl 

ttowin Asfiance rramient .co::(lllt"IOdatlons 1nma1 PNO . Pendin 

4. Cl ick Save. 

5. In the Assistance Affected by Verification Requirement frame, ensure the 
Applicable checkbox is selected for the assistance category you are processing. 

NOTE: If a verification requirement is listed for the category but not actually 
required for eligibi lity (such as the Occupancy verification requirement for "Other" 
when processing Child Care assistance), set the Verification Status to Verified, 
and also associate the requirement with a substantiation item. However, uncheck 
the Applicable checkbox for that category. 
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Creating a Workpacket 

If you need to create a workpacket while working in the Web NEMIS FEMA Manual 
Determination queue, use the following steps: 

1. Cl ick on the Create WP link in the bottom part of the menu at left of the screen. 

IA Training & Development Section 

Overview 

➔ Re9istran t Info 

' ln,pection Status 

' linellems 

➔ Communication 

➔ Info Control 

➔ U nlced Regs 

tleeds'To Do 

➔ Registration Status 

Events Hi story 

RI Histo,y 

➔ ln ,pection History 

Hold 

Create WP 

Add As:i sance 

0 

0 

0 

~ ~ 

Verification Requirements 

Requirement 

Identity Verilcallon 
Signature Obtained 

lnaurance Settlement 

Insurance Type 

Mobile Home (OIR) 
Mobile Home (0/R) 

•S 
Ve 
Ve 

IE Correspondence Received 

:'.:!J. Personal Property Une Items 

O selectAII Category llem 

D Appl 3010 

D Appl 3310 

D Appl 3050 

D Appl 3020 

n Appl 3030 

Payment Ca le ul a tor Show: 

Item Asst Typ 

Line l tlem Total 
Pending Total 

MixAq 
Aq ust for Prev Pnt 
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2. In the Route to Process field, of the Create WP window, select the queue 
(process) where you want to route the workpacket. 

Create WP £1 
Regis tr at ion Ill: 150413200 

Route to Pro•c·e ss: 
FEJIN\ AFPEAL 

Route to Sub-queue: FBW\ CONTINUED ASSISTANCE 

Pr' . FBW\ FLNERAL 
oonty: FBW. INFOCONrnQ. 

Review Reason: F8W\ IM NUAL OETERMNATION 
FBW\ A'<E-RECOU' IVENT RB/IEW 
FBW\ Slf'ERV ISCR RB/18/V 

3. In the Review Reason field , select the reason for the workpacket. 

I Create WP £1 
Registration ID: 150413200 

--------~ 
Route to Proces s : FEMA IR6-RECOUR1181Jl' RB/IBN V 

Route to Sub. queue : AUTOIVATEil ffiOCESSNG VIORK-PACKET 

...... Priority: ~~~ION REVIEN 

~ Re\liew Reas on: 

4. Cl ick Save. 

RBXlUAI.ENT RB/BN 
RBSSUE INACCESSIBLE INSF£CTION 
RBSSUE WNC INSFccrlON 
RBSSUEWVO INSF£CTION 

5. In the Create WP pop-up Comment/Contact window, select the appropriate 
checkbox and selection field options and enter information in the Summary and 
Details according to guidance for the workpacket creation reason. 
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Routing and Splitting a Workpacket 

In Web NEMIS, when you finalize your work on the Confirmation screen, you can route 
individual assistance lines to separate locations. You can also route some assistance 
lines out of a queue and retain other assistance lines in the queue.  

The only time you need to split a workpacket is if you are routing ALL assistance lines 
out of the queue and yet still need to keep the case in the queue. You would split a 
workpacket from the Confirmation screen also. 

Routing Assistance Lines 

After you complete processing actions and determinations for each assistance category 
being addressed, you can select routing locations for assistance lines as follows: 

1. Navigate to the Confirmation screen to finalize your work.  

2. In the Select column of the Decision frame at top of the screen, select the 
checkbox for each decision you want to route out of the queue. 

3. If you want to retain any decision lines in the queue after submitting your work, 
leave the “Select” checkbox unchecked for that line. 

4. In the Routing field, select the queue for each assistance line being routed out. 

5. If you need to designate a subqueue, select it in the Subqueue field.  

 

In the example image above, the agent is routing assistance lines as follows:  

• Rental Assistance is routed to the FEMA Approval queue, Non DRM subqueue. 

• Personal Property will remain in the FEMA Manual Determination queue because 
it is unchecked. (Notice the Routing and Subqueue fields are greyed out.) 

• Medical is routed to the FEMA Info Control queue, Pending Receipt Subqueue.  
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• Home Repair is routed to the FEMA Approval, Non-DRM subqueue. 

• Funeral is routed to the FEMA Funeral queue. 

Notice the Split Workpacket field is greyed out. If any decision lines are unchecked, 
this field will be inactive because splitting the workpacket will be unnecessary. 

NOTE: The system will not allow you to route an assistance line to the FEMA Complete 
queue. If you need to route a workpacket to FEMA Complete, complete casework for all 
unmet needs first. Then route all assistance lines out of the queue, with the Split 
Workpacket field selected. That way, you will remain in the case after routing, and can 
then it to the Complete queue. 

Splitting a Workpacket 

If you need to route all assistance lines out of the FEMA Manual Determination queue 
and also retain a case workpacket in the queue: 

1. Navigate to the Confirmation screen to finalize your work.  

2. In the Select column of the Decision frame at top of the screen, select the 
decision lines to route out, as well as the Queue and Subqueue locations. 

3. Click on the Split Workpacket checkbox field to retain the workpacket in the 
queue after routing. This field is activated if all other decision lines are selected 
for routing.  

 

In the example image above, the agent is routing all active assistance out of the queue. 
Because Split Workpacket is checked, the case will remain open in the FEMA Manual 
Determination queue after the agent finalizes their casework and uses the Submit 
button to route all the assistance lines elsewhere. 
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Rental Assistance Basic Processing Steps 

SOP: Rental Assistance 

Processing initial Rental Assistance in Web NEMIS is similar to processing initial Rental 
Assistance in Legacy NEMIS. As in Legacy NEMIS, creating an initial Rental Assistance 
pending line creates a worksheet screen to use for recording your determination. Also 
as in Legacy NEMIS, the initial Rental Assistance worksheet does not provide a 
Correspondence Received frame or link to an Item Substantiation window or include a 
Payment Calculator frame.  

Perform Case Review 

To review a case for a Rental Assistance need: 

1. Review the Banner and the Overview screen to determine whether the applicant 
meets general criteria to process Rental Assistance. Look for:  

• IDV=Pass 

• Primary=Yes 

• Occupancy = Verified  

• HRR=Yes OR Utilities Out=Yes OR Inaccessible=Yes 

NOTE: If utility outage or inaccessibility is not confirmed at inspection, it 
may be verified via verbal or written substantiation from an official source. 

• Will Move=Yes 

2. On the Banner, check whether the dwelling is in an SFHA Flood Zone A, V, W, 
or in a CBRA area, as these locations call for specific eligibility codes. 

3. Review Comments and Contacts on the Overview screen, Communication 
screen, or Event History screen. 

4. From the Overview screen, check the Workpacket History to see when the 
workpacket arrived in queue. 

5. Review the Events History window to see why the case is in the queue and get 
an overview of all actions performed in the case. 

6. Review information on other screens as needed for the case.  
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7. Create a Rental Assistance pending line if not done previously.  Use the Add 
Assistance link in the menu or the Add link in the Temporary Housing frame of 
the Assistance screen. 

 

Substantiate Insurance Settlement/Denial Letter 

Check whether the applicant has insurance for the damage type that includes ALE/LOU.  
If so, a settlement, denial, policy declaration page showing lack of coverage, or verbal 
substantiation with Insurance Company needs to be substantiated before processing an 
award. 

For Rental Assistance, you can substantiate documents from another assistance 
processing screen, or from the Communication screen.   

To substantiate an insurance settlement from the Communication screen: 

1. From Correspondence Received frame of Communication screen, select INS 
SETTLEMENT link in the View Document column. The settlement document 
item will open in Substantiation view. (NOTE: You may need to look through 
multiple Insurance Settlement substantiation items to locate the one for 
ALE/LOU.) 

2. If needed, use the View Full Image link to review and verify information on the 
settlement/denial.  Verify insured name, date of loss, cause of damage, and 
property address match applicant’s file. 
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3. In the Policy field, select the policy associated with the settlement.  If the policy 
is not on the pull-down selection list. 

a. Select to Add a policy.   

b. In the pop-up window, Insurance Type and Company Name are required 
fields. 

c. Enter policy details available to you and save your entries. 

d. Save returns to Item Substantiation. 

e. Select the policy you added. 

4. Add and/or correct information in entry fields to ensure substantiation is complete 
and accurate. 

5. Save your work to return to the Communication screen.  

A settlement record from substantiation process is auto-populated to the Substantiation/ 
Settlement frame of the Assistance screen.  A different line will appear for each form of 
coverage (one for each substantiation item created for the coverage types on the 
settlement document). 

Review/Update Verification Requirements 

If the applicant meets all eligibility requirements for a Rental Assistance award, next 
ensure all verification requirements are met and set to “Verified.”  You can view the 
Rental verification requirements on the Info Control screen or the Verif Requirements 
tab of the Rental Assistance processing screen. 
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If you need to change the status of any verification requirements: 

1. On the Info Control screen, select a verification requirement to update, and then 
click the Decision link.  (NOTE: Select the Category first if you want to display 
Rental Assistance verification requirements only.) 

2. In the Verification Status field of the Decision pop-up, select Verified (or other 
applicable status).  

3. In the Associate frame, if the Verification Status is Verified, select the 
Substantiation items(s) to associate with the requirement. 

4. In the Assistance Affected by Verification Requirement frame, ensure the 
Applicable checkbox is selected for Rental Assistance. 

5. Save your change. 

Make a Determination 

1. In the Eligibility field, select the appropriate Eligibility Code (ER, ENCOMP, 
ERIA, ERU, ECBRA, INI, etc.)  

 

2. For an eligible determination: 

a. Click the FMR button to auto-populate the Monthly Payment field with the 
Fair Market Rent amount for the damaged dwelling location.  
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b. In the X Number of Months field, enter 2 for ER, or enter the appropriate 
number of months based on guidance for the eligibility code selected. 

 

3. Click Save and Continue to save your determination. 

NOTE: When you click Continue to save your determination, Web NEMIS advances 
you to the next processing screen. If no other pending line is open in the case, Web 
NEMIS advances you to the Confirmation screen. 

Finalize Your Work 

1. After you have processed assistance needs in the case, navigate to the 
Confirmation screen. 

2. In the Decision frame, select each decision line you are routing out of FEMA 
Manual (and/or unselect any decision line you need to retain in the queue). 

3. Confirm or select the appropriate routing destination for each decision line. 
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4. If you need to retain a workpacket in the queue after routing all decision lines out 
of the queue, select the Split Workpacket checkbox. 

5. If you need to generate a letter (e.g. INI letter), use the Letter link and follow 
prompts to do so.  

a. After returning to the Confirmation screen, select the appropriate Letter 
Decision option (Generate Only or Send Letter to Mail Queue for the 
type of letter in the Generated Correspondence frame. 

6. If you need to create a Contact, use the Comment/Contact link at top right of the 
screen to do so. 

7. Generate a Comment by clicking the Generate Comment button, and edit the 
Summary and Details information as needed. 

 

8. If applicable, select the related documents that support your decision(s). 

9. When ready to route the case, click Submit. Decision lines will be routed to 
specified queues, and you will be exited from the case.  
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Lodging Expense Reimbursement Basic Processing Steps 

SOP: Lodging Expense Reimbursement 

Perform Case Review 

To review a case for a Lodging Expenses Reimbursement (LER) Assistance need: 

1. Review the Banner and the Overview screen to determine whether the applicant 
meets general criteria to process Rental Assistance. Look for:  

• IDV=Pass 

• Primary=Yes 

• Occupancy = Verified  

• HRR=Yes 

• HRR=Yes OR Utilities Out=Yes OR Inaccessible=Yes 

NOTE: If utility outage or inaccessibility is not confirmed at inspection, it 
may be verified via verbal or written substantiation from an official source. 

2. Review Comments and Contacts on the Overview screen, Communication 
screen, or Event History screen. 

3. From the Overview screen, check the Workpacket History to see when the 
workpacket arrived in queue. 

4. Review the Events History window to see why the case is in the queue and get 
an overview of all actions performed in the case. 

5. Review information on other screens as needed for the case.  

6. Create a Transient Accommodations pending line if not done previously.  Use 
the Add Assistance link or the Add link in the Temporary Housing frame of the 
Assistance screen. 
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Substantiate Lodging Expense Documentation 

" 

1. Navigate to the Transient Accommodations processing screen and review 
general information on the screen. 

2. Expand the Correspondence Received frame, if needed, and then expand the 
set of documents containing Lodging or Hotel/Motel document items. 
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4. At top of the Item Substantiation window, select the document item you want to 
substantiate from the list of document items. It will be highlighted in yellow. 
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5. Check the document Category and Item Type fields, and make any corrections 
to these fields as needed. 

6. If the Image page number(s) field is blank or incorrect: 

a. Select to view the fu ll image. 

b. Then navigate to the document item in the set of documents and 
determine which page(s) it is on . 

c. Return to the Item Substantiation window and enter the page or page 
range in the Image page number(s) field. 

7. Enter or confirm the Receipt Date and answers to the Yes/No questions, and 
make any corrections needed. 
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8. Enter or use the calendar feature to select the Check In and Check Out dates. 
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Requirements for Check In/Check Out Field Entries 

• The Check In date must not be earlier than the incident start date. 

• The Check Out date must not cause the last night stayed to overlap with any 
category of approved Temporary Housing assistance beyond what guidance 
allows for the disaster. 

(NOTE: Web NEMIS auto-calculates the last night stayed to use as the LER 
"To" date as 1 calendar day before the Check Out date entered.) 

After you click Save, if a Check In or Check Out date is ineligible, Web NEMIS 
will display an error message and will not complete the save action. The 
message will indicate the allowable date. For example: 

Error: Che ck In can not be before the start of the Ind dent Period: 09/ 22/ 2019; 

How should you continue if any dates in the Check In and Check Out date range 
are not allowable? 

• If the Check In date was before the incident start date: 

o Enter the incident start date as Check In date. 

o Also, use the Adjustments field to deduct payments for ineligible 
dates from the total. 

• If any dates in the Check In and Check Out date range overlap a 
Temporary Housing award by more than what is allowable: 

o Enter the first allowable date as Check In date. (Check-In date 
entered cannot be earlier than Incident Start Date.) 

o Enter the day after the last allowable date as Check Out date. 

The last allowable date depends on the form of Temporary Housing 
awarded and disaster-specific guidance. See the Lodging 
Expenses Reimbursement SOP and the pertinent DSOP for 
details.) 

o Also, use the Adjustments field to deduct payments for ineligible 
dates from the total. 
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• If the entire Check In/Check Out date range is ineligible due to 
occurring before the incident start date or after an allowed Temporary 
Housing assistance overlap date: 

o Ensure the "Registrant meets the criteria to be processed for 
this assistance?" question is answered NO. This will make the 
receipt amount inel igible. 

o Change the Check In and Check Out dates to the nearest 
allowable dates- and make sure Check In date is earlier than 
Check Out date. This will allow substantiation to be saved . 

o After you save substantiation, the receipt amount will appear in the 
Ineligible Amt column of the LER Payment Calculator. 

7. After entering allowable Check In and Check Out dates, enter or verify the 
Receipt Amount field entry. This should be the full amount from the receipt. 

Q I) i.:o,,. •~•,._,,, ~721.52 
,,::.> ~C~!21' :a,~1:2') ~ , t,;,r.1 :H 

~ 37.52 

8. Non-room charges for food, telephone, internet, movies, pets, etc. , are NOT 
eligible for reimbursement. Enter the sum of any ineligible charges in the 
Adjustments field . 

You can use the sub-calculator to add multiple charges, if needed. Adjustments 
are deducted from the Receipt Amount to calcu late the Pending Eligible Amount. 

s!,;au o 
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1- ii 
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9. In the Verified field , select "Verified," or select the appropriate response if you 
made a courtesy call. This field does not affect processing actions but does 
confirm that a caseworker reviewed the document item and ensured all field 
entries were entered correctly. 

• Registrant meets the criteria to be processed 
for this assistance? 

• Receipt Amount 

• Adj us tm ents 

Pending Eligible Amount 

• Check In 

10312112018 

• Check Out 

10313012018 

@ YES O NO 

~721.52 

~ 37.52 

$1684.00 

I+ i 
1-i 

.... Veriied: I Yes V I 

.... 0 Do not add this item to the calculator 

Mril·HHI 

1 O. If the substantiation item includes an amount to award (lodging receipt) or deduct 
from an award (ALE settlement) ensure the "Do not add this item to the 
calculator" checkbox is NOT checked. 

11. After completing substantiation entries, Save your work. 

12. Continue as follows: 

a. Select the next item to substantiate in the list at top of the window and 
follow the steps above to substantiate that item. 

b. After completing (and saving) substantiation for all items, Close the Item 
Substantiation window. 

After you save substantiation, if all criteria are met, the LER Awards frame on the 
Transient Accommodations screen will display the Check In date in the From field , and 
the date before the Check Out date in the To field. (The To date is the last night stayed 
vs. the Check Out date.) 

Review the screen to ensure entries in the Payment Calculator are correct. 

NOTE: Review all sets of Documents in the Correspondence Received frame to see if 
any additional Lodging or ALE/LOU Insurance document items are included in other 
sets of documents. If found, complete the substantiation process for those items also. 
(You can cl ick the longer DMARTS document ID link to review each set of document 
items in an image viewer before accessing items in Item Substantiation.) 
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Substantiating Hotel Receipts for Multiple Stays 

If Multiple Stays are on Different Receipts 
1. Substantiate the first hotel/motel receipt by completing all fields as instructed in 

the previous section, and uncheck the “Do not add this item to the calculator” 
checkbox. Then Save the substantiation. 

2. Select the next hotel/motel receipt at top of the window and then substantiate it 
and Save your substantiation likewise. 

3. After closing the Item Substantiation window, payments for both hotel stays will 
appear in the Transient Accommodations Payment Calculator. 

If Multiple Stays with CONSECUTIVE Dates are on the Same Receipt 

If multiple stays are shown on a single receipt for the same hotel, and if the dates are 
consecutive but simply show different per-day amounts, substantiate the receipt as 
instructed in the previous section. 

As long as the hotel/motel total receipt amount is entered and the ineligible amounts are 
deducted, the appropriate payment will appear in the Transient Accommodations 
Payment Calculator after the substantiation is saved and the window is closed. 

If Multiple Stays with NON-Consecutive Dates are on the Same Receipt 

If a single receipt for the same hotel includes dates for separate stays that are NOT 
CONSECUTIVE, process as follows so the dates will be reflected accurately…. 

1. First, substantiate the hotel/motel receipt for the first stay. Complete all fields. 

2. Use the Check-in/Check-out dates of the first hotel stay, and SAVE the 
substantiation. 

3. If the amount for this stay is not itemized separately: 

a. Use the sub calculator beside the Receipt Amount field to calculate the 
amount paid for the “check-in/check-out” timespan.  

b. Enter ineligible amounts for that timespan to deduct in the Adjustments 
field. Use the sub calculator beside the field to record a note for each 
ineligible amount. 

4. Make sure the Do not add this item to the calculator checkbox field is 
UNCHECKED. 

5. Save the substantiation when completed (but do not Close the window). 
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6. Next, add a new substantiation item for the receipt document so you can 
substantiate the next hotel stay. 

a. At the top right of the Item Substantiation window, above the 
Correspondence Received list, cl ick the Add link. 

cormsP011<10l'ICO Rec«v Qd 

Category #ofkems To Calcul«or VerWled ttem Type/Descript ion OMARTs Document 0 [)Jplc,.e r:, 
LO<tJing 1 HoteiMllel Rcpt ml00•100• 1015b82 
LO<tJing y Ye, Hoa,IMllel Rcpl 520'42 19 0612G/2017 

CEI 
Last Viewed 

1:?,11512020 
l:?,11512020 

The bottom left pane will continue to display the same receipt, but the bottom right 
pane will display blank fields for the Category and Item Type. 

lt~m Sub<..tant1ation 

-

Comtspondence Rec.eiv e<I Md COff'IMlte 

c«egor y O' ofttems To cak:uk«or Ver fled Item TypetOesciiptk:m 

Hole!IMllel Rep! 

OMART$ Document 0 

m100•100•1015b82 
520JJ219 

~pltlle(:, Re<ewed 
06126/2017 
06/2612017 

Lo:uVlewe<I 

12/11512020 Lodging 
lodtJing y Ye tbtelf>.'olel Re-pt 121tlS/2020 

\I iew Full Image Page: V D lhlis oocumoous a ouolica~ or. 

" • c .. egor y: ._I __ __,v ! • item Type: .__ ___ _, 

181 97Dew Drop Inn 

7. In the Category field, select Lodging, and In the Item Type field, select 
Hotel/Motel Receipt. New substantiation fields will appear for you to enter 
details about the hotel/motel receipt. 

8. Complete all substantiation fields for the second stay. 

a. Use the Check-In and Check Out dates for the 2nd hotel stay. 

b. If the second stay is not itemized separately, use the sub-calculator beside 
the Receipt Amount field to calculate the amount paid for the check­
in/check-out date range of this stay. 

c. If applicable, use the sub-calculator beside the Adjustments field to 
record any deductions for inel igible expenses. 

9. Save the substantiation information. 

10. When the Item Substantiation Description window pops up, enter and Save a 
description for the item. 
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11. Repeat the process for any remaining non-consecutive hotel/motel stays on the 
same receipt. 

After you close the Item Substantiation window, the Payment Calculator on the 
Transient Accommodations screen will list a payment for each hotel/motel 
substantiation item that was saved. 

Request Additional Information 

If additional documentation is required to verify lodging expenses, inaccessibility, or 
utility outage, generate an ADOC letter with the appropriate letter insert(s). The Request 
for Documentation (ADOC) Letter section on page 25 provides details about generating 
the ADOC. 

See the Lodging Expenses Reimbursement SOP, Section B. Information Requests, for 
guidance on LER information request letters. 

Review/Update Verification Requirements 

In the Verifications frame, ensure all verification requirements are “Verified.”  (Use the 
Info Control screen to update general verification requirements; use the Transient 
Accommodations screen OR the Info Control screen to update Lodging Assistance 
verification requirements. 

1. If the Original Hotel/Motel Receipt verification requirement is not listed, add it. 

a. In the Verification Requirements frame, select Add.  

b. In the Pending Assistance list, select Transient Accommodations. 

c. In the Verification Requirement field, select Original Hotel/Motel 
Receipts and click Save. 
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b. If el igible, set the Verification Status to Verified and Associate the 
verification requirement with the Hotel/Motel Receipt substantiation item. 

c. In the Assistance Affected by Verification Requirement frame, ensure 
the Applicable checkbox is selected for Transient Accommodations. 

d. Cl ick Save. 

3. If you need to update other verification requirements: 

a. On the Transient Accommodations screen or Info Control screen, select a 
verification requirement to update, and click the Decision link. 

b. In the Verification Status field of the Decision pop-up, select the 
appropriate status. 

c. In the Associate frame, select the Substantiation items(s) used to verify 
the requirement. 

d. In the Assistance Affected by Verification Requirement frame, ensure 
the Applicable checkbox is selected for Transient Accommodations. 

e. Save the update. 

Make a Determination 

1. From the Payment Calculator, select the appropriate Eligibility Code (e.g. ETR, 
ILER, or other appropriate determination). 
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2. Click “Continue” to save your determination. 

Finalize Your Work 

1. After you have processed assistance needs in the case, navigate to the 
Confirmation screen. 

2. In the Decision frame, select each decision line you are routing out of FEMA 
Manual (and/or unselect any decision line you need to retain in the queue). 

3. Confirm or select the appropriate routing destination for each decision line. 

 

4. If you need to retain a workpacket in the queue after routing all decision lines out 
of the queue, select the Split Workpacket checkbox. 

5. If you need to generate a letter (e.g. INI letter), use the Letter link and follow 
prompts to do so.  

a. After returning to the Confirmation screen, select the appropriate Letter 
Decision option (Generate Only or Send Letter to Mail Queue for the 
type of letter in the Generated Correspondence frame. 

6. If you need to create a Contact, use the Comment/Contact link at top right of the 
screen to do so. 

7. Generate a Comment by clicking the Generate Comment button, and edit the 
Summary and Details information as needed. 
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8. Select the related document that supports your decision(s). 

9. When ready to route the case, click Submit. Decision lines will be routed to 
specified queues, and you will be exited from the case. 
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Home Repair Basic Processing Steps 

SOP: Home Repair Assistance 

Perform Case Review 

To review a case for a Home Repair Assistance need: 

1. Review the Banner and the Overview screen to determine whether the applicant 
meets general criteria to process Home Repair Assistance. 

NOTE: The example screens shown below are for a mock applicant in a 
simulated disaster in the test development lab system. 
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NFIRA ComplU:nc e: 

lfflRA Moth Type: 

H,b;l4b;i;ly Rcom,:sRcqu;,cd; Yes ~ •vcd/\\llH;nu lo Mo"'; Yes 
Bearoonuocoipted: l Essenaa.l Ut lllllU O Ut f,J Q 

lna~uSble: tfo 

Yes 
tfo M a1d"I 

~ 

,,. Regi!lra1i1Jn S1atus Category Ant Typ& Awsrd Lnel Eligibility 

INS - In sured 

E Hg 03.te HA Amount ON A A.mount Schedule 03.(e 

Initial Fi Rt -OS/25/2018 

E,'6nt3Hi31ory 

.,. RJ HiSor/ 

Housing ASSstanee 

Other Initial FiDt EMISC - Eli9ible Ni:t:ellanco05ltu13 
INS-lnuired 

05/2S/2018 S147.99 0S/26/2018 
Permnal Property 
Rr..n h l A.~:i11n.-.t: 

1H Sumrm.ry 

""' Initia l F'ir,it F' R -F' li,iiblr.. - Rr:ntal A.'W~11nrr. 

05{25/ 201 8 

tt lli91'01Ft s 1 n, on 

.,. ln,pcc.tion Hillort Rti>,alrJReplcee Total : S0.00 

Temo HousinG Total : SZA:».oo 

OMA l ot.I: $147.99 

un••• r<eoa;• • ••" .. Nn ; "31.000.00 ., • •oal<IR>>lace Mon<s • • wrn&4; (>O.OO) Temp Houslno,Monles Returned: (S0.00) 

Temp Hous1nQ"'Nonles Reissued: S0.00 

Total Monies Ret11med: (SO.oo; 

{ 

FIP Pakt W .00 

tl ntll~ l u141Awerd,: 32.003.9-9 

Look for: 

Undet ONA lr/la)t: Sl1,75Z.0 1 

Total Fed Fund~ S:2,00S.99 

RepalJ/~lace Monies Reissued: 50.00 

ONA Monies ReturltEd: ~ .00) 

ONA Monies RelSSJJt4: 50.00 Total WIOni tS Reissued: S0.00 

• IDV = Pass; O/R = Own; Flood Zone designation; Not in CBRA zone 
• Ownership = Verified; Occupancy = Verified 
• NFIRA Compliant if flood damage in Flood Zone A, V, W; HRR=Yes 
• Home Repair/Replacement funds are under IHP Max for the category 
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2. Check the Inspection Damage Type and the Insurance Type. If the applicant 
has insurance that covers damage type, check whether a structure/dwelling 
settlement is on file . 

Comment/Conm.ct Hi:story Show: ~ I ~ I At! ln:,unmce Type Settlement on File - Ye:, Verification Stn.tu:, ~ 

Type ~ nershipVerified: Yes Date & Time Summary Line Source 

06/27/2018 02:01 91 CIC TO I IISURANCE COMPANY Registrati on Intake 
05/25/2018 12:13 X310 

Nobile Home (0/R} 4......_ Occupancy Verified: Yes 
~ NFIRA Main!. Rqmt Uo 

NflRA corrpllance: Yes 
Nf lRA Match fype: tl o M atdl 

Inspection 

lnsoection Pendino: No Prim arv Re!dence: Yes 
ReSdence Type: llobile Home 

Habitabil ity Reoairs ReQu ired : Yes 
Bedroo11s Occu pied : 3 

Moved/Willino to 1..1 ove: Yes 
ESS?ntial Utilities Out Ho 
l nacceSSble: Ho 

Hum ber of ln ~ ectionsCom pleted : 1 

Dam age Type: Flood/ ' 

3. Review Comments and Contacts. 

4. If not done previously ... 

a. Check Workpacket History to see when the workpacket arrived in queue. 

b. Review Events History to see why case is in the queue and get an 
overview of all actions performed in the case. 

c. Review information on other screens as needed for the case (e.g., Line 
Items, Linked Regs, etc.). 

d. Create a Home Repair pending line. Use the Add Assistance link at 
bottom left of the screen or navigate to the Assistance screen and click 
the Add link in the Housing Assistance frame. 

Add l\s:sistancc l3 
Program: ~ - Category: IHOVERB'AIR G 

Aeet Typo: INITIAL 

;;:;;:::::;;;;::;;;::;:;:;:::::==========::::'.~ ----­
Eligibility: IA-JD - fBIOING 

WfhMI liiet!§II 
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Substantiate Home Repair Document Items 

NOTE: Check all sets of documents listed in Correspondence Received frame for 
Insurance Settlement document items that may be included in another Category listing. 

1. Navigate to the Home Repair assistance processing screen and review general 
information on the screen. 

~ Rental Asmgtan,ce Trans.entAceommodation!l ~ Conirmation C~ntlConbct ■ 

I Verifica tion Requirements I 
Reauirement • scatus 
ldeni tyVeriicalio n Verified 
Sig nature Obtai ned Verified 

Reaui rement 
Ho11 e o\\lle l'sl nsura noe 
Ooc:upa.n cy 

01;\llersh ip 

< 
Show. Struduie I Contenhl M! I Im,1.u1u1Cc Scttlem=nll 

Insurance T~e 
Mobil e Home (O/R} 
M obi e Home (0/R} 

• Cov eraoe Type 

Stru ctu ie 
Conten !s 

Cla im Date 

0 3/22/201 8 
0 3122/201 8 

~d Decision rJ_1H• S•u•mm.,- ~-----•' 
, Sla lJs Rei:o ir/Replace Total : S0.00 Monies Returned : (S0.00) 

Veri i e d 

Veri i e d 

Vari i e d 

Temp Hou3ing To\tl l ; 52 ,456.00 Monie:! Rci33Ued : S0.00 

ONA Total: SH7.99 Total Fed Funds : 52 ,6 03.99 

FIP Paid : 

} V Total Awards : 

Subl!lklntiat ia, Pol'icy; Add 

so.oo Under Reoair/Reolace 131,900.-0 0 
Max : 

S2,603.99 Under ONA Max : S31,7S2.01 

Notea 

Claim No. 
0010 20 d.S1 17 
001 0 204-&1 17 

Settle Date 
03nsno 1 s 
03n sno1 s 

Setlement: Add fdil 

Settle Amoont 

S30,00 0.00 
SS,500 .0 0 

ALE E xhausled 

No 
No 

Subst 
620.41618 
620.41619 

~ 

83 Correapondcncc Rccei-v cd ~ 

~ I Rea l P roperty Line llems 

D select AU tterlll Item Na me 

□ 

□ 

□ 

5341 Door, in terior, it p lace 

6542ToUeland tank n:in:tafl 

6546Sint, n: inSall 

fflgiblity C31CUlator I ComparefReYiew I Inspec:10rCom·ret1b I ~ Add I f.Clt I f<ltln&u-ecl I Select Item I Column Sort I Clleg()ry SuInntry 

lnsoectiOJTOma Type Elio Oma l nsll'ed Units 

l niial Flood Ye:s Hot S95. 09 
ln:1.1,ed 

l niial Flood Y« !<lot SB0. 36 
lns11cd 

Initial Flood Ye• Not S73.24 
ln11,ed 

UOM Mat Obs HA Qty HA Award Asst Type 

fadl ·13 5 

f adl 3 

fadl ◄ 

Total HA Award: S 0.00 

SUbst Arrt Pai d By Receiii 

Taal Amt Paid By Receipt 0,00 

Add tt«n Odc18 Hom Miec Ad !!.£!2. Payment ca le ulator 

Item 

Stow:I All vi 
Asst Type E lig Code Receipt0a1e Pending Elig Amt lnelig Amt Previously Pa id Adj forPrev Pmt OMARlS Doc 10 Image 1: Possible Oup Doc Oup Set 

2. If Home Repair is covered by insurance type, and a settlement is on file: 

a. Look in the Insurance Settlement frame: 

b. Select the Insurance Settlement with Coverage Type: Structure from the 
list of settlement items. 

c. Cl ick the link in the Subst column to open the Structure settlement in Item 
Substantiation view. 

Insur.a nee :settlement ~ Show: St1Uctuie I Contents.I ML Sut s larn1iiatioo Policy. Md sea ,emert: A:ld Ecfrt 

- - - -· • .. . A l IC ,. • . 
~ -

1.1 obila M~rYi.c 10/A!\ St ruretum 03/22120 1 8 00·1 •020U1 17 03128f.l018 S30 000.00 Ho £:lll4t £11! 1111/t" I 
M Obil e Hor1e (OIR) Con,tents 03/W201 8 001 ~20~1 17 03128/2018 58.500.00 110 ~ 
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NOTE: If a homeowners-type settlement with structure coverage is in the file, but 
Structure is not listed in the Coverage Type column of the Insurance Settlement 
frame: 

a. Expand the Correspondence Received frame. 

b. In Correspondence Received list, expand the document item with Category: 
Insurance and Item Type: Ins Settlement. One or more document items 
will appear under the Insurance listing. 

c. Select the short Document ID link for the Ins Settlement document item. 
(The link wi ll be usually be a number, 8 digits or so.) 

d. When the document opens in Item Substantiation view, cl ick the Add link in 
the Correspondence Received frame at top of the screen. This link will add 
a new substantiation item to associate with the settlement document item. 

e. When the new substantiation item appears, select Category: Insurance and 
Item Type: Ins Settlement. 

f. Go to the Coverage Type field and select Structure, and complete 
remaining substantiation fields. 

3. In Substantiation view, make sure the document Category, Item Type, and 
Coverage Type are correct. 

rtemSlJDgtan.U3110n ____ ___________ 13 

•JM,Xt.S 
l,,11( ,l !A CI ,\l<,l,':, f; 
z, J);! lV l l<.161;M ll,l:Y ot11 
R~<111'vil!<:-,t,,l'l;@µ:(I 

Viow ~ull l m:q,o. 

..... ~ !1(.t.l !l.tl1'er.'1 l 1~<%?-0:t1:~•~( M;,1 t.J!I 

" ' ('l (U ~:1'):<!I 
'lAl~l,. Fl. l~l '\';"'-'Ji,:,'< 

1-!')(l .; ( ,l,H~~ 
,,., ... 1-,i, '.>U18 

c1r, ................. .. 

r·,,~,·N.11".b:r. 
f l • • "N""" ' " 
C'\ou,.fl ...,M 
P,~.., .. . ,~ • • 

,..;:Md N.IU "' 
<,7~7,i»!<C'-'<J 
, l')l«.!f,,Ul e1 
n.,; 
11!1',?1', l ) ! ~l>f.fTl .fY~II 
.mJSJn'tlU.11[6!>)~ 

v.,•,.d'lR >» 11?. ::(:;WII 
11 ,.,.._ .._,1 l!n~. f.l~Z:'·lt·ll 

-..·, 1 ... ,,.,,,..~1n,.:...., ...,,so,,,.,1.,,..., i:,; ,.. Tic f,ll~,,,.,.,""·"""01low\...-...._ ;w,,.,.,_,,_;;,-J-....,....,,,-;~ A~!--:-,•r 
, ,.,,,:. .... , ~ .. , .... ► ... ,... ; ....... . w1 . .. ,:,, .. , . ,.,,...,,, 

~ 

1-1-, .... r u,p .... uu,.<:o:: 
~ -, li~l,: 

............... 
tcor,u•,l(:r, :o\ ' "'-'' 1(·~..,, 
t,V.\-.;O►.: 

t'ltvlllo><i'l v ,._,~ -. 

;~11ll'!:,111;r.! ,\UJU~t 

f.~0}) 111,!IO 
I\JIJ.l 
"-!.-00 
Slll/l(<J,Ut 
l.'Z..<;si; l~ 

$1.»1.ti~ 
~,-;>:, 
.~or.<> 
.'Jll}l~•o,111 
) ,li'!C.l t 

r,.,.v.,,TI ►1:.Jetto( N;lt:t·v.t.L '.',1\)ll:Sl':AHl)M~I'- ►t1 ,m, ... 
l l t:O."U1Gr S1,1Jt!i:"l'.D 
ru,;Sl:,\1tt!..W~6)1~ 

11• ..... 1.,,.,,1,.•" ;.,.,,.N_,..,, .w~•,!n,oo. " ' Y"-' h.~~• .Allitiw>l.ir..&:.r...,,O,OC.>1. \<U ,...,.,:J u,,.,,•~-.-,,;~ , plnN 
, .... , .. , •. , , ., ,. , .,.,, ,. .... ;-..,,.: ... r.. ... , . l't,.. ,-J'li.,.. ...... .., , ... ~,._ft ,,. ; r.,,, ,-1,,,.i~c,,.,~, r .. ;.1.,. ..,,., ..,...,,..,, ; .. .,,,.,., .,,,,.,.,,.. 
.tMei.,:i( :.~.,;~ td r£ lV1)Je<J ( tlN\clttf 

IA Training & Development Section 

• C~(c:gory: D=i,co vi • item Type: (in'a"'so'tticmcnt 

• image P3ge numr:.er1s> '-11 _ __, 

- S1Jbet:antiationPolicy-------------­

Policy,- '-I ---~vi Add Edit 

- setuemen11---------------

V.2.0 

• Lots oate loJJ2012016 • C~lm Date i=201a I 
Cl:sim SU.tu• I Closed vi Claim No '-I --~ 

• Settle ~e lo:6.11412016 ALE U.ho.u,fc:d ~ 

• rnsursf'!ce Type MoDHe Home (0/R) v 

• ccwe,sge Type I suuc1ure v i 

• l tcmiz.cd B,cd.down O YES @ 110 

• hletScttlc:mc:ntAmount sl30000.00 

Oc:ducfibfe Amount ~ ::=====: 
Pending Eligible Amount ~soooo oo 

verlried: I Not Appliea!lfe vi 

Iii 00 001 Sdel ltll3 item to the C8.ICUl8(0f 
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4. If the Image page number(s) field is blank or incorrect: 

a. Select to view the full image. 

 

b. Then, in the image viewer, navigate to the document item in the set of 
documents and determine which page(s) it is on. 

c. Return to the Item Substantiation window and enter the page or page 
range in the Image page number(s) field.   

5. Review the document item. Verify whether the insured name, date of loss, cause 
of damage, and property address match the applicant’s file. Also check for claim 
date, claim number, settlement amount, settlement date, and claim status. 
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Hem SubstantiatiOn 

l!!!t ASSUJ!ANCE 

,'.k'Jt.U, 
'.\.IK.1)11.li l ,._~, : 
;, t f;>.;>J1Jl"l(j,~ ._._tll ,V.Y ltll 
Ru.r,w~. NE. MlJliO 

I v~ Full lmilpe I 

i\ouri.:.c1D.a....,. lu~• O~-,IIP~> y ff'k.,1i.J,, 
r'v DN'?HO~.'i 

·~,-~~]C:~i::~~; 
'-hd•'·1'.?l)ll 

Pa~:~ 

• Cat egory: I insurance • Item Type: I ins Settlement 

* Image page number(s) 11 

- Substantiation Policy ~~~~~~~~~~~~~~~---------I 
Polq , fc_ _______ v.:..J;j Add Edit 

- Settlements --------------------------1 

• Lou Date jo3120/2013 • C~im Date 103122/2013 

[Q 1504131402018-6-14 - Windows Photo Viewer X 

f ile .., £rint .., .E.-mail Bgrn .., Qpen .., 

• ASSURANCE Spec ialty 
Property 

000195 
MICHAEi. MOUSE 
2 1&20 JUDGE SMILEY RD 
Rushville, NE 69360 

America!\ Hnnkc!'ll 11\~urancc Company of Florida 
PO 8Qx 979055 

Miami. Fl J3157-905S 
Phone: 123-456-7890 

March 28, 2018 

Cluim Information 

Insured: 
l"olicy Nombcr. 
Cla1111 Number: 
Causeoflos,i: 
Property Addrffi: 

l.'kar Michac:I Mou~. 

Michael Mouse 
GT87l0676000 
001020481 17 
Flood 
2l 820JUDGE SMILEY RO 
RUSHVILLE, NE 69360 

D.1teofLou: 0)-:!0-2018 
Rt·poned Date: 0J-22·2018 

Loan Number: 87506760 

We tw~ oomplc1cd our l'l:vi..:w of yrn•r cloim The followlns payment ha~ been l~:,;ucd nnd 1w ilcd i,;,cparatcly. /\ copy or 
the odjwm~r'~ i:,.rim.'.l.tc i~ indudcd IOI" your review. 

Payment ba~ed on p01icy limi t. 

l2'1'SIUIIR farkavr 

R1.-,>3ir/Rt.-placcmcnt Co:.t: Sl0.000.00 
. .., 

~ 
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6. Return to the Item Substantiation window. 

•category: sur v J 
------

• Item Type: 11 t m nt v j " 

• Image page numt>er(s) ~11 ___ ~ 
- Substantiation Por,cy -----------------------

I Polk:y: 321 Add [(l,t I 
Settlements 

• LOH Date I03120l2018 

Claim Ho ._I ____ __, 

• Settle Date 106/14/2018 

• Claim Date ID312212018 

Claim Status I Closed vi 
Al.E flthausted I No v I 

• Insurance Type j Mobile Horne (0/R) 

• Coverage Type I Structure v I 
• Itemized Breakdow n O YES '!) NO 

• Net Settlement Amount s l 300DO.OO 

Deductible Amount ~-------' 

Pending Eligible Amount s[Joooo.oo 7 
Verified: ! Not Applicable v I 

RJ Do not add this item to the calculator 

1►i'PH1 

7. In the Policy field , select the policy associated with the settlement. 

OR, if the policy is not shown on the pull-down selection list: 

a. Select the Add link beside the Policy field. 

b. In the Add Insurance pop-up, enter policy detai ls available to you. 

c. Enter the insurance Type and Company Name (required fields). 

d. If coverage information is not available, leave those fields blank. 

e. Save pol icy information to return to Item Substantiation. 

f. Then select the policy you added. 

8. Add and/or correct field entries to ensure substantiation is complete and 
accurate. 
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9. Select Verified or select the appropriate response if you made a courtesy call.   

10. To deduct the settlement from an award, uncheck the “Do not add this item to 
the calculator” field. 

11. After completing substantiation entries, Save your work.  This will return you to 
the Home Repair screen. 

NOTE: Review all sets of Documents in the Correspondence Received frame to see 
if any additional Home Repair document items are included in other sets of 
documents.  (Click the longer DMARTS document ID link in the Correspondence 
Received list to review sets of document items in an image viewer.)  If found, 
complete the substantiation process for those items also.   

Real Property ADA Line Items 

Before processing a Home Repair assistance line, check to see if the Real Property 
Line Items list includes ADA line items (ADA Grab Bars and/or ADA Ramp).  

Per the Home Repair Assistance SOP, if a workpacket with Real Property (RP) ADA 
line items is identified outside of the FEMA Special Handling queue, add a comment 
and route the workpacket to the FEMA Supervisor Review queue – ADA Process 
subqueue.  

NOTE: Route a Home Repair workpacket with ADA line items to this location regardless 
whether they were noted during a traditional or remote inspection. 

To route the Home Repair workpacket with RP ADA line items to FEMA Supervisor 
Review – ADA Process: 

1. Navigate to the Confirmation screen. 

2. In the Decision frame, select the checkbox beside the Home Repair Pending 
assistance line. 

3. In the Routing field, select FEMA Supervisor, and in the Subqueue field, 
select ADA Process. 
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Select 

□ 

Ca1ego,y 

o ... , 

Medical 

Hom e Repai r 

Split Wortpacia,I 

• Amount 

S0.00 

S0.00 

S0.00 

Retain Wortp~l i n Qu eue 

•EligCode 

INSS 

IINS 

Su bqueue '"' 

t·)t1·14,-13if 
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When setting the decision routing locations: 

o If you need to process initial assistance decisions for other categories, do 
not select those decision lines for routing. 

o If you have completed processing for all remaining decision lines, select 
to route them to the appropriate queue locations. 

o If you need to route all assistance lines out and also retain the case in 
queue for further processing, select the Split Workpacket checkbox. 

4. Create a Comment noting RP ADA line items are in the case. (Also include an 
appropriate Comment for other decision lines being routed.) 

5. Click the Submit button. 

6. If a workpacket was retained in the FEMA Manual Determination queue, perform 
additional initial case processing actions needed for that case. 

Prepare Home Repair Line Items for Payment 

NOTE: If the Real Property line items include ADA line items, see the previous section, 
Real Property ADA Line Items on page 82. 

If an insured applicant’s Structure settlement is more than the IHP Maximum for Home 
Repair, the applicant will be Ineligible due to insurance (INI). Steps below assume the 
settlement is less than the IHP Home Repair Maximum and that the inspection did not 
note ADA line items.  

1. If Real Property line items are insured for the damage type, use the Eligibility 
Calculator link to find the FEMA Verified Loss (FVL) of insured line items. 

 

a. Select to Add a calculation. 

 

Civil Action No. 5:21-cv-00071 
13th Interim Response 

010447

1 ~-·-·--·- 1 
0 S.1-1. All tt_. Hem N.me ln~on• 0mG Type Elig 0mg lnS4.lred UNI I UOM 

□ 
□ 
□ 
□ 

"41 Door, lft'lw'icw. ~ IIICe 

e&42 ToUet ~ ,.-.. ,.1,..-11 

0640 Sift\. reiNUU 

ll'liblil 

ffllb •I 

lnib•I 

lnh,,.,I 

Select Seq 10 • last User 

No data a vsilsble in ts.ble 

,,_, v .. ...... ....,. -,,_, y., ,_ .. S8030 .... 
,,_, v .. ...... S7324 -,,_, v .. ...... ....... .... 

Date/Time Saved Amount 

!!!!! I ~ I ~ I ~I~ I~~ 

Mu Obs HAQty HAAw•rd AntType Sl.lbst Amt P•.id Bit Rel.ieipt .. • 1000 

• 1000 " . IOOO 

1000 
..., 

Asst Type Elig Code In Current Calculator 
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b. Note the value in the Observed Amount column for the line items with the 
inspection sequence and Insured Damage Type you are addressing.  This 
is the FVL of those items. 

 

c. Compare the Observed Amount to the Settlement Amount for the 
Insurance Type that covered the damage. 

o If the Observed Amount is greater than the Settlement Amount and 
all other Home Repair criteria are met, the applicant will be eligible 
for the difference between the FVL and Settlement. 

o If the Observed Amount is less than the Settlement Amount, the 
line items will be ineligible due to insurance. 

d. Cancel out of the Eligibility Calculator window. (Do NOT add a payment 
from the Eligibility Calculator to the Home Repair Payment Calculator.) 

e. Close the Eligibility Calculator History - Real Property window. 

2. Next, in the Real Property Line Items frame, if items are Insured for Damage 
Type Flood in Flood Zone A, V, or W, change the line items to Not Insured. 

a. Check Select All checkbox, and then select the Edit Insured link. 

b. In the Edit Insured window, select Not Insured, and Save the change. 
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g sn Id: 150413140 Eligibility CsloolstOC'Seq ID: 

Insurance Settle-ment 

# Insurance Type 

Mobile Home (0 /R) 

Coverage Type 

Structure 

Inspection and Insurance Comparison 

Select 

□ 

Inspection 

Initial 

FEMA Review Items 

Inspection 

Insured 

Insured 

Insured 

Damage Type 

Flood 

Total 

Damage Type 

Claim No 

00102048117 

Obse rved Amount 

S31,118.08 

S31118.08 

Settlement Da te 

03J28/2018 

HA Award Asst Type 

S0.00 

Obse rved Amount 

Settlement Amt Sub st 
S30.ooo.rw 1=:2041518 

lnsu.rance Compare 

Seled 

HA Award Asst Type 

Eligibility Summary •1t the Adjustment is a deduction and is greater than or equal to the Subtotal, the Adj Subtotal will display Zero. 

IIWGfnMffll 
WYMI HIIU§Jil 
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3. If the applicant had insurance to cover the damage type, edit each line item to 
specify the HA Qty to award. (This field defaults to blank if damage was insured.) 

a. In the Real Property Line Items frame, select the line item checkbox, and 
click the Edit link. 
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Insurance Type 

Mobil• Home (OIR> 
Mobile Home (0/R) 

1±1 Cones~nce Recei 

~ - Real Property line lte 

10 S.loct A ll t ll• m 

0 '"""'· 

8!>-4&Sint:. 

8-40~ Centr 

Payment Calculator 

Item 

1n1stn~ 
A 

~ - Rul Property Line ltem5 

D Select All Item> Item Name 

wl 5341 Ooor. interiOf. replace 

□ &S42 To llet and tank. teimtall 

□ 8548 Sint. ,einstell 

D 6465 C.nval air conclitione,, repair 

In!\ IU P.c1: 

!1ftt&·• Wti:\Ml1 

Eligibility Cak:utator I ComparelReyifw I lrn;pectqr Comments I ~ 

ALE Exhausted 

No 

Subst 

= 52041519 

~ Select Item I Column Sort I Cale,gory Swnm.a,y 

An t Type, Subst Amt Paid By R.ceipt 

I HA Award: S0.00 Total Amt Pakf 8y Re-ceipt 0.00 

8!l!l..!l!o!! l!llm..!!lm ~ -

I\ 

OMARTS Doc ID 

1 2 

Image #I Possible Dup Doc Dup Set 

1 

6!1111,,:j ~ I ~I~ I !d!N<!!Y Summ•ry 

Inspection .. 0mg Type Elig 0mg lm;ured Unit S UOM Mo1x Ob5 HA Qty HA Award Asst Type Subst Amt Po1id By Receipt 

Initial Flood Yes 

Initia l Flood y.,. 

Not Insured S95.09 Esdi 13 5 I 
Not lmured S80.3e Each 3 

I\ 

Initia l Flood Yu Not IML#e-d S73.2◄ Each 

lnitie l Flood Yu Not IMI.Wed S502 86 Each 
,; 

Total HA Award: S0.00 Total Amt Paid Bv Receiot: 0 .00 
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b. In the HA Quantity field of the Edit Item pop-up, enter the Item Quantity 
observed as damaged by the inspector. 

 

c. Save the edit and repeat edit for each remaining insured item. 

4. After all line items include “HA Qty” and “HA Award” values, select all items for 
payment. 

a. Click on the Select All checkbox. 

b. With items selected, click the Select Item link in the Real Properties Line 
Item frame. 

c. In the Select Item window, select the appropriate entries for the Default 
Qty, Inspection, and Category fields, as needed. 

 

d. Save the selection(s). 

Civil Action No. 5:21-cv-00071 
13th Interim Response 

010450

~ Edit lt•m •• W•bpag• Dialog 

• Item Category: I "" ,DOWSOOORS V 

• Item: '"I 00- 0fl--M"E--RX>R--, REP __ L_A_Cl:_ E ___ v_ 

Item Details 

Inspection: lt l lTIAL 

Category: ~I N=O=T=tl=S=U=RID==============v~! 
Damage Ty pe: ~I F_L_o_oo __________ v~I 

Elig ible Damage: I YES V I 

Award ----------------

Asst Type: I 
Award Level: 1.--------------

•■re- Efi:ii§ll 

@) Select It em -- Webpage Dialog 
Insurance Settle me nt 

Insurance Type . 
Mobile Home (OfR) 

Mo bile Home (O/R) Asst Type: ,~llllAL A ward Level: jARST 

Default Qty: ll•l•maii1d•I H 12~1 vi Inspect ion: I INITlAL 

Efl Corre spondence Received I NOT INSURED 

Category: 
~ - Real Property Line Items 

~ Se le.ct A Hi Item Item Nam e !win- lflli9411 
~ 5341 Doof. interior. re~ 

~ 6542Toiletsnd tank. r 

~ 6546Sink, reins1sl1 Initial Flood Yes Not Insured S73.2◄ Esch 4 

~ 6465Centrsl sir conditiona, re pair Initial Flood Yes Not lnswed S502.86 Esch 1 

3 

1 

item Id: ls341 

Item UOM: I E; 

Unit CO$!; $ 195.09 

V 

I Item Qty: IS I 
• Max: 1'"·1_3 _________ _ 

I HA Quantity: I~ xi 
HA Award: S 1475.45 

X 
!!,, -

A LE Exha usted Subst 

No 52041518 
52041519 

vi 
!:!fil 

~ , Select Item tolumn Sort I Category ~ 
= 

Type Subst Amt Pa id By Receipt 

3 S219 .72 

1 5502.86 

Total HA Awa.rd : S0.00 Total Amt Paid By Re.ceipt: 0 .00 



Civil Action No. 5:21-cv-00071 
13th Interim Response 

010451
Web NEMIS lntial Assistance Reference Guide Home Repair Basic Processing Steps 

Back on the Real Property Line Items frame, the Assistance Type will be auto­
populated for each line item selected, and the Total HA Award will be shown at bottom 
of the frame. 

I~-Real Property line l ie-ms Bigb ili~ Calculator I Com~re/Review I ln~ tor Comments I !::!tle Add I Edit I Edit Insured leci Item I Colu:mn Sort I CategorJ Summary 

□ Seleet AII l ierr,,ltem Name lnspe,ction .. 0mg Type Elig 0mg Insured Unit $ UOM Max Obs HA Qty HA Award AsstType Subst Amt Paid By Reeeipt 

D 5341 Oooa, inteiior. re-place Initial Flood Yes Not Insured SG5.09 Eaoh 13 5 5 5475.45 Initial 

" D e542 Toilet and tank, reins'lsll Initial Flood Yes Not lns.ured SS0.36 Eaoh l 1 1 58036 Initial 

D e546Sink. reinstall Initial Flood Yes ffot Insured S73.24 Eaoh • l 3 5219.72 Initial 

D 646SCen'l'al ai1 conditioner, repair Initial Flood Yes t-lot Insured S502.86 Eaoh 1 1 1 SS02.86 Initial 
, ..,, 

Total HA Award: S31 , 118.08 Total Amt Paid BJ Receipt: 0.00 

I Payme-nt Ci.lculator Show: I Pending VI Add Item Oe.lete Item Misc Adj 

Item Asst Type Elig Code Receipt Date ~ El;gAmt "il:.Amt Previously Paid Adj for Prev Pmt ONARTS Doc ID Image# Possible Oup Doc 

Ins Settlement PNO - Pending 00J2212018 (Sl0.000.00) ~ m1 00a100a1015b2a 1 

line Item Total PNO - Pending 531,118.08 

Pend ing Total S1.118.08 
Misc Adj 

~ 
S0.00 

Adjustfor Prev Pmt S0.00 
Eligible Total Award S1,118.08 

Catego,y: I Ho,ie ~ps;, vi Change Ast f ype: I initial vi 0 Flood Insurance 1mmm1 
EligibilityCod.e: I PNO • Pending VI El;g Combo Wizard 

FEMA- P.O. Box 100S5 Hya~tille. lAD 20782-7055(800)621-3362 Fax (800)827-.Sl 12 

In addition, in the Payment Calculator frame, the Insurance Settlement will be listed as 
a negative amount, the Line Item Total will match the Total HA Award, and the 
Pending Total will be the difference between the Line Item Total and Insurance 
Settlement. If there are no adjustments, th is will also be the Eligible Total Award. 

Review/Update Verification Requirements 

If the applicant meets all eligibility requirements for a Home Repair award, next ensure 
all verification requirements are met and set to "Verified." 

If you need to change the status of any verification requirements: 

1. On the Home Repair assistance processing screen or Info Control screen, select 
a verification requirement to update, and then cl ick the Decision link. 

Hon-eRe " Rental Assistance Trans,entAcconwnodations ~ 

Veri1ica ton Requirements 

Requirement 

Identity Veri ication 
Signa ture Oblained 

• Status 
Verified 
Verified 

IA Training & Development Section 

Requirement 

Hom eow1e(s l nsurance 
Occupancy 
ow,er!tl ip 

< 

V.2.0 

Add , ~ , -" 

• Status 
Veriied 
Ve riled 
Veriied 

> 

!!!!2. 

Oup Set 

87 

I 
11 

1 

-..,, 
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2. In the Verification Status field of the Decision pop-up, select the appropriate 
status. 

3. In the Associate frame, select the Substantiation items(s) used to verify the 
requirement. 

4. In the Assistance Affected by Verification Requirement frame, ensure the 
Applicable checkbox is selected for Transportation assistance. 

5. Save the update. 

Make a Determination 

1. Select the appropriate Eligibility Code in the Payment Calculator frame at 
bottom of the screen. 

Held 0 
Payinent Calculator Show: I Ptndlrt.9 VI 

@ _ ----ii_.. Ant Tvs:,e Elio Codt RtoeiDt Dale Pelldina Ello Amt ln,+lig Amt Previoustv Paid Adj for Prev Pmt OMARTS Doe 10 Image# Possible Ow Ooc Oui, Set 
CteSle WP ' ~ PND. Pending 03/22l2018 ($30,000.00) m100a.t00a1015bh l 

d k i;tonoct 0 l ine- Item Total 
Pencllnr,Total 

MiuiA.dj 

Adjuct fo.' Prov Pmt 

€Iigibl♦ Tobi Award 

Eligibilitt Code: I 

PNO - Pendino $31,118.08 

S1, t 18.08 
$<100 

S0.00 
$1.\18,08 

V ! ~ .. D Fk>od lnsuran .. l 
v je1.g Combol>ozard 

f %,,Mf 

2. If the applicant is eligible for flood damaged line items in flood zone A, V, or W: 

a. Use EHRZ. 

b. Also, if SBA status if FIT and the applicant does NOT have flood 
insurance, check the Flood Insurance checkbox to generate a GFIP 
award. 

3. Cl ick Continue to save your determination. 
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Finalize Your Work 

1. After you have processed assistance needs in the case, navigate to the 
Confirmation screen. 

~ Rental Assist.in« TransientAeoommoda:tions Confinnali>n 

Con.firm a ti on c:-1 -------------------
DKis.ion 

Select Ca tegory ,. Amount .. Elig Code Routing Subqueue 

Trsnsienl Aocommocb tions sa84.00 ETR I FEMAApproval vi 
@ .. ~ entsl Assistsn,oe 

./ r Home Rep&ir 

s1.n 2.oo ER FE MA Approval V , 

i=I N=ON=·D=R=M---=1~1 .~ 
NoN-oRM V r 

S1,118.0S E.~RZ FEMAA roval V NON·ORM v 

□ spru Wcn:pa<:ket Ii.eta in WOO:pec>:et In Que-ue 

Return To Sender Not fo1.tnd for this workpaeket 

Gono r :itod Corro ~pondonoo 

Pre-v~ w Letter • Lang:uage L etter ~ ISIOll 

Comment 

• summa,y:191 LER = ITR, RENTAL ASSISTANCE = ER, Home Repa i r = El!RZ 

Details : Eligible f or Home Repai r assistance . Flood dan:age i n f l ood z one A, E'lo od Insurance Re qu:.red . 

All required docume nta t i on on f ile. 

ER, ETR, ar.d EHRZ routed to E'eMA J>.ppr ova l Non- DRM . 

Ch.:ir .11ctor c r om.ai11i"9: 1 578 mar'adot<C l oft 

, , ,ate<I Oocu-nents; I 

2. In the Decision frame, select each decision line you are routing out of FEMA 
Manual (and/or unselect any decision line you need to retain in the queue). 

3. Confirm or select the appropriate Routing and Subqueue destination for each 
decision line. 

4. If you need to retain a workpacket in the queue after routing all decision lines 
out of the queue, select the Split Workpacket checkbox. 

5. If you need to generate a letter: 

a. Cl ick the Letter link and follow prompts. 

b. After returning to the Confirmation screen, select the appropriate option in 
the Letter Decision column of the Generated Correspondence frame. 

6. If you need to generate a Contact, use the Comment/Contact link at top right of 
the screen to do so. 
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7. Generate an auto-comment by clicking the Generate Comment button.  (NOTE: 
The button will be labeled Re-Generate Comment if a comment was previously 
generated.) 

8. Edit the Comment Summary and Details as needed. 

9. If needed, select the related documents that support your decision(s). 

10. When ready to route the case, click Submit. Decision lines will be routed to 
specified queues, and you will be exited from the case.  

Civil Action No. 5:21-cv-00071 
13th Interim Response 

010454
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Personal Property Assistance Basic Processing Steps 

SOP: Personal Property Assistance 

Perform Case Review 

To review a case for a Personal Property Assistance need: 

1. Review the Banner and Overview to determine whether the applicant meets 
general criteria to process Personal Property Assistance. 

NOTE: The example screens shown below are for a mock applicant in a 
simulated disaster in the test development lab system. 

Rg,n ID: t 50 t 1 3140 

o~tr: t 4SG C~ Reg; llA[ f.lOUSf Co-SSN : Cell: SOA; flT SC; No I CORk No 

Ovorviow 

.,. A.egi:J!rant Info 

._. A:D:ian« 

,., ln:sp«lion St11tus 

Currait QUHff 

Process 
FE P.IA f.tanual Oe1ermination 
Cora Dl ete o ueue 

Comment t Con&lact His fOJY 

oate & nme 
06127/2018 02:0 t 
05125/2018 12:1 3 

SuDQ1Jeue 

lnauanee 

S1Jmmaf'Yllne 

!!.!!I? History 

AddeCI Date 
06/1 ◄120 18 07:07 PM 
05/26/20 1 !_ 02:25 PM 

Show; Clmln!,nJo 1 !:w!Aml All 

91 ere lOINSURANCE CONPAHY 
X310 

..._ 

Corre.pondence Received 

Received Oil.to Oexription 

A•Jto Oeta/YT\in8d 

Aufn net~ro, 1oe1 
Auto Oetanni n8d 
A olA O iP f? tmJR j>,d 

So1Jr.ce 

Reoi::tu1tion lnta.lo: 

Sdtlc:menton f i le - Yea 

1'/l>e 
Mobi e Hu ie (0 {~ ) 

Verification S&ll t.Ja 

Owncr3hipVcrificd: 
ou1.1p.ancy verlflea: 

N FIRA Mdint. Rqmt 

Ye, ~ 
Yes IF'f_... 
No 

... Commu nication NFIRA ComplU:nc e: Yes 
lfflRA Moth Type: No M a1d"I 

·~ Info Control 

.. ~ NEEC!s/TO Do 

1nspect10n 

ln:socdion Pcndina: No 
Uurt Der oflnspeell on t Cof'il plleted: 1 
Oa,uga Type: Fl oo-d / 

Au 1mnce sumnnry 

Prira nrv Rc:idcnc.c:Yes Jtl"' 
ReSldU t:e Type: P.IODlle Hof'le 

H abil4bilily Repai ~ Requt cd: Yes 
8ecln>Ofl'l!i0C01pt ed: 3 

f.lovedfl.\Allinu kl Movt: Ye:s 
Essenaa.l UtlllllUOUt Ho 

lna~uSble: tfo 

,,. Regi!lra1i1Jn S1atus Category Ant Type Awsrdlnel Eligibility E Hg 03.te HA Amount O N AA.mount Schedule 03.(e 

Initial Fim INS - In sured -05125/2018 

E,'6nt3Hi31ory 

.,. RJ HiSor/ 

Housing ASSstanee 
Other Initial FiDt EMISC - Eli9iblc Ni:t:ellanco05ltu13 05/2S/2018 S147.99 0S/26/2018 
Permnal Property 
Rr..n h l A.~:i11n.-.r.. 

1H Sumrm.ry 

lnlllal ""' Ini tia l fjr,d 

INS-lnuired 05{25/ 2 01 8 

F R -fliniblr.. - Rr..ntal A.'W~11nrr. tt lli91'01Ft s 1 n, on 

.,. ln,pcc.tion Hillort Rti>,alrJReplcee Total : S0.00 

Temo HousinG Total : SZA:».oo 

OMA l ot.I: $ 147.99 

Unde-1 R.el).ain'Replac.e N cA : s.31.900.00 

Undet ONA lr/la)t: Sl1.75Z.0 1 ~ 
Total Fed Fund~ S:2,00S.99 

Repal r/ft.e..i>lace Mooies Rt turnt4: (:;Q.00) 

RepalJ/~lace Monies Reissued: 50.00 

ONA Monies ReturltEd: ~ .00) 

Temp Houslno,Monies Returned: (S0.00) 

Temp Hous1nfrNonles Reissued: S0.00 

Total Monies Ret11med: (SO.oo; 

FIP Pakt W .00 ONA Monies Rel SSJJt4: 50.00 Total WIOnies Reissued: so.oo 

{ 
tl ntll~ l u141Awerd,: 32.003.9-9 

Look for: 

• IDV = Pass; Flood Zone designation; Not in CBRA zone 
• Occupancy=Verified; NFIRA Compliant if flood dmg in Flood Zone A, V, W 
• Number of Bedrooms Occupied. (I HP quantity limit for bedroom furn ishings) 
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• ONA funds previously awarded are under IHP Max for ONA 

2. Check the Damage Type and Insurance Type. If applicant has insurance that 
covers damage type, check whether a Contents/Personal property settlement is 
on file. 

Comment/ Con1'.c1Hi$tory Show: ~ I ~ I Al! ln:,umnce Type 

Date & Time Summary Line Source 

Settlement on File - Ye:, ~ cotion Stn.tJ:, 

Type nership Verified: Yes 

06/27/2018 02:01 91 CIC TO I11S URAIICE COMPANY Regi~ration In lake Mobile Home (0/R) .......__ Occupancy Verified: Yes 
~ NFIRA Ma int. Rqmt !lo 05/25/2018 12:13 X310 

NFIRA compllance: Yes 
NFIRA Mach TY~: No M a lch 

Inspection 

l nsoection Pendin<1: Ho Priaurv Re9dence: Yes 
Resid ence Type: Mobile Ho11e 

Habitability ReoairsReQ uired : Yes MovedfMll no to Move: Yes 
Humber of ln~ectionsCom pleted : 1 

Dam age Type: Flood I ' 

3. Review Comments and Contacts. 

4. If not done previously ... 

Bedroom sOCaJpied: 3 E~ntial UtilitiesOut: Ho 
Inaccessible: tfo 

a. Check Workpacket History to see when the workpacket arrived in queue. 

b. Review Events History to see why case is in the queue and get an 
overview of all actions performed in the case. 

c. Review information on other screens as needed for the case (e.g., Line 
Items, Linked Regs, etc.). 

d. Create a Personal Property pending line. Use the Add Assistance link 
at bottom left of the screen or navigate to the Assistance screen and cl ick 
the Add link in the PP/Other Assistances frame. 

!!!le 

Add Assistance El 
Program: ~ Calegory: ._IFm_ SONA __ L _ffi_OPERTY _____________ _,[_•_ 

Asst Type: IRECONSl□ffiA TION 

Eligibi lity: IA-JD- FBIIClNG [ • EligCombo\Mzard 

WfbM Effil:IMM 
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Substantiate Personal Property Document Items 

NOTE: Check all sets of documents listed in Correspondence Received for Insurance 
Settlement document items that may be included in another Category listing. 

1. Navigate to the Personal Property assistance processing screen and review 
general information on the screen. 

~ ~ Tm.n1t1ent Accommodationg ~rsonal Ro 

I Verif i<:ation Reqt.iremeots I 
• Status 

Ve rified 
Requirement 

Hom eovv1efslnsurance 
Requirement 

ldenl ily Verificati on 
Signa1u re Obtai ned Ve rtfied Occupa ncy 

O1111ersi ip 

< 

A£!it ~ A,•••IH• S•u•m•= - ~-----~ 

•Status Repair/Replace Total: S1,118.08 

Veriied 
Veri ied 
ve; i ed 

> 

Temp Housin g Tota l: $2,456.00 

ONA T01a l: 

FIP Pai d : 

To\B I Awards : 

5147 .99 

S0.00 

S3.722.07 

Monies Returned : 

Monies R eis~ued : 

Total f ed funas : 

Under Repair/Replace 
Max : 

Under ONA Max : 

1)10 .00) 

S0.00 

5 3,722.07 

SJ0,781.92 

S31.152.01 

Nole• 

I insurance Senlement I 
In sun n ee Type 

Show Structure I Contentsl & Substantiation Policy: Add Settlement Adel Edit 

Settle Amount 

S30,000. 00 
S8,500.00 

tlfilp_ 

M obile Home (0/R.} 

M abi le Home (0/R} 

• CCN era ge Type 

Structure 

Contents: 

Cla i m Date 

03/22,1201 8 

03/22.120 18 

Cla im No. 

001020d811 7 

00 10204ll11 7 

Settle Da te 

03/28/2018 
03/28/2018 

ALE. Exhausted 

No 

No 

Subst 

620-11618 

52041519 

E ~gibility Cslculat>r I Add I Edit I Ellitlnsured I Select Item I f~ter I Urv~1er I Columo Sort I ~ 

D Select Category l lem It em Name 
A ll 

lnspectiorT 0mg Type Degree Insured Unit S Max Obs Q ty Award Asst Type SubstAmtPaid By Receipt I\ 

□ Room 2-0 SOBedroor, l nii al Flood Re placel n9J red S77 0.57 6 S0 .00 

□ Appl 3-0 1 0 Refrige rator ln ii a l Flood Re p lacelnsured $475 99 1 S0 .00 

D Appl 331 0T\\in Bed l nii al Flood Re placel n9J red S436.48 10 3 S0 .00 
V 

□ Appl 3050Free2e r l nii al Flood Re olacel n9J red S371.24 1 S0 .00 

< > 
Payment Calculator Sllow:G Aa<J 11em oe1e1e 11e-m Misc Ag .!1fil.L 

2. If Personal Property is covered by insurance type, and settlement is in file: 

111:1uru-cc :Scttlcrrcnt 

a. Look in the Insurance Settlement frame: 

b. Select the Insurance Settlement with Coverage Type: Contents from the 
list of settlement items. 

c. Cl ick on the Subst link to open the Structure settlement in Item 
Substantiation view. 

Sh ow: :lw.dLIJl: I !.Jmtt.obl !II 5Ub3tmfiotion Policy; M.11 Sctl<:ment .o!<ld E.<il 

c 1a 1moats ClatmNo. :S8111@ 011@ S 8t1J:8 A mount Alf. t X'1:J U!it8(l StuDat 

lklC2 

V 

1n.1tnnoe 1ype • CO\leng e iype ..... .. ' .. , ... ,, . ... .. " 
M .o!Dile Hom;e (OJA. \ COll tBlllS (lil/22/201& O(M 0:2048 1 17 03/28/20 18 sa.soo.oo IJO 570(1 5 1!1 --
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NOTE: If a homeowners type settlement with contents coverage is in the fi le, but 
Contents is not listed in the Coverage Type column of the Insurance Settlement 
frame: 

a. Expand Correspondence Received frame. 

b. In Correspondence Received list, expand the document item with Category: 
Insurance and Item Type: Ins Settlement. One or more document items will 
appear under the Insurance listing. 

c. Select the short Document ID link for an Ins Settlement document item. 
(The link wil l be usually be a number, 8 digits or so.) 

d. When the document opens in Item Substantiation view, cl ick the Add link in 
the Correspondence Received frame at top of the screen. This link will add a 
new substantiation item to associate with the settlement document item. 

e. When the new substantiation item appears, select Category: Insurance and 
Item Type: Ins Settlement. 

f. Go to the Coverage Type field and select Contents, and complete remaining 
substantiation fields. 
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3. In Substantiation view, make sure the document Category, Item Type, and 
Coverage Type are correct. 

11e-m Substantiation ---------------------------- __________________ EJ 

l!'!t ASSURANCE Stecialty 
PrC'l)C( ty 

~ll\iJ!,I,\ 
) IK'l),'\M hl.'1USJ: 
; ,g7.;J1x .::,e..,..111r:Y 1m 
R.t,tll...;lk, NF . .:9.V<l 

V~wFullffiape 

,,~n,;,,,,n...,lffl lu,,.nn:~o.:~•P-tt Y" i n.. iJ, 
rCt11.v:,:>$1>:; 

• .,).1111~►1 . \'! l \7.•> I'; \ 

Ph.-u lllJ!.6-'00 
h.;..,. ,.i, ; ~, ~ )I~ 

0!1T,6 1• 1Ao l'd rl~I 

11\w.ffl: 

1'olkvlkrr.)cr. 
{"\,·, ~N,uhi, ~ 

{'11oi: rl l M>: 

l'l>'?t M :\:JJP.'.$1; 

',1id 1~ I Um ~ 

crm~~Of,) 
11C> 11J.!(l.lltl I~ 

""'' 111<-:1.11 .11<,l-: :-NlrlY ltlJ 
Jll.GJJ\1lle.Nf6'P.~ 

L\:!t of l e$$. '.l.)~ri ?t> lr 
~•\•W->$ 1\11.~ Q~ l :'-JH '.' 

w,• lc,.~.:o,,1'Cke'.1>.r,~; - « , ·:urch i:r, n.~10!!lf'.1i1,l).l,, tlttll Im N". 11 N .Wl:.ltrt.\l~'l ~-p,o.•Jt lr A-.»!•~ ,4 
t,, :1JJ,►;..) \(~l11>ol,' ,ll:<0 t\, ,1 ,r,!<'.l' :,Wv .. -,; ,('f,., 

~ fl,li r:~ J'b:tnt11:<"'.«-r. 
~ .h, ,1.t-t;.: 
l' \ '\,~, c,1;,;1~•·~•r:.: 

r ,.,.:tr,~ru(ll f,u t-1c.: 
•~ t~lied: 

~ 

Jt,.·p;i·:-',rJ, ,,., ,. ,·1.:.\r-1 
:;,:-Jt.:1:l-k: 
~ . • ; " • ,;.:oh . 
nm, r !,n(tt / ,11,111r1 
!:r.«-1,1...:J: 

:f<!(Ulll lH;! 

;,,'?t.Z.~-r: 

S6:,S¼.~C• 
s:•!IJ 
:10.C-;, 
.11>. t :11 1,; 

;,~~~JI': 

"1CH.i4.t:L ~l(J~!St; ~tmM:,J- Mrn» . 
! 1$2t JU!IG[ S?a.!i\' Al) 
c.rnmt!LMi6?½> 

l f )• " l •••·••l " "' ;~~, .,l,.._( ;.•1.,(, l, :<o~ ,·~ ~•1i: i ,i,,1' J.1Ui::ul fa~ .a'Wttnl 1\ 'l/ ._.o1Ul:rn1» 1":~, ~~~ 
(1>u ..:11111n i~ 1u ,rh ,:rl>(l,, 'l·. C\&t 1>ffk th1>i;:-1 a!\·~ ur. i,:, : pm ~-::yh_,, ll.11.u ~l1 fJiJw W~ w:n ~i;,,i: ~v•1• tm•i:i:.·•• 
t.1t. h 1U :.-;•1 for l:d ri1a ~ah«l, •.t-'.'.'!t>.'f. 

Page: 1 V 

a category: Insurance vj • Item l ype: I Ins Settlement V I\ 

• Image page number(s) L.I 1 ___ ~ 

- Substantiation Po!k:y-----------------------

Policy: "-I ______ v_,I Add Edtt 

- Settlements-------------------------

• Loss Date 103/2111201 8 

Claim No ...,I ____ _, 

• Settle Date 106/111201 8 

• Claim Date 101122/2018 

Claim Status I Closed v I 
ALEE.xhausted lNo vi 

' Insurance Type I Mobile Home (0/R) vi 
I • coven1ge Type jcontents v j I 

• Itemized Breakdown O YES @ NO 

• Net Settlement Amount s lasoo.oo 

Deductible Amount ~ 
~· ======::: 

Pending Eligible Amount ~8500.00 

Verified: I Not Applicable vi 

!ti Do not add this item 1o the calculator 

V 

" 

< > 

4. If the Image page number(s) field is blank or incorrect: 

a. Select to view the full image. 
------------------------------------------------------------------------------------------------------------------------------ft em Substantiation 

I Vi,ew J:ull lrt'0ae I 

- ASSURANCE ~~ i1altv 
f"rqpc r ly 

().)i Ji J 
}.11(.l<} ,-.,C: I M l")UiH'. 
Z 1 J~ )Vl)(;t;t,:M ll .'l :Y "' 
J:ll l&ll.\'ill~, mc,;?.lAJ 

flOh(J hhlWWIOI! 

.\ ,-~1i:.t10XI~ r1v.nno;e C:!:Hlltr.l· .,,{J:k, ;,Ji, 
h i fl.,.,~! :')~$ 

·,111,,;. r ,. ;?,117.,,w\ 
I ..Jl,IO. : H, ;:~;.~ 
~f1•rl>l'.S, ?l) tl! 

a Category: Insurance V • ltGm Typo: (= Settlement V 

I • lmogo page numbor(• I ! I II 
- Substantiation POiiey ~~~~~~~~~~~~~~----------i 

Pol'icy. 1...._ _______ V_,'1 Add Edi1 

- Scttlemcnb ----------------------------1 

• Loae DGte lo3t.?OJ201 8 • Cltlim Dato 103122/2013 

b. Then, in the image viewer, navigate to the document item in the set of 
documents and determine which page(s) it is on. 
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c. Return to the Item Substantiation window and enter the page or page 
range in the Image page number(s) field.   

5. Review the document item. Check that insured name, date of loss, cause of 
damage, and property address match the applicant’s file. Also check for claim 
date, claim number, settlement amount, settlement date, and claim status. 
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[Q 1504131402018-6-14 - Windows Photo Viewer 

f ile ..., £.rint ..., £-mail B1!_rn ..., Qpen ..., 

• ASSURANCE Spec ialty 
Property 

000195 
MICHAEi. MOUSE 
21820 JUDGE SMILEY RD 
Rushville, NE 69360 

American Banke~ Insurance Company of Florida 
PO llox 9790.55 

M1ami. l-'L 33 I.S7-90.SS 
Phone: 123...456-7S90 

March 28, 2018 

Ch1im Jnformrulo11 

lnsurtd: 
1-'olicy Ntm1bcr: 
Clmm Number: 
Cause of Los.,: 
Propc:ny Addrffi: 

fkar Mich:icl Mou~ . 

Mich.ad Mouse 
GT87S0676000 

00102048117 
Flood 
21820 JUDGE SMILEY RD 
RUSHVILLE. NE 69360 

O.ttcofLou. 0J-W-2018 
Reported Date: 0J-2:!-2018 

Loan Number: IPS06760 

\Vl' huvc oomplctOO our rcvi\!wof yrn.r clairn TI~ followins pa)'·melll ha~ been i~sucd and 1nlikd M:p3ra1cty. A COpy of 
the (ldJt•~tcr', l'-~thmtc i~ included for your review. 

P11ynw:n1 ba~ on policy limit. 

nn mos r,oarr 

R1.,,air/R1.1)laccmcnt Cost: SJ0,000.00 

" X 
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6. Return to the Item Substantiation window. 

 

7. In the Policy field select the policy associated with the settlement.   

OR, if the policy is not shown on the pull-down selection list 

a. Select the Add link beside the Policy field. 

b. In the Add Insurance pop-up, enter policy details available to you. 

Civil Action No. 5:21-cv-00071 
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• Category: ln•urance V 'Item Type: Ins Settlement V I\ 

' Image page number(sl .._11 ___ ~ 
- Substantiation Policy-------------------------

I Policy; I vi Add Edtt I 
- Settlements----------------------------

• Loss Date 10312012018 • Claim Date 103/22/2018 

Claim No ..._I ____ _, 

• Settle Date 106/14/2018 

Claim Status ! closed vi 
AU Exhausted ~ 

' Insurance Type I Mobile Home (0IRI 

• Coverage Type I Contents v I 
• ttemized Breakdown O YES ® 110 

• Net Settlement Amount s 18500.00 

Deductible Amount ~ ... ___ _, 

Pending EHgible Amount ~8500.00 

Verttied: I Not Applicable v I 

vj 

Is this ttem. duplicate? 0 Ulll(JI0WII O YES O 110 

0 Do notadd this item to the calculotor 

li·frl 
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c. Enter the insurance Type and Company Name (required fields).  

d. If coverage information is not available, leave those fields blank. 

e. Save policy information to return to Item Substantiation. 

f. Then select the policy you added. 

8. Add and/or correct field entries to ensure substantiation is complete and 
accurate. 

9. Select Verified or select the appropriate response if you made a courtesy call.   

10. To deduct the settlement from an award, uncheck the “Do not add this item to 
the calculator” field. 

11. After completing substantiation entries, Save your work.  This will return you to 
the Personal Property screen. 

NOTE: Review all sets of Documents in the Correspondence Received frame to see 
if any additional Personal Property document items are included in other sets of 
documents.  (Click the longer DMARTS document ID link in the Correspondence 
Received list to review sets of document items in an image viewer.)  If found, 
complete the substantiation process for those items also.   

Personal Property ADA Line Items 

Before processing a Personal Property assistance line, check to see if the Personal 
Property Line Items list includes ADA line items.  

Per the Personal Property Assistance SOP, if a workpacket with Personal Property (PP) 
ADA line items is identified outside of the FEMA Special Handling queue, add a 
comment and route the workpacket to the FEMA Supervisor Review queue – ADA 
Process subqueue.  

NOTE: Route a Personal Property workpacket with ADA line items to this location 
regardless whether they were noted during a traditional or remote inspection. 

To route the Personal Property workpacket with RP ADA line items to FEMA Supervisor 
Review – ADA Process: 

7. Navigate to the Confirmation screen. 

8. In the Decision frame, select the checkbox beside the Home Repair Pending 
assistance line. 

9. In the Routing field, select FEMA Supervisor, and in the Subqueue field, 
select ADA Process. 
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Confirmation 

Oe<:is10n 

Select 

✓ 

Calegory 
Rental ASS !lance 

•Amount 
$1,772.00 

• Elig Code 
ER 

Personal Property Assistance Basic Processing Steps 

SubQueue 

V ~·Iii: •au ----~---Personal Property $0.00 PND V AD A Process 

Home Repair $939.32 EHRZ FEMA Approva I V NON-ORM 

Split Wollq)acket Retain Wollq)ad<et in Queue 

When setting the decision routing locations: 

o If you need to process initial assistance decisions for other categories, do 
not select those decision lines for routing. 

o If you have completed processing for all remain ing decision lines, select 
to route them to the appropriate queue locations. 

o If you need to route all assistance lines out and also retain the case in 
queue for further processing, select the Split Workpacket checkbox. 

10. Create a Comment noting PP ADA line items are in the case. (Also include an 
appropriate Comment for other decision lines being routed .) 

11. Cl ick the Submit button. 

12. If a workpacket was retained in the FEMA Manual Determination queue, perform 
additional initial case processing actions needed for that case. 

Prepare Personal Property Line Items for Payment 

NOTE: If an insured applicant's Contents settlement is more than the ONA Maximum, 
the applicant will be Inel igible due to insurance (INI). Steps below assume the 
settlement is less than the ONA Maximum and that the inspection did not note ADA line 
items. 

1. If Personal Property line items are insured for the damage type, use the 
Eligibility Calculator link to find the FEMA Verified Loss (FVL) of insured line 
items. 

V 

~ . Persona l Property Line 11ems .... Elig.bility Calculator Add I Edrt I Ecit Insured I Select I tem I Filter I Unfilter I Column Sort I ~ 

0 Select All Category I tem Item Name • Inspection Omg Type Degree Insured Unit$ Max Obs Qty Award Asst Type Subst Amt Pa id By Receipt 

D Room 22508athroom Ini tial Flood Rep I ace I nst1 red S1 36.16 1 2 S0.00 

□ Room 2050Bedroom Ini tial Flood Rep I ace Insured 5770.57 6 3 S0.00 

□ Appl 30300,yer Ini tial Fl ood Rep I ace Insured 5369.99 1 1 50.00 

□ Appl 3070E lectric Fan Ini tial Flood Rep I ace Insured 530.95 3 3 50.00 

n Appl 3700Everyday Di ni ng T able/Chairs Ini tial Flood Rep I ace Insured 5277 .99 1 1 50.00 

Total Award: 0.00 Tota l Amt Pa id By Receipt: 0.00 
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a. Select to Add a calculation. 

 

b. Note the value in the Observed Amount column for the line items with the 
inspection sequence and Insured Damage Type you are addressing.  This 
is the FVL of those items. 

 

c. Compare the Observed Amount to the Settlement Amount for the 
Insurance Type that covered the damage. 

o If the Observed Amount is greater than the Settlement Amount and 
all other Personal Property criteria are met, the applicant will be 
eligible for the difference between the FVL and Settlement. 

o If the Observed Amount is less than the Settlement Amount, the 
line items will be ineligible due to insurance. 

d. Cancel out of the Eligibility Calculator window.  (Do NOT add payment 
from Eligibility Calculator to the Personal Property Payment Calculator.) 

e. Close the Eligibility Calculator History – Personal Property window. 

2. Next, in the Personal Property Line Items frame, if items are Insured for 
Damage Type Flood in Flood Zone A, V, or W, change the line items to Not 
Insured. 

a. Check Select All checkbox, and then select the Edit Insured link. 
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Select Seq ID .. Last User Oatemme Saved 

No data available i n tabl e 

Insurance Settlement 

# Insurance Type 
Mobile Home (OIR) 

Coverage Type 
Contents 

lnspecton and Insurance Comparison 

Select Inspection 

lni~al 

FE MA Review nem1 

Inspection 

Insured 

Insured 

Insured 

Damage Type 

Flood 

Total 

Damage Type 

Amount 

Claim No 
00102048117 

Asst Type 

Observed Amou 

SS,878.6 

SS,878.66 

Elig Code In Current Calculator 

Set11ement Date 
03/28/2018 

ONA Award AsstType 

S0 .00 

Observed Amount 

Settlement A 
8 500.0 

Subs! 
2041519 

Insurance Compare 

~ 

ONA Award Aul Type 

Eligibility Summary 1f the Adjustment is a deduction and is greater than or equal to the Subtotal, the Adj Subtotal will dis play Zero. 

llffi1G1N\1tll 
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b. In the Edit Insured window, select Not Insured, and Save the change. 

 

3. Check Personal Property Inspection History for essential rooms and 
appliances inspector recorded as “Not Affected” or “Landlord Owned.” 

a. Select Inspection History link at bottom left of menu. 

 

b. Navigate to the Personal Property tab. 
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Requirement 

Identity Veific 
Signatu,e Obi 

,,..urance Se 

lns1.Kance "l 
M obtle Home 
Mobile Home 

EB Correspondence Recetv ed 

~ Perwooal Property Line l tema 

Insured: 

ttrua. 

Subst 

~~ 

llQill.ft 

llml. 

011u1!11c.1cu1aa,r I Mg l lJl!!I ~diU•••~h nm!km l f.tk! I l!!!l!!E: I Cofurmsort l liR.I! 

10 Select All, Ca1egory Item Item Name lnspect:ioff D~ Type Des;J"ee Insured Unit S Max Obi Q~ Award A11t Type Sublt Amt Paid By Receipt I\ 

~ Roo,. 

E'.l Appl 

el Appl 

0 Appl 

< 

Meeds'To Do 

Registrat ion Status 

Events History 

RI Hi story 

Inspection History I 

20S06edroom 

3010Refrfgerator 

3310T\\in Bed 

3050Freezer 

~ - Pen1onal Property Line 11ems 

D Select A ll Catego ry, Item- Item Na me 

□ Room 2050Bedroom 

lniial 

Initial 

lnilial 

Initial 

□ Appl 301 0 Refrigerator 

□ Appl 3310T\\in Bed 

□ Appl 3050Freeze r 

flood 

flood 

flood 

flood 

ReplaoelnSJro<I $770.S7 

Replacelns.ired 5475.99 

Replaoelns.ired S436.◄8 10 

Replacelns.ired S371 .24 1 

so 00 

S0.00 

so 00 

S0.00 

Total Award: 0.00 To1al Amt Paid By Receipt; 0.00 
V 

> 
> 

f ligibilityCa k:ulabr I Add I f djt I f <it l nsured I Select Item I Filler I Unfiller t Colurm Sort I ~ 

I nspectiOf?' Dmg Type Degree Insured Unit$ Max Obs Qty Award Asst Type Subst Amt Pa id By Receipt 

Initial Flood Replace I-lot 5770.57 6 S0.00 
Insured ,,... 

Initial Flood Replace Not 5475.99 1 SO.OD 
Insured 

Initial Flood Replace Not 5436.48 10 3 S0.00 
Insured V 

Initial Flood Replace Not 5371.24 1 S0.00 
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Timeline/Res.idence l3 
piitriiffflliffitl5ii4WiMM&Mhh-it'IN,Jih!MiWr>~1 s ouul P1og t:1 lve■thtihhiMithi-iliiShN-3¾6Wi4hhlh14hM•Mf:ihli-ihh4 

l'eroonol f'"oi,erty flgsn Id: 150413140 

2 lnnial P.adio Li, ing Roon flood P.epace 1 first rbor.411.0in View, 

2 lnnial Tekvh:icn Fr<t Roo· U, ing Room Flood Ropaca 3 first Fbor., fl.0in Vi, w, 

2 lnttlal Eve·rda{ Dlnlng- able/Cha~s F~st floo· Klchen Flood Rep ace Arst Fbor.4ft. 0ln Vlf l'f l 

2 lnnial Mc.row ave r r st lloo· Klchen r1ooc1 P.epace first rbor.411. 0in View , 

2 lnnial Free:::H Fr<t Aoo· Klchon Flood Ropaca first Fbor.•fl.0in Vi, w• 

' I I 

2 Bedroom First Floor Flood Reoace Viel'f fd 

2 lnnial De-droon, rirst rloor rlood Landlord Owned Viewed 

2 lnniol B~h roorr Firot Floor Flood Fc,bcc Vicvr c·d 
2 lnltlal Ban roorr First Floor Flood ne, Bc·e View ed 

2 ln, ial Cxteric,r r r sl rloor r1ooc1 i'bt Afhtled View ed 

CLOTHll'IG 

Seq# ,.. linspectioo J Required Clothes lc1othng Loss Vorifi<>d 

2 ritia 

11113 

l■iUH-
< > 

c. Review Appliances and Room Furnishings frames for Degree of 
damage recorded as "Not Affected" or "Landlord Owned" items. 

If found, you will need to count these items toward the IHP limit. 

d. Close the Personal Property Inspection History window to return to the 
Personal Property assistance screen. 

4. If there are "Not Affected" or "Landlord-Owned" appliances or rooms that 
help meet the IHP Quantity of a "like" damaged line item: 

a. In the Personal Property Line Items frame, select the line item checkbox 
for the appliance or room. 

b. Cl ick the Edit link to open the Edit Item pop-up window. 
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A I l Ml\ l ndividu,1ls & ltouscholds l'ror1r.nn f1MA Manud JJ,,1•nnw,nllon tlomo ■ 
\:"I v~:.t)I"\ 171 O:?OCl 1% Sr:!TCll' Ol 1:x;.ASJC .,, ur;ino:, L99oot ■ 

AQH ID: 150--4 1)10 

a.we !.ill 
111:gat: MR MICHAEL MOUSl 

Co-At1r- &.1AE MOUSE 

SSJI: 210--t t-3140 

Co-SSN: 

Curr: (3U) U t~UO 

C♦lt 

• Allltlau 

• lru pec:tion Slalus 

... l11to Cont10I 

• Unbid Re._:s 

... Nctel~ O Oo, 

l d tr:Cl'lyV 

Sifl'IIUtlll • C.iegory Type: I P'lO'I V 

• l em Name: ,-I tlW_ IOO.! ______ v 

Olher Oesc:: 
'---------' 

~•;:;:. Manual Inspection 
U oblloe Ho 

lnsP<><fion Type: fl,\! 

l!!c«,. 
' DomogolyJ)<J: :::lfl.000============::::'.vl 

• Degree of llrmoge: ~I RERA_ ce _____ ~vl 

Award 

O/R.:0\VI IOV: tOV .. PA$$ 

NN: & 

Repair Ami X: J il85,29 

Riap,olr Amt Y: s -,577~.93-----

Aepla<e Amr: J 1770.57 

X 

..... 

Lllr1g: E119 

SC: Ho I ClllA: No 

tWa 

UWi.ll 
UliW1 

lt.dll. 

l lll!!b! l ~ l llll<I 

111 Ami Paid lyAecel pt 

Aul Type: ,. 
• R.I Hl~ o ,y 

< 

Aw"'d ~evel: ~------

WWW 
n ephceNot $37 t ?4 t 1 

Totll Awatd: 475.lt Toal Arni P.alcl Sy Recttipt 0.10 

Nold r,, Ptymtn.t C.11:ulelOf Stow: I Pea!JJ,it v j 

c. In the pop-up window, edit the Award Quantity. 

• Subtract the "Not Affected" or "Landlord Owned" quantity you noted 
from the Item Quantity observed as damaged. If the Item Quantity is 
greater than the IHP line item Limit, subtract the Not 
Affected/Landlord Owned quantity from the IHP Limit. 

For bedrooms, if the Item Quantity is greater than number of 
occupied bedrooms shown on the Overview screen, subtract the 
Not Affected/Landlord Owned quantity from the number of occupied 
bedrooms. (For example, if 3 bedrooms were observed as damaged, 
but only 2 bedrooms were occupied, and 1 bedroom is noted as 
"Landlord Owned," award only 1 bedroom.) 

• Enter the difference in the Award Quantity field . (If difference is 
equal to or less than 0, enter Oas the Award Quantity.) 

• Save your edit. 

5. If the applicant had insurance to cover the damage type, edit insured line items to 
specify the HA Qty to award. (This field will default to blank if damage was 
insured.) 

a. In the Personal Property Line Items frame, select the line item checkbox, 
and cl ick the Edit link. 

> 
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r!]_ Porsonal Proporty Li no lll>ms Ekq1bOl1,Caleula1or I Adc;!l!!I Edrtlrlsurod l SclocU.>m l f11tor I Unt,.,, I Co'-'mnSO<! I !!2!1! 

0 SeleetAII Cateoorv • ltel1l" llem Name lnspectioo .. Omo Type Oeoree Insured Un~S Max Obs Qty Award Assll-,oe Subst Amt Poid By Receipt 

110 
u 
□ 
□ 
~ 

Appl 

.... 
~ppl 

~ppl 

111"11"11 

3010 Rein gerator Initial FIOOO Rep1ac.e 1nsurea 5475.99 1 1 $0.00 

""" .. ....... .... .. .... ···- ··· ·• • ·• o ,u . ..... 
3050 Freez.er Initial Flood Replace ln9.11ed 6371.24 1 1 $0.00 

3020 \Va!hor lnitral Flood Roplaco Insured 6369.99 1 1 $0.00 

~O'lfl l"\n1or ln,t..o l CIN'\rl 0o1"11?"0 l ne1notl t~~ooo ' ' an Oh 
To01 Award: o.oo Tocal Arri Paid By Receipt: 0.00 

b. In the Award Quantity field, enter the Item Quantity observed as 
damaged by the inspector. 

@) Edit Item -- Webpage Dialog X 

• Category Type: I ROOV 

• kom Narno: ,.., B--8:J--ROOM _______ v_ 
V 

Repair Amt X: S l:as.29 
Repair Amt Y: SJ "'577= _""'93,_-----

Other Oesc: 
Repl,.;e Amt: S 1770.57 

Manual Inspection -------------------------

Ins poet ion Typo: j lNITT'IL 

• Damage Type: ~I F_LO_OO _______ v~I 

lns urod: ~ 

• Item Qty: 3 I Limit IG I 
• Degr ee of Damage: ~I RB'LA __ CE ______ v~I 

Cost:$ 770.57 

Award ----------------------~,-- ---­

Ass I Type: •,-. A- wa- ,d-Qt-y:.,13!!!!!1 ---x"'I 
AwardL,,vel: Award Amt: $ p .oO 

c. Keep the following in mind ... 

• If the Item Quantity is greater than the quantity required to meet 
the IHP Limit, enter only the quantity needed to meet the limit. 

• The limit for bedrooms is the number of occupied bedrooms, vs. the 
maximum limit of 6 total. 

• Subtract quantity of items recorded in Inspection History with 
degree of damage "Not Affected" or "Landlord Owned" (as 
instructed in step 4 above). 

d. Save the edit and repeat for each remaining insured item. 

6. After all line items include "PP Qty" and "PP Award" values, select all items for 
payment. 

a. Cl ick on the Select All checkbox. 

IA Training & Development Section V.2.0 104 

J 

.. 



Civil Action No. 5:21-cv-00071 
13th Interim Response 

010469
Web NEMIS lntial Assistance Reference Guide Personal Property Assistance Basic Processing Steps 

b. With items selected, cl ick on the Select Item link in the Personal 
Properties Line Items frame. 

c. In the Select Item window, select the appropriate entries for the Default 
Qty and Inspection fields, as needed. 

A FEMA Individuals&. Households Program FIMA Manual Detennination Home D 
W Version 32102-00195 Ser,er:TCl.-12CASTC ln,urance !&9fil!l D 

·• 

Rgsn I0:15U 13140 

Osr. 1456 

Registran1 Info 

Rgst: MR MICHAEL MOU SE 

Co-Reg: II AE It O USE 

SSN: 210~1-3140 

Co-SSN: 

Cure (3151041-3 140 

Cell: 

0/R:O\'il 

Oep: 6 

IOV: IOV_PASS 

HH: 6 

·• Asstance 
Ff' AsstType: RB::ONSIDERAll~ PP Award Level: RST 

·• lnspec1ion Status 

·• Line lteras 

·~ Co1111unicahn 

·• Info Control 

"➔ linte<I Re9s 

lnsuran 

lnsll'an 

ltobileH 
ltobile H 

Inspection: I INITIAL 

....... l►N◄ htl:IMH 

HA: OP EN 

SBA: FIT 

Other. CLOSE 0 

Fld Zn: A 

usted 

Lang: Eng 

SC: llo I CBRA: No 

Subst 
52041513 
52041519 

·~ lleedYI" o Do ~ - Pers011al Property line l lems EligibilityCal<ulalor I Add I Edtt l Editlnsuredl Selectllem I h I Unfilfe< I Column Sort I !!£!2 

·~ Registration Status 

·• Events Histol'/ 

.. , RI Hiso,y 

.. ➔ lnsp«i ian History 

I 0 Select Ant at?gory llent Item Name 

l±J Roo~ 2050Bedroom 

1±1 Appl 3010Refi gerator 

1±1 Appl 3310h•n Bed 

1±1 Appl 3050Freezer 

Hold (>I Payment Calculatcr s11ow:I Pending v i 

lnspectio• 0mg Tw e Degree Insured Unit$ Max Obs Qty Award Asstlype Subst Amt Paid By Receipt 

Initi al Flood Replacellot S770.57 6 3 3 52,311.71 
Insured 

Initi al Flood Replacellot $475.99 1 1 1 5475.99 
Insured 

Initi al Flood Replacellot $436.43 10 3 3 51,309.44 
Insured V 

Initi al Flood Replacellot S371.24 1 1 1 5371.24 

Tomi Award: 8,702.72 Total Amt Paid By Receipt 0.00 

Add ttem Oelelf lem Misc Ad !!.t!lt 

< > 

d. Save the selection(s). 
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Back on the Personal Property Line Items frame, the Assistance Type will be auto­
populated for each line item selected, and the Total Award will be shown at bottom of 
the frame. 

~ - Persona l Property Line Items EfigibMy Calculator I Add I Edit I Edi Insure<! I Sele<! Item I Filler I U nfiller I Colurm Sort I ~ 

0 selectAU category 11em 1tem Na rne 111specuon omg Type Degree 111surea unit s Max Obs QI/ Award AsstType , SuDSl Amt Pala By Receipt 

i;zJ Room 2050 Bed room Initial Fl ood Replace tfot S770.57 
Insured 

6 3 3 S2,311 .71 Reconsderation 

0 Appl 301 O Refrigerator Initial Fl ood Replace rtot S475.99 
In sured 

1 1 ·1 SHS.99 Recon9de ration 

0 Appl 331 O T\\i n Bed 

0 Appl 3050 Freezer 

Initial Flood Replace Ito! S436.48 
In sured 

Initial Flood Repl ace tfot S37 l.24 

1 O 3 3 SI ,309.« Reconsderation 

1 1 1 S371 .24 Reconsde ration , 

Total Award: 8i102,72 Tota l Am t Pa i d By Receipt 0 ,00 

Poyrncnt Cok; u~ lor Show ; I Pen din g V I AdilJ.lem lld.eJo.lkm NiK.All. ll.e1J2. 

11cm 

Ins setlement 

Line It em TO'IB I 
Pending To181 

A3$1 Type E lig Code Rccei pf Date ~ d ing Elig Amt .,...,Amt Prcv iou$lyPai d Adj forPrcv Pmt OM ARTS Doc ID Image # P03sib le Oup Do; Dup Set 

PIID-Pend ing 03/22120 18 (S3,500.0 0)c~ m 100&100a101Sb2a 1 
PIID-Penel tng 56 ,702.72 

MISC Aq 

Adi ust for Prev Pmt 
Eligibl e To1al Award 

5 202.72 

' 

S0.00 
S0.00 

S202.72 

c a tegory: I Pemm:tl Property VI A'!:S. T ype: I Rccon3dcration YI 0 f lood l n~un:inc,c 

E lig ibility Code: ._I P_N_D -_P_en_di-'no'--_____________ v_,I 
I litiiihl'!I( 

In addition, in the Payment Calculator frame, the Insurance Settlement will be listed as 
a negative amount, the Line Item Total wi ll match the Total Award, and the Pending 
Total will be the difference between the Line Item Total and Insurance Settlement. If 
there are no adjustments, th is will also be the Eligible Total Award. 

Review/Update Verification Requirements 

If the applicant meets all el igibi lity requirements for a Personal Property award, next 
ensure all verification requirements are met and set to "Verified." 

If you need to change the status of any verification requirements: 

6. On the Personal Property assistance processing screen or Info Control screen, 
select a verification requirement to update, and then click the Decision link. 

Verification Reql.irements ~ Decisio 
I'\ 

Requirement • Status Requirement • Status 

Identity Verification Verified Hom eow1e(s lnsurance Veriied 
Signature Obt ai ned Verified Occupancy Veriied 

Ow1erlfl ip Ve lilied 

< > " 
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7. In the Verification Status field of the Decision pop-up, select the appropriate 
status. 

8. In the Associate frame, select the Substantiation items(s) used to verify the 
requirement. 

9. In the Assistance Affected by Verification Requirement frame, ensure the 
Applicable checkbox is selected for Personal Property assistance. 

10. Save the update. 

Make a Determination 

1. Select the appropriate Eligibility Code in the Payment Calculator frame at 
bottom of the screen. 

Payment Calculator Show,I Pending V I Add I tem Delete I tem Misc Ad .!itll2. 

Item 

Ins Settlement 

Asst Type Elig Code Recei pt Date Pending E lig Amt l nelig Amt Prev ious ly Pai d Adj for PreY Pmt OMAR TS Doc 10 Image# Possible Oup Doc Oup Set 

PND-Pe n d1n g 03/ 22/ 2018 (S8,500 .00) m1 ooa1 ooa101502a 1 

Line Item Total PND - Pen d in g 

Pending Tota l 
Misc Aq 

Aaj u:\,re 
Er ible A CPND- Ap~ ,\i th i nsurance being i n~ecled . 

,g f PP- Ei g oble -PP ,Nofl ood Insurance Req uired 

Categ ory: 

PNC Pending 

APVD - Approved for Asistance 
APVP - Appeal Partial Approval 

E lig il>ility Code: f PPZ - f lig ib lc - PP, f lood I n-SU ranee Req ui red 

SS,70 2. 72 

S202. 72 
S0.00 

0 Flood Insurance l @iir\111 

2. If the applicant is eligible for flood damaged line items in flood zone A, V, or W: 

a. Use EPPZ. 

b. Also, if SBA status if FIT and the applicant does NOT have flood 
insurance, check the Flood Insurance checkbox to generate a GFIP 
award. 

3. Cl ick Continue to save your determination. 
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Finalize Your Work 

1. After you have processed assistance needs in the case, navigate to the 
Confirmation screen . 

~ Renlal ASSISbrce Transen1Accorrrroct1.nc:ns ~ OllftOllli'.lll 

Corlirrrati oo 

O.cieion 

Select C.teo>rv 
0 TR:1113enl .o«onmod,tion:s 

0 ... ental AS'i~anc:e 

@ ........ Peoonru Property 

0 Home Repair 

□ s om l'\lcrloaclcet 

Generated Cor~e 

Pre¥ iew Leaer 

ComNm 

• St.nYr'II ry. 

•Am>wll • EliaCooe Routi1111 
S6G-4.00 fTR IFEMA Approval 
S1 .772.00 ER FEMA Approvol 
S202.72 EPPZ I_FEMA Approval 
S1.118.0a EHRZ j FEMAApprovel 

Retai n \Vork>a~t in Queue 

Retu:m To Scndet' Hotfound twtti~ worilpocket 

• Laro.age Geoerateoo,10 uaer oec ision 

Subaua,e 

i=I N=CN= -O= R=M=====-v l .~ 
I NCN-ORM vlr 
I NCN-ORM -vi 
I NCN•DRM v i 

oea11s:~====================================l 

a.anicters ret'Tl:l iring: 2000 dlaractersre~ 

Mffi•WN M •tfflffitflMN I 

I Rel•lcd Oocumms; I v11 

2. In the Decision frame, select each decision line you are routing out of FEMA 
Manual (and/or unselect any decision line you need to retain in the queue). 

3. Confirm or select the appropriate routing destination for each decision line. 

4. If you need to retain a workpacket in the queue after routing all decision lines 
out of the queue, select the Split Workpacket checkbox. 

5. If you need to generate a letter: 

a. Cl ick the Letter link and follow prompts. 

b. After returning to the Confirmation screen, select the appropriate option in 
the Letter Decision column of the Generated Correspondence frame. 

6. If you need to generate a Contact, use the Comment/Contact link at top right of 
the screen to do so. 
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7. Generate an auto-comment by clicking the Generate Comment button.  (NOTE: 
The button will be labeled Re-Generate Comment if a comment was previously 
generated.) 

8. Edit the Comment Summary and Details as needed. 

9. If needed, select the related documents that support your decision(s). 

10. When ready to route the case, click Submit. Decision lines will be routed to 
specified queues, and you will be exited from the case. 
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Medical or Dental Assistance Basic Processing Steps 

SOP: Medical and Dental 

Perform Case Review 

To review a case for a Medical or Dental Assistance need: 

1. Review the Banner and the Overview screen to determine whether the applicant 
meets general criteria to process Medical/Dental assistance. Look for IDV=Pass. 

NOTE: The example screens shown below are for a mock applicant in a 
simulated disaster in the test development lab system. 

➔ 0.-erview 

~• ReoiSran1 Into 

·• ASSl:lance 

~ ln~ecti oo Status 

· • Corrmunication 

., Info Con!rol 

~, lif!kee:IRegs 

·• Needs'To Oo 

· > Registrauon s1atus 

-9 E\•emsH aor, 

4 
RI HJ~Or,' 

·• lmpectiai Hsl:ory 

Current Queues 

Proce~s Subqueue 
!=Ea.IA llanual i::e1em11nation Olha- NeedsASS~anoo 

com~nt/ conract HislO<y 

~- & Tme Summary Line 

~ History 

AddedD.lCe 
12/1512015 06:15 p i, 

Show: croime.ns I ~on1accs I An 

Correspondence Recerved 

Reco1veo DalG oescriouon 
12/1512015 12:00MEO INS SET I.IEOPHVSIPROVSTMT i1EOEST/RCPT/Blt l8 PGS 
12/15/20 15 12:00MEO INS SET IAEDPHV'SJPROVSTMT UEOESTI RCPT/Blt l 8 PGS 

12/1512015 12:00MFP IN$ $FT IJFQPHtSIPRQYSTMT UFQFSTJRcPT/RIJ I 8 PQ.B 
1'/ 151'0 15 1, ·oOMFn I~ ~FT IJFnPI-N~PROV~MT UFnF~TJR<"'.PTJRll I i Pfi~ 

111&uranceType Seliementon File . No vermc.allon Stal.I& 

Type 

12/1 5/2015 C6.33 ORCMEOICAL ANDTAANSPORTATION-ONLY REGISTP.ATION 

Source 
SubS1antiat1on 
Reoisration 1n1c11e 
Regis.ration 101a1e 

Automobile u ability 
Automobile I.Jabilitt 
HOOle0\\0 9-IS{O) 

Ownership Verit ed: 
occupancy vorrnet: 

Inspection 

ln:;pedion Pendng: No 
NJ moor ot 1n~ a1onscomp1etod: o 
03maae Type: 

Ass1s1Dnce Surrmory 

Catioorv 
Medu:al 
nan$ onauon 

IH summuy 

Rooo10Rep1:aco rora1: so.oo 
Temp Housing To~I: $0 00 

ONA Total: $0.00 

AsstType 

lnlt1al 
lnllial 

Award Lev~ 

Primaiy Residence: 
Roooenoo Type: 

l:lioibili~ 

PNO ·Pen(hno 
PNO · POOding 

Under Repa1rJRop1aco Max : S-31,900.00 

Under ONA Max : $31,900 00 

Tomi Fed Fund!.: $0 00 

NF IRA Maint Romt 
NF IRA c ompliafK:8: 
NFIRA Match TJl)e( 

H3bitabilitr RepaiisRequired 
Bedrooms0COJPl8Cl 

Mo-,edMlilling lo l l a,e: 
ES:en!lal U itili f:GOut 
1naccem01e: 

Elio°"" HA Amounl 

Re0a1r1ReD1aoo Montes RolmlOO: ('£0.00> 

RepairJReploc:e Monies Reissued: $0 00 

ONA Monies Returned: ($0 00) 

ONA Amount Schec! t.1leClaY: 

Torti) Hous-1no Monios Rorurnoo: ($0. OJ) 

Tel11) Housing Monies Reissued: SO 00 

Total Monie!. Rellmed: (SO.OD') 

HOIO (>l FIP PoiO: S0.00 ONA Monies Reissued: S0.00 Tomi Monies Reissued: $0.00 

oeateWP 0 
Aaa A~ aanco 0 

Total Aw.anls: so.oo 

FEMA • P.O. Box 10055HJallsrille, M020782•7055\'800)621-3362Fax. (800)827-8112 

2. Review Comments and Contacts. 

3. If not done previously ... 

a. Check Workpacket History to see when the workpacket arrived in queue. 
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b. Review Events History to see why case is in the queue and get an 
overview of all actions performed in the case. 

c. Review information on other screens as needed for the case (e.g., Line 
Items, Linked Regs, etc.). 

4. Review information on other screens as needed for the case. 

5. Create a Medical/Dental pending line if not done previously.  Use the Add 
Assistance link at bottom left of the screen OR navigate to the Assistance 
screen and click the Add link in the PP/Other Assistances frame. 

 

Substantiate Medical/Dental Document Items 

NOTE: Check all sets of documents listed in Correspondence Received frame for 
Medical/Dental document items that may be included in another Category listing. 

1. Navigate to the Medical or Dental assistance processing screen and review 
general information on the screen. 

2. In the Correspondence Received frame, expand the row containing the 
Medical/Dental category. This line represents a set of individual documents. 

NOTE: Check the Item Type/Description field for all sets of documents listed in 
Correspondence Received for Medical/Dental document items that may be 
included in another Category listing.  
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I_ran_sportafion C9nfi_rrnatl@ CommcntJContad IJ 

Verification Req1,1irerrents l\l!!l ~ IH St.11mt,ry Noles 

"' Requirement • St1tus Rewi rement • StntJs Repair/Replace Total: $0.00 Mmies Retirned : (00 00) Medical Ins: NO 

ldentijy Verificetion Verified Health !nairence for Medical Pendin!'J Reaue~ Temp Housing Total : $0.00 Mm ies Reissued : $0.00 RFI Sent 
Si g,ature Ot:tained Verified Homeo't\ne(s ln-3.lrance Pending ReQue~ TimerExoires: M ecncal Expenses Pen<11ng R&quea ONA Total : $0.00 Tob i F e<I F uncts: $0.00 

M ec11ca1 Slatement or condition VMfleCI FIP Paid: $0.00 Under Repair/Replace $31,900 00 
Max : 

V TOCill Aworcls : $0.OO Under ONA Max : $31.900 00 

B Corresl>OOdence Received !MR. 

t of lie ms To CalculatJr Verified Item Tyoe/OescriJlti0A OMARTS Document 10 Duolicate Of Received Lost Viewed 
to Control .TranS>ollation 5 

1 

< 

Payment Calc.ulc,t>r Stow: ~ 

9069B.Veh Lackof lnsVeh Liab Ins.Yeh Mech Stnt.Veh Rea 
al E,tJRc Bill 
Mod Ins Set,ModEs/Rq>VBi n,r,,odPhy1Pl-o'/Stmt 

090QQCQ18Q?c6681> 12/15/2015 08/23'2018 
09000001302c668d 12/15/2015 08/23'2018 
09000001 802c668o 12/15/2015 08/23'2018 

> 

l!l!!!..l.!!tm ll!tll:l!:.ll!: MiKAli l!J:ln. 

1~ m Asst rype El lg (Ode Receipt Date Pencllng Ellg Amt lnE!ll g Amt Pr&YIOU&IV Pal(I A<IJ ror Prev Pmt DMARTS Doc 10 Image# POSSll>lie Oup Doc OUp ,SQ( 

Pending To1i'.11 
Misc Adj 

Adjust for Prov Pmt 
El igible Total Awa,a 

caieoorr: Mea1cal v 

so 00 
S0.00 
S0.00 
S0.00 

As:l Type I Initial v i 

Eli g b,llly Codo: ..._I PN_ D_·P_en_d_in..co _________________ Y_,I 
!lf®i'l:i'li 

3. To open document items in the Item Substantiation window, select the DMARTS 
Document ID link for an individual item in the document set. 

B Correspondence Received !!!tit 

+/. Catggory #of I tems To ca1culal0r Verifi8CI llllm Typollloscri ption DMARTS Oocumonl ID Duplicato Of Received LastVieWOO 

C M~a1ca1 

Mec11ca1 
meu,ca, 
Medical 
Mec11ca1 
... _.,, __ , 

5 M20 1nss~u11~eg1Rcova111. IJl~CIPll gp iovstnu 09000001 802C668.@ 12/ 1512015 08/23.12018 

MeOEst/RQ)l/81 II 

-- = 12/15/2015 08123}2018 

'"=<~• Q)UOIII , ,, , ... , ... ,::, u,,, , , ,..,, ... 
MedE,t/Rcp1113i ll 51843812 12/ 15/2015 0711 2/201 8 
Meo 1nsset 518d8-80& 12/ 15/2015 0711 2}2018 .. ..... ,. __ ,. __ .., _ ... _..,,..,,._., .... _ ...... ,_ , <:•I\~#>"....,. A"IAl""'#> At: ,.,..,,~ ............ " 

4. At top of the Item Substantiation window, select the document item you want to 
substantiate from the list of document items. The selection will be highlighted in 
yellow. 
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Item Sub~la ntiot1on l3 
Conesl))fldeAce R&eetved .llli1 c.u,,,,,,, 

C.otegory #ot ltem., ToUllculiltor Ve rified ttem Type,Offcription CMARh Document ID Duplicate Of Received l•t Viewed 

lreda,I 

rv.dcal 

~'lld<:>I 

rv.dcal 

f1/l:ldle.ll 
< 

"" ~~ -.:i, , :,, 111),.,. 
N)\'ll.01.A,. >,.'A'f 

P.t'L.."CN.Nl' ('<I"~' 

............. -.i.e .. , ..... ...,. 
, ,., ....... , .. t~ .. .. ,,. .. 

. ....... , .... v., , , ..... ,~ 

IV\.•-.)'M>A V~ 

~4111:</ IIJC"Y"'-\lr 

i,'ed Ins Se\•'e<JEs•Rci>U81, h'edAlysiA"'S!nt 
M&d~ ~Rcpl'Bil 

l,~d8WRc,:,,811 

Moda.,Rcpl'BO 

l,fed lnsSet 

J;tldl=tiySJ'Pl(JI Slnt 

09000001802c668e 
51848812 

51848811 

51848810 
51848800 

51~8800 

12/1512015 07112"!018 
12/1512015 07/12/2018 

12/1512015 07112"!018 
12/15/2015 06'2l '2016 

12/15/2015 07112/2018 

12/1512015 0]l12f.!018 
> 

D This Document is ll Oui;:jJCate ot 

"I • Cotog0<y: ~I M_e<l_k:a_ l ___ v~I 

'lrngpe ggpe num berj' ) 

• Date of tervlce/estimae? 

• Provide,'t name, a:ldrett ood phone rlumber 
VQrified? 

' Receipt or other document sp,ecilies the 
illneu fnjury!expense as disa5tet related? 

'" Regiu rcnt meets thecriler iatobe process ed 
forthlt Mtlu,.-iee? 

' kom Type: ! MedEstlRept611 

I 09/21120,s 

@ YES O NO 

O YES @ NO 

oc.,t ra., tflr.\C. t'l'.1011 ~cou n, . s,~ 
' Total P<'lld/Oue f rom RegllS tr ,:11 t (wilhovt co• 
pay) 

~63000 

~~0.~00-~ 
t1ox., , ., ,.,, fll"" A'.>u ~r,.•;, .-i_nf..., llflllu:nM:> 

;Y,;.!OI t !"l1C\; UUll,,t<\' l .:,,,1 \ l ~lll(.W 
? l /110 ;u,.ir,•·=►·"" -1111:'>'I 

Btl '\. l !I, •M H l~II 1, 1/.,_tl 1-~ fW <l< o,¥ 

" "'Tr 'ffi>.•:• v i:.'n ~ 
rrA--•LI. w.v M.NI :. 
+-.,h/(IC6.-1,',t,.i--l$ 

¢ 0!116uMl- "'AA~l i 

n 1l( l• !!I, 1 ~l l)~ ""''~'l ,.l'(.~l .. (:l!o.o,(o;:Q.ilo,!I V-1'1!!~~ 1</,I 
7Jll)0 <.:->1AGC<:W' NW, 1-,;a,:,,. 

~ 1 .. ,1:-. -..•u · tr~ r t11,1<,'l\..,e,,.i.- ,. (Y' t< 

JQ.~¥lt(lf.O.U-3!"'-"\;:, 
1• -,t1C l 1!l " ~IJn.r n 

""·tl'J 
• ICvnl 
-~ w 

· - , ., ,, .. . ,>( 

Pending Eligible Amount 

V•rlllod: ! NotAP,lUcablo vi 
0 Do not add this i tem to the cdculator 

--
5. Review the Category and Item Type, and correct the field entries if needed. 

6. If the Image page number(s) field is blank or incorrect: 

a. Select to view the fu ll image. 

b. Then navigate to the document item in the set of documents and 
determine which page(s) it is on. 

c. Return to the Item Substantiation window and enter the page or page 
range in the Image page number(s) field. 

7. Review the document item for processing criteria and enter/update substantiation 
details for the document item. 

" 

V 
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* Category: I Medical v j * Item Type: I MedEstlRcpt/Bill vi 

* Image page number(s ) 14 I 
* Date of service/estimcte? 1091211201 s I 
* Provider's nam e, address and phone number 

@ YES O NO verified? 

* Receipt or other document s pecifies the 
@ YES O NO illness/injury/expense as disaster related? 

* Registrant meets th e criteria to be processed 
@ YES O NO for this assistance? 

* Total Paid/Du e from Regis trant (without co- ~!Bl ~ 630.00 
pay) 

Pending Eligible Amount ~0.00 I 
Verified: I Not Applicable vi 

D Do not add this item to the calculator 

- --
NOTE: The following steps explain how to substantiate an Estimate/Receipt/Bill item. 
The fields would differ for other document items, but the basic process for completing 
field entries are similar for other document items. 

8. In, the Total Paid/Due field, use the sub-calculator icon beside to calculate the 
itemized expenses and insurance payments/adjustments shown on the 
estimate/receipt/bi ll item. 

a. In the Calculator window, enter each medical/dental charge and insurance 
payment/adjustment separately, along with a description for each amount. 

Do NOT enter any patient payments or co-payments to add to or 
subtract from the billed amount. 

Enter insurance payments and adjustments as negative numbers to 
subtract from the billed amount. 

Following is an example of a doctor's bill and the sub-calculator field 
entries based on that bill. 
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Doctor's Bill 

99204 OFFICE OUTPATIENT VISIT NEW 
73070 X-RAY EXAM OF ELBOW 

9/21/15 INS FILED TO NATL HEALTH OF NE 

PATIENT PAYMENTS 

INSURANCE PAYMENTS 
INSURANCE ADJUSTMENTS 

COINSURANCE AMOUNT 

VISIT BALANCE 

09121 /15 k ~.:::Z.!!t.•o~~~"'ftl\OP CEDAR COUNTY HOSPITAL 

23930 DRAINAGE OF ARM I ESION 
9/21/15 INS FILED TO NATL HEALTH OF NE 

INSURANCE ADJUSTMENTS 
DEDUCTIBLE AMOUNT 

Substantiation Calculator Entry 

~ Calculator ·· We.bpage Dialog 

VISIT 
BALANCE 

Total Paid/Due from Registrant (without co-pay) 

~ 
21 0 .0 .:. 
68.00 1!/11/11/f""' 

900.00 ~ 

•40.00 '$ 
· 162 70 

-63.00 
(PAT$ 1230) 

-27000~ 
(PAT 5630 00) 

0.00 

000 

All values entered will be added to the Total , Negative numbers are allowed for Amount. 

2101 !office OJtpatientVisit I~ 
681 Ix-Ray [~ 

-162.701 !insurance Payment rH 
~31 linsadjustment r~ 

9001 lsurg ioal Procedure· Hospital rH 
-27ol 11nsuranoe adjustment xlf rxl 

Total: $682. 30 

[?1cu1at;J ~ 
Add Line I I Save I I Ca noel I 

< 

12.30 

X 

> 

b. Cl ick the Calculate button, and then click the Save button. This will return 
you to the Item Substantiation window. 

The calculated Total Paid/Due amount will be auto-populated in the 
Pending Eligible Amount field. 
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* Category: I Medical vi * Item Type: I MedEs tJR.cptJBill vi 

* Image page number(s) 14 I 
* Date of service/estimae? I og,1211201s I 
* Provider's nam e, oodress and pho ne num ber 

@ YES O NO verified? 

* Receipt or ot her document s pecifies the 
@ YES O NO illnes s/injury/expe nse as dis aster related? 

* Registrant m eets th e criteria to be processed 
@ YES O NO for this ass is tc11ce? 

* Total Paid/Due from Registrc11t (without co- I+ ii ~ 682.30 
pay) 

Pending Eligib le Amount ~ 682.30 I 
Verified: I Yes vi.-

~ D Do not add this item to the calculator 

- -
9. In the Verified field , select Verified, or select the appropriate response if you 

made a courtesy call. This field confirms that a caseworker reviewed the 
document item and ensured all field entries were entered correctly. 

1 O. If the item includes amounts to award or deduct from an award, uncheck the "Do 
not add this item to the calculator" field to send the Pending Eligible Amount to 
the Payment Calculator. 

NOTE: If insurance amounts are deducted from the "Total Paid/Due" 
amount entered on the estimate/receipt/bill substantiation, do NOT add 
Insurance Settlement document substantiation for the same insurance 
amounts to the Payment calculator. (That is, do select the checkbox for that 
field on the Medical/Dental insurance settlement substantiation.) 

Otherwise the settlement would end up being subtracted from the award twice­
once from the estimate/receipt substantiation total, and again from the insurance 
settlement substantiation total. 

11. After completing substantiation entries, Save your work. 
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12. It there are other medical/dental document items listed at top of the Item 
Substantiation window (such as Medical Insurance Settlement, 
Physician/Provider Statement, etc.), select and substantiate the next item as 
needed, using similar steps. 

13. After saving all applicable Medical/Dental substantiation items, Close the Item 
Substantiation window. 

14. After returning to the Medical or Dental screen, review to ensure entries in the 
Payment Calculator frame are correct. 

NOTE: Review all sets of Documents in the Correspondence Received frame to see if 
any additional Medical/Dental document items are included in other sets of documents.  
If found, complete the substantiation process for those items also.  (You can click the 
longer DMARTS document ID link to review each set of document items in an image 
viewer before accessing items in Item Substantiation.) 

Request Additional Information 

If documentation needed to process the Medical/Dental need is missing or incomplete, 
check the Notes frame on the Medical/Dental assistance processing screen. This frame 
will indicate if an RFI letter was manually sent. If RFI Sent = YES, it will also identify the 
Timer Expires date for the applicant’s response.  

 

• If an RFI was previously manually generated sent and the Time Expires date 
has passed, the applicant will be ineligible due to insufficient or no substantiation 
submitted (IISS or INSS). 

• If a manually-generated RFI was not sent to the applicant: 

o Generate an RFI letter requesting Medical/Dental documentation.  

o Also “set the timer” for a response by setting an associated verification 
requirement to “Pending Response.”  
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o When finalizing your work, route the Medical/Dental pending line to the 
Info Control, Pending Receipt subqueue, and in the Generated 
Correspondence frame, select Send Letter to Mail Queue for the RFI. 

See the RFI Letter section on page 29 for additional details on generating RFIs. 

Review/Update Verification Requirements 

If the applicant meets all eligibility requirements for a Medical/Dental award, next ensure 
all verification requirements are met and set to “Verified.”  

If you need to change the status of any verification requirements: 

1. On the Medical/Dental assistance processing screen or the Info Control screen, 
select a verification requirement to update, and then click the Decision link.   

 

2. In the Verification Status field of the Decision pop-up, select the appropriate 
status.   

3. In the Associate frame, select the Substantiation items(s) used to verify the 
requirement. 
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4. In the Assistance Affected by Verification Requirement frame, ensure the 
Applicable checkbox is selected for Medical/Dental assistance. 

5. Save the update. 

See Updating Verification Requirement Status on page 50 for additional details. 

Make a Determination 

1. Select the appropriate Assistance Type and Eligibility Code at bottom of the 
screen. 

 

Eligibility selections will depend on whether saved substantiation details for each 
document item met required eligibility criteria.  

o If the service date and answers to all substantiation questions confirm the 
expense is eligible, you can only select an Eligible determination code 
(EMED or EDTL).  

o Otherwise, only Ineligible determination codes will be available. 

2. Click Continue to save your determination. 

Finalize Your Work 

1. After you have processed assistance needs in the case, navigate to the 
Confirmation screen. 

2. In the Decision frame, select each decision line you are routing out of FEMA 
Manual (and/or unselect any decision line you need to retain in the queue). 

3. Confirm or select the appropriate routing destination for each decision line. 
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4. If you need to retain a workpacket in the queue after routing all decision lines out 
of the queue, select the Split Workpacket checkbox. 

5. If you need to generate a letter: 

a. Cl ick the Letter link at top right of the screen and follow prompts. 

b. After closing the Letter Wizard, in the Generated Correspondence frame, 
select the appropriate Letter Decision radio button (Generate Only, 
Send Letter to Mail Queue, or Delete Letter). 

6. If you need to generate a Contact, use the Comment/Contact link at top right of 
the screen to do so. 

7. Generate a Comment by clicking the Generate Comment button and edit the 
Summary and Details information as needed. 
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8. If desired, select the related documents that support your decision(s). 

9. When ready to route the case, click Submit. Decision lines will be routed to 
specified queues, and you will be exited from the case. 
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Transportation Assistance Basic Processing Steps 

SOP: Transportation and Second Vehicle Requests 150394820 

Perform Case Review 

To review a case for a Transportation Assistance need: 

1. Review the Banner and the Overview screen to determine whether the applicant 
meets general criteria to process Medical/Dental assistance. (Look for 

➔ 0.-erview 

~• ReoiSran1 Into 

·• ASSl:lance 

~ ln~ectioo Status 

· • Corrmunication 

., Info Con!rol 

~, lif!kee:I Regs 

·• Needs'To Oo 

·> Registrauon s Iatus 

-9 E\•emsH aor, 

4 
RIHJ~Or,' 

·• lmpectiai Hsl:ory 

IDV=Pass; SBA=FIT or other ONA referable code). 

NOTE: The example screens shown below are for a mock applicant in a 
simulated disaster in the test development lab system. 

Current Queues 

Proce~s Subqueue 
!=Ea.IA llanual i::e1em11nation Olha- NeedsASS~anoo 

com~nt/ conract HislO<y 

~- & Tme Summary Line 

~ History 

AddedD.lCe 
12/1512015 06:15 p i, 

Show: croime.ns I ~on1accs I An 

Correspondence Recerved 

Reco1veo DalG oescriouon 
12/1512015 12:00MEO INS SET I.IEOPHVSIPROVSTMT i1EOEST/RCPT/Blt l8 PGS 
12/15/2015 12:00MEO INS SET IAEDPHV'SJPROVSTMT UEOESTIRCPT/Blt l 8 PGS 
12/1512015 12:00MFP IN$ $FT IJFQPHtSIPRQYSTMT UFQFSTJRcPT/RIJ I 8 PQ.B 
1'/ 151'0 15 1, ·oOMFn I~ ~FT IJFnPI-N~PROV~MT UFnF~TJR<"'.PTJRll I i Pfi)'; 

111&uranceTys>& Seliementon File . No vermc.allon Stal.I& 

Type 
12/1 5/2015 C6.33 ORCMEOICAL ANDTAANSPORTATION-ONLY REGISTP.ATION 

Source 
SubS1antiat1on 
Reoisration 1n1c11e 
Regis.ration 101a1e 

Automobile u ability 
Automobile I.Jabilitt 
Homeo\\oeis(O) 

Ownership Verit ed: 
o ccupancy vorrr1,H1: 

Inspection 

ln:;pedion Pend ng: No 
NJ moor ot 1n~ a1onscomp1etod: o 
03maae Type: 

Ass1s1Dnce Surrmory 

Catioorv 
Medu:al 
n an$ onauon 

I H summuy 

Rooo10Rep1:aco rora1: so.oo 
Temp Housing To~I: $0 00 

ONA Total: $0.00 

AsstType 

lnlt1al 
lnllial 

Award Lev~ 

Primaiy Residence: 
Roooenoo Type: 

l:lioibili~ 
PNO · Pen(hno 
PNO · POOding 

Under Repa1rJRep1aco Max : S-31,900.00 

Under ONA Max : $31,900 00 

Tomi Fed Fund!.: so 00 

NF IRA Maint Romt 
NF IRA c ompliafK:8: 
NFIRA Match TJl)e( 

H3bitabilitr RepaiisRequired 
Bedrooms0COJPl8Cl 

Mo-,edMlilling loll a,e: 
ES:en!lal U itilif:GOut: 
1naccem01e: 

Elio°"" HA Amounl 

Re0aIr1ReD1aoo Montes RelmlOO: ('£0.00> 

RepairJReploc:e Monies Reissued: SO 00 

ONA Monies Returned: ($0 00) 

ONA Amount Schec! t.1leClaY: 

Torti) Hous-1no Monios Rorurnoo: ($0. OJ) 

Tel11) Housing Monies Reissued: SO 00 

Total Monie~ Rellmed: (S0.00') 

HOIO (>l FIP Paid: S0.00 ONA Monies Reissued: S0.00 Tomi Monies Reissued: $0.00 

Total Aw.anls: so.oo 
oeate WP 0 

Aaa A~ aanco 0 
FEMA • P.O. Box 10055HJallsrille, MD20782-7055\'800)621-3362Fax. (800)827-8112 

2. Review Comments and Contacts. 
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3. If not done previously… 

a. Check Workpacket History to see when the workpacket arrived in queue. 

b. Review Events History to see why case is in the queue and get an 
overview of all actions performed in the case. 

c. Review information on other screens as needed for the case (e.g., Line 
Items, Linked Regs, etc.). 

4. Create a Transportation pending line if not done previously.  Use the Add 
Assistance link at bottom left of the screen OR navigate to the Assistance 
screen and click the Add link in the PP/Other Assistances frame. 

 

Identify the Vehicle Damage Level 

1. Navigate to the Transportation assistance processing screen and review general 
information on the screen. 

2. If the vehicle was not inspected by a FEMA inspector, you will need to identify 
the damage level based on a mechanic’s statement or estimate/receipt/bill item 
in the file.  To do so… 

a. Open the set of Transportation documents in the image viewer. (In the 
Correspondence Received frame, click the DMARTS Document ID link for 
the set of documents.) 
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Transoortalion 
Transoortali on 

N 
N 

Yes 
Yes 

90698 
v en Lack of Ins 
Ven Li ab lns 

b. In the image viewer window, navigate to the mechanic's statement or 
estimate/receipt/bill item that describes the damage to the vehicle. 

c. Determine whether the document indicates the damage level was 
destroyed or repairable. 

TECH OP lAOOROESCRiPl ON 
1>11 r,. PonNvm/w PNt ~ Roal/OIi /nr Ropiocomont 

MOS 0TH50 VEHICLE IS UNDRIVABLE/TOTALED DUE TO TORNADO DAMAGE RECE1VB) ON 09121/15 000 

d. Close the image viewer or use Alt+ Tab to return to the Transportation 
assistance processing screen. 

e. Select the vehicle line in the Transportation frame, and then select the 
Edit link. 

rran s-porca•on 

No NlT INSPECTED 2009 TOYOTA COROLLA S0.00 Yes Yes Tornado/Wind Yes 

f. In the Edit Vehicle dialog box, select the appropriate Damage Level, and 
complete other fields as appropriate. 
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@) Edit Vehicle -- Webpage Dialog 

EDIT TRANSPORTATION 

• Year: 12009 v ! 

• Make: !TOYOTA 

* Model: !COROLLA 

Policy Verified: I YES v I 
Liab Ins: I YES v I 

Com p Ins: jtmi vi 
Registered: I YES v I 

Drivab le: I NO v I 
Damaged: YES v 

• Damage Level : I DESTROYED 

mage ype: TORNAOOM1ND 

Damage Descrip tion: BROK8'H\1NDSHlaD 
MAJOR BOOY DAM<\GE 

Othe r Description: 

g. Save your edits. 

Substantiate Transportation Document Items 

X 

V 

1. In the Correspondence Received frame, expand the row containing the 
Transportation category. This line represents a set of individual documents. 

NOTE: Check all sets of documents listed in Correspondence Received frame for 
Transportation document items that may be included in another Category listing. 

El correspooc,e-nce Reicelv ed l!J:ln. 

- - - ·- - ·- - -
Info Control .TranS>ollation 5 9069B.Veh Lack of lnsVeh Liab Ins.Yeh Mech Stnt .Veh Rea Q:9!>.tlOCQj 80?r.6Mh 12115/2015 08/23'2018 
v=111cll 1 U l c::11nt1.11Jo l 1,!1 1.NCU t ;J UOI L J LU l O 

"t~ee11ca1 5 U eCI ins Set,tlleOEst/Rq)VBI U,MeaPhygPro•tstmt 09000C01 802C668e 12/15/2015 08/23'2018 

< > 

2. To open document items in the Item Substantiation window, select the DMARTS 
Document ID link for an individual item in the document set. 
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El Cor.-Pspoooence Receiveid 

+/. Calegory 

l!m 

11 or nerns Toca1cula1>r Veti nea uem fypetDesctlptiOn OM ARTS Document ID 
09000001802cu68b 
S1&4A817 

Duplicate o r Re<:eiYetl Last vtewe11 

5 12115/2015 08/2312018 B Info Control.Tran~ ortation 

Info Con trol N Yes 

90698.Veh l ack of !nsVeh Lieb lnsVeh Mech 81ml.Veh Reg 

90098 121 15/2015 08/23/2018 ~ 

T ranroortab on Veh Uab Ins - s , s48816 
. ._........ ... - -... - 12115/2015 

"' , .. 

08/23/2018 I 
.. .,, ~ .. 

3. At top of the Item Substantiation window, select the document item you want to 
substantiate from the list of document items. It will be highl ighted in yellow. 

lt~n, Sub-.tnntfot1on l3 
Add Com@o 

Category 

Info ControLTranspo,ta~on 
Info O:,ntrol 

TransportatOO 

1 1 ranspot1aton 

ranspor atoo 

Transpoflatiln 

t of Item& To Calcub(or Verified Item Type/OesCfip(ion 

N 

N 

Yes 

Yes 

9069B,Veh Lad< of lns,Veh Uob hs.Veh M:,ch Stnt,Veh Reg 

90699 

V eh lack. of Ins 

ven ._,nu 111 

v oh IVBCll ;)lJTil 

Voh Rog 

OM ART 15 Docume nt 10 

09000001802c668b 
518"8817 

51848813 

:, 101>00 10 

51848815 

Ouplk.i:rte Of Received 

12/15/2015 
12/1512015 

12115/2015 
OQO~.U < > 

12115/2015 

L1J15tViewed 

081.!312018 
0812)12018 " 
08123120 18 
u o,rnau ,o 

V 

I .,i4 v;ewFull lrr,m I ____ _ □ TblS OOCUmet'l l 19 a OUpllca le ot: 

,---~====~-------~=====~,· 
I'\ ·ce1egory: I t ransportation v i · item Type: I Vehliab t\s v i 
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Rtic:~Vri~ 

AUTO RENEWAL 
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" Image page number(s I 

• Effective Date 

• Expiration O.:rto 

•Comp;,ny n.-no, addrou, ph one num ber 

• Pol icy Number 

Verified: j Not Applicable v i 

Is thh i tem a dup lic:a1e ? 0 UNKN01MJ O Y ES O NO 
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4. Review the Category and Item Type, and correct the field entries if needed . 

5. If the Image page number(s) field is blank or incorrect: 

a. Select to view the full image. 

b. Then navigate to the document item in the set of documents and 
determine which page(s) it is on . 

c. Return to the Item Substantiation window and enter the page or page 
range in the Image page number(s) field . 

NOTE: The following steps explain how to substantiate an Estimate/Receipt/Bill item. 
The fields would differ for other document items, but the basic process for completing 
field entries are similar for other document items. 
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2. Review the document item for processing criteria and enter/update substantiation 
details for the document item. 

a. Ensure any existing entries are accurate. 

b. If you need to add/deduct multiple expenses or deductions on a Vehicle 
estimate/bill/receipt item, use the sub-calculator icon beside the Total 
Amount field to calculate the itemized expenses. 

* Category: I Transpo rtation vi * Item Type: I V eh EstJBill/Rcpt vi 

* Image page number(s) 12 I 
* Date I 10/10/2015 I 
* Vehicle I TOYOTA COROLLA2009 vi Add 

* Damage Level I Destroyed V 

* Disaster Re lated? @ YES O NO 

* Company name, address , ph one number @ YES O NO 

* Total Amount 5000.00 ~ 
* Adjustm ents ~0.00 I- i 
Pending Eligible Am aunt ~5000.00 I 

Verified: I Yes vi 
D Do not add this item to the calculator 

l•+w-■I -
3. In the Verified field , select Verified, or select the appropriate response if you 

made a courtesy call. This field confirms that a caseworker reviewed the 
document item and ensured all field entries were entered correctly. 

4. If the item includes amounts to award or deduct from an award, uncheck the "Do 
not add this item to the calculator" field to send the Pending Eligible Amount to 
the Payment Calculator. 
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NOTE: If insurance amounts are deducted from the “Total Paid/Due” 
amount entered on the estimate/bill/receipt substantiation, do NOT add 
Insurance Settlement document substantiation for the same insurance 
amounts to the Payment calculator. (That is, do select the checkbox for that 
field on the Comprehensive insurance settlement substantiation.)   

Otherwise the settlement would end up being subtracted from the award twice—
once from the estimate/receipt substantiation total, and again from the insurance 
settlement substantiation total. 

5. After completing substantiation entries, Save your work. 

6. It there are other medical/dental document items listed at top of the Item 
Substantiation window, select and substantiate the next item. 

7. After saving all applicable Transportation substantiation items, Close the Item 
Substantiation window. 

6. After returning to the Transportation screen, review to ensure entries in the 
Payment Calculator frame are correct. 

NOTE: Review all sets of Documents in the Correspondence Received frame to see if 
any additional Transportation document items are included in other sets of documents.  
If found, complete the substantiation process for those items also.  (You can click the 
longer DMARTS document ID link to review each set of document items in an image 
viewer before accessing items in Item Substantiation.) 

Request Additional Information 

If documentation needed to process the Transportation need is missing or incomplete, 
check the Notes frame on the Transportation assistance processing screen. This frame 
will indicate if an RFI letter was manually sent. If RFI Sent = YES, it will also identify the 
Timer Expires date for the applicant’s response.  
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• If an RFI was previously manually generated sent and the Time Expires date 
has passed, the applicant will be ineligible due to insufficient or no substantiation 
submitted (IISS or INSS). 

• If a manually-generated RFI was not sent to the applicant: 

o Generate an RFI letter requesting Transportation documentation.  

o Also “set the timer” for a response by setting an associated verification 
requirement to “Pending Response.”  

o When finalizing your work, route the Transportation pending line to the 
Info Control, Pending Receipt subqueue, and in the Generated 
Correspondence frame, select Send Letter to Mail Queue for the RFI. 

See the RFI Letter section on page 29 for additional details on generating RFIs. 
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Review/Update Verification Requirements 

If the applicant meets all eligibi lity requirements for a Moving and Storage award, next 
ensure all verification requirements are met and set to "Verified." 

If you need to change the status of any verification requ irements: 

• llM ... , 

.. , ... .., 

1. On the Transportation assistance processing screen or the Info Control screen, 
select a verification requirement to update, and then click the Decision link. 
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2. In the Verification Status field of the Decision pop-up, select the appropriate 
status. 

3. In the Associate frame, select the Substantiation items(s) used to verify the 
requirement. 

4. In the Assistance Affected by Verification Requirement frame, ensure the 
Applicable checkbox is selected for Transportation assistance. 

5. Save the update. 

6. See Updating Verification Requirement Status on page 50 for additional details. 
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Make a Determination 

1. Select the appropriate Eligibility Code at bottom of the screen. 
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Eligibility selections will depend on whether saved substantiation details for each 
document item met required eligibi lity criteria. 

o If the service date and answers to all substantiation questions confirm the 
expense is eligible, you can only select an Eligible determination code 
(ETRANS). 

o Otherwise, only Ineligible determination codes will be avai lable. 

2. Cl ick Continue to save your determination. 

Finalize Your Work 

OeclSIOn 

1. After you have processed assistance needs in the case, navigate to the 
Confirmation screen. 

2. In the Decision frame, select each decision line you are routing out of FEMA 
Manual (and/or unselect any decision line you need to retain in the queue). 

3. Confirm or select the appropriate routing destination for each decision line. 

$5,000.00 ETRAN FEMA Approval NON-ORM 

FEMA Approval y NON-ORM 

Spli1 Wor~• c""1 Retain V\orkpack21 in Queue 

4. If you need to retain a workpacket in the queue after routing all decision lines out 
of the queue, select the Split Workpacket checkbox. 
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5. If you need to generate a letter: 

a. Click the Letter link at top right of the screen and follow prompts.  

b. After closing the Letter Wizard, in the Generated Correspondence frame, 
select the appropriate Letter Decision radio button (Generate Only, 
Send Letter to Mail Queue, or Delete Letter). 

6. If you need to generate a Contact, use the Comment/Contact link at top right of 
the screen to do so. 

7. Generate a Comment by clicking the Generate Comment button, and edit the 
Summary and Details information as needed. 

 

8. If desired, select the related documents that support your decision(s). 

9. When ready to route the case, click Submit. Decision lines will be routed to 
specified queues, and you will be exited from the case.  
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Moving and Storage Basic Processing Steps 

SOP: Moving and Storage 

Processing Moving and Storage assistance in Web NEMIS is similar to processing 
Moving and Storage in Legacy NEMIS. As in Legacy NEMIS, creating a Moving and 
Storage pending line creates a worksheet screen to use for record ing your 
determination. Also as in Legacy NEMIS, the Moving and Storage worksheet does not 
provide a Correspondence Received frame or link to an Item Substantiation window or 
include a Payment Calculator frame. 

If you determine the applicant's request meets all eligibi lity requirements, you may need 
to use external tools (e.g. calculator, Excel spreadsheet) to calculate the award amount. 

Perform Initial Case Review 

To review a case for a Moving and Storage Assistance need, in your initial case review, 
look for general I HP/ONA eligibi lity criteria and note all pending lines. If a 
Moving/Storage pending line is not in the case, a thorough review of Correspondence 
and Comments/Contacts may reveal the need for Moving and Storage assistance. 

NOTE: Moving and Storage assistance is no longer an SBA-Dependent category, so it 
doesn't matter what the SBA field entry is for an applicant to be el igible for Moving and 
Storage. 

1. Review the Banner for general eligibility criteria. Look for: 

• IDV (Pass) 
• Flood Zone (whether A, V, W) 
• Sanctioned Community (No or blank) 
• CBRA = (No or blank; Moving and Storage is ineligible in CBRS/CBRA 

areas) 
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2. Click on the disaster number in the Dstr field on the Banner to review basic 
Disaster Specifics. 

 
3. Identify the Processing Option. 

• If Processing Option is State Processes/State Pays, do not process ONA. 
Instead, review the Current Queues frame on the Overview screen to see if 
a current workpacket is in the State Manual Determination queue. If not…. 

a. If there’s not a pending line for an ONA category, create one. 

b. In the Decision frame of the Confirmation screen, select to route the 
pending line to the State Manual Determination queue.  

c. If you need to retain the case in the queue for HA processing, check the 
Split Workpacket checkbox in the Decision frame.  

d. Create a Comment noting the Moving and Storage need along with any 
other information needed, and then click Submit to complete the routing. 

• If Processing Option is FEMA, continue by noting the Incident Period.  

You’ll need to see if the Moving and Storage expenses occurred after the 
incident start date. See the Moving and Storage SOP for details on the 
eligibility timeframe. 

4. Review all Correspondence Received and Comments and Contacts to identify 
documents and calls regarding assistance requests. 

a. Use links in the Correspondence Received frame of either the Overview 
or Communication screen to review all documents supporting a Moving 
and Storage need. 

 

Civil Action No. 5:21-cv-00071 
13th Interim Response 

010498

Disaster Info 

·-> Disaster Info 

... Age nci es 

Disaster Information 

Agreement FE MA-1456-0R,NE 

Declaration Date: 11 /22/201•6 

Fili ng Deadl ine: OH 03/201 6 

Received DaE Description• 

06/0612017 12: 
06/26/2017 12:0 ~~;,1,1,1.i;u.i.,i;;;..i.,l;llr,oj...,1,,,r;,,w, ____ _ 

06/26/2017 12:0 

Processi O tion: FE MA ProccesseslFE MA Pa s 

Helpli ne Comments: 

Helpline Hours: 12am-12pm 

Helpli ne Phone: (800 ) 367-3362 

V 



Web NEMIS Intial Assistance Reference Guide Moving and Storage Basic Processing Steps 

IA Training & Development Section V.2.0 135 

b. Use tools on the Overview screen, Communication screen, or Events 
History screen to review all Comments and Contacts supporting a Moving 
and Storage need. 

 

5. Review the Overview screen for:  

• Damage Type  
• Primary Residence (Yes) 
• HRR (Yes. If No, look for inspection comment stating “Repairs Made.”) 
• Insurance Type that covers Damage Type 
• Occupancy (Verified) 
• NFIRA Compliance (if Flood damage recorded in Flood Zone A, V, or W) 

 

 

  

6. If Damage Type = Flood… 

a. Verify whether flood insurance coverage is in effect.  Flood insurance may 
cover up to $1,000.00 moving expenses, but does not cover storage 
expenses.  

b. Keep in mind Mobile Home insurance may cover flood.  

c. Verify flood coverage and settlement for moving expenses with insurance 
company. 

d. Per the Moving and Storage SOP and the Flood Zones and Other 
Protected Areas SOP, flood insured or NCOMP applicants may be eligible 
for moving expenses in excess of $1,000 and all storage fees if all other 
criteria are met. 
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7. Review actions performed in the case.  

a. In the Current Queues frame, select the FEMA Manual Determination 
workpacket and click Workpacket History to see workpacket details.  

 

b. On the Events History window, review events at the time of Workpacket 
Creation (process name: WFDIS) to see why case is in the queue.  

c. Review all other events and case actions performed. 

8. Review information on other screens as needed for the case.  

9. Create a Moving and Storage pending line, if needed.  To do so: 

a. Use the Add Assistance link in the menu at left  

b. OR use the Add link in the PP/Other Assistances frame of the Assistance 
screen. 

After the pending line is created, the Moving/Storage link will appear.  This link will 
open a processing screen where you can record your determination on the 
Worksheet and review verification requirements. 
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10. Continue as follows: 
a. If the applicant does NOT meet general eligibility requirements to continue 

processing for Moving and Storage assistance: 

i. Select the appropriate ineligible code on the worksheet.  (See the 
Moving and Storage SOP for ineligible codes to use.) 

ii. Click Save and Continue to save the determination. 

iii. Continue processing other assistance categories, or if there are no 
remaining needs to process, navigate to the Confirmation screen to 
finalize your work. (Skip to Finalize Your Work on page 141.) 

b. If the applicant DOES meet general eligibility requirements, continue to 
the next topic. 

Verify Documentation 

After verifying general eligibility requirements are met, verify Moving and Storage 
documentation in Correspondence Received. Required documents include: 

• Verifiable receipts/bills/estimates for Moving and Storage expenses 

• Written statement that notes: 

o Reason(s) moving and storage expenses were required 

o Description of essential Personal Property items being moved/stored 
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o Information indicating essential PP is being stored OR being moved 
directly into temporary housing unit to prevent further damage  

o Information indicating essential Personal Property will be returned to 
primary residence (pre-disaster or new primary residence) 

You can view the documents using links on the Overview screen or Communication 
screen. 

• From the Overview screen, select the document link in the Description column 
of the Correspondence Received frame.   

 

• From the Communication screen, select the document link in the View 
Document column of the Correspondence Received frame. 

 

Web NEMIS will open the set of documents containing the selected item in an image 
viewer application. Navigate to each Moving and Storage document and verify it meets 
all eligibility criteria specified in the Moving and Storage SOP. 

Request Additional Information 

If information is missing from the Moving and Storage documentation, you may need to 
clarify via a phone call, send an initial RFI letter, or make an ineligible determination due 
to insufficient substantiation. 

1. If required documentation is on file and guidance states you can call to clarify 
incomplete information, make a courtesy call to the appropriate party to do so. 

If you obtain the information needed to determine eligibility, skip to the next 
section, Review/Update Verification Requirements on page 140. 

2. If the information cannot be verified via phone call, see if an initial RFI letter was 
sent to the applicant.   
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3. If an initial RFI was not sent previously: 

a. On the Info Control screen, select the requirement and cl ick the Decision 
link. 

Verificoton Reauiremenb ~ Ad~ I Decision 

categOl'(. I Moviro/Storooe vi Slatu< I vliitt-#tiiil .,, 
Verification Requ1remonts • Status Re q oost Dato Duo Dall> Slatus Dato Substantiaton Usago 
c , • • ' 1:1 ... ... ,1; ... ,. i:,..,,., .,.9 o,nru,~o 

INov1n9 ana rnorage bUtemem 1-'enamg Keques u " "'""'" 

-····-·-· ---···- ·-····- . _ , _____ ,, -· ·-
storage ~ qu1rememts Pena1ng ~ quesa 07130/2019 

b. Select Pending Response in the Verification Status field and Save the 
change. (This "sets the timer" for return of requested documents.) 

@:i 0ecisio11 Verification Requirement -- Webpage Dialog 

Vorif~tion Roquiroments 

Ver ification Requirement: 
Ver ification Status: 

Status Dato: 

Associate 

IVbving and Storage Statement 

I Pending Response V[I 

1111141201s I 

Associate .. Substantiation Rece-ived Doctmentld Descrtption 

c. When finalizing your work on the Confirmation screen . .. 

o Use the Letter link to generate an RFI letter for Moving and Storage 
documents. (NOTE: You can also generate a letter by cl icking the 
Add link from the Outgoing Correspondence frame of the 
Communication screen.) 

o Create a Comment to document your work. 

o Select to route the Moving and Storage workpacket to Info Control, 
Pending Receipt. 

4. If an initial RFI was sent previously and you are unable to clarify missing 
information via a phone call , the appl icant is ineligible. 

a. On the Moving/Storage screen, select the INSS determination (Ineligible 
Insufficient or No Substantiation Submitted) in the El igibil ity field. 

b. Cl ick the Save and Continue button. 

c. Continue to Finalize Your Work on page 141 . 
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Review/Update Verification Requirements 

If the applicant meets all eligibility requirements for a Moving and Storage award, next 
ensure all verification requirements are met and set to "Verified." 

If you need to change the status of any verification requirements: 

1. On the Info Control screen, select the requirement, and then cl ick the Decision 
link. (NOTE: Select the Category first if you want to display Moving and Storage 
verification requirements only.) 

Verification Requirements 

l eeteooiy lutw¾HFI· 
Verif ication Requirements 

vll►iffi·iill 
Request Dale Due Dale Substmtia(ioo Usage 

FIOOO S1rudurefCOOIE!OIS rn~mance lnQ . .11ance se111ement,MO\!lng/Slol'a:)e egirnale/Receipt 

10,e ure eme en 1e 
Staa e Ro u1rerr.ents Pondn Re ues 

2. In the Verification Status field of the Decision pop-up, select Verified (or other 
applicable status). 

3. In the Associate frame, if the Verification Status is Verified, select the 
Substantiation items(s) to associate with the requirement. 

4. In the Assistance Affected by Verification Requirement frame, ensure the 
Applicable checkbox is selected for Moving and Storage assistance. 

~ Oec1Sion Verification Requirement -- Webpage Oialog 

vonrica,on ROQUfr(HTIGAIS 

Verlficatioll Requirem ent: 
Verification Status: 
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Associate 

D 
.. Subsl:mtiation Receive<! 
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5. Save your change. 
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Make a Determination 

1. On the Moving and Storage processing screen, record the award as follows: 

a. Select EMS in the Eligibility field. 

b. In the Itemized Amount field, Enter the total eligible amount from 
bills/estimates/receipts. 

c. Depending on the details of the case, use the remaining entry fields to 
deduct or add amounts to award. Include a brief note for each 
deduction/addition. 

 

2. Click Save and Continue to save your determination. 

If there are no other assistance categories to process in the case, you are ready to 
finalize your work. 

Finalize Your Work 

1. After you have addressed assistance needs in the case, navigate to the 
Confirmation screen. 

2. In the Decision frame, select each decision line you are routing out of FEMA 
Manual. (Also unselect any decision lines you need to retain in the queue). 

3. Confirm or select the appropriate routing destination for each decision line. 

Civil Action No. 5:21-cv-00071 
13th Interim Response 

010505

~ Rental Assistance Transient AccoRWTIOdat1ons 

CategOf}': IM:JVING'STORAGE 

+ SlbTolal : $ 350.00 

- DOB Insurance: S lo.OD 

- Previous Amount : $ I O.OO 

•Misc : $ lo.OO 
~==~ 

- Misc:$ ~lo_o_o ___ ~ 

• Tolal : $ ~I 3_50_ 00 ___ ~ 

VieN Settlement 

View PreviousAmount 

Mwi, Stora Offler ~ Confirmation Commen11Con1act D 

Fund: Fed/State 



Civil Action No. 5:21-cv-00071 
13th Interim Response 

010506
Web NEMIS lntial Assistance Reference Guide Moving and Storage Basic Processing Steps 

connnna1on LeJltl 

oec1s1on 
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4. If you are routing all decision lines out of the queue and need to retain a 
workpacket in the queue, select the Split Workpacket checkbox. 

5. If you need to send a letter: 

• I 
V 

V 

V 

vi 

a. Cl ick the Letter link at top of the screen and follow prompts to generate 
and save the letter. 

b. After returning to the Confirmation screen, select the appropriate option in 
the Letter Decision column of the Generated Correspondence frame. (In 
most cases, this will be Send Letter to Mail Queue.) 

G enera1ed Correspondence 

Preview Letter 

I\ 

I .., 

FOR INFORMATION (1 s REQUEST\ 
• Language 
English 

G eneraed Date 
12/20/2019 

Letter Decision 

0 Generate Only 

, 
@ Send Letter to Mail Queue O Delete Le!ler 

6. If you need to generate a Contact, use the Comment/Contact link at top right of 
the screen to do so. 

7. Generate a Comment by clicking the Generate Comment button, and then edit 
the Summary and Details information as needed. 

Comm..-. 

Details: orkpac~ct 1s 1n queue due t o Ho:,,eowners settlcr:ent received 1n I ndexing. 
Identity, Occupanc y, O·,mcr:,h ip = Verified; HRR=Ye:.:J; NF'!R>. Coir.pliont; not in CBRA or Sanctioned Co!!llmlnity. ~ 
Insur ance s ett l ement do e.s not cover ALE 

l i gi ble f or Rente.l As., i !Stanoe , 2 months o.t fMR 

8. If needed, select the related document that supports your decision(s). 

9. When ready to route the case, click Submit. Decision lines will be routed to 
selected queues, and you will be exited from the case. 
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Miscellaneous/Other Basic Processing Steps 

SOPs: Miscellaneous Other Items, Generator 

If Needs Include Both Miscellaneous Other Items and Child Care 

Requests for assistance with Miscellaneous Other items and Child Care expenses are 
both processed using the assistance category of “Other.” Web NEMIS will allow only 
one pending assistance line to be created for the same category at a time. 

If an applicant needs assistance for both a Miscellaneous Other item and Child Care 
expenses, do the following: 

1. First, create a pending line (if needed) and process a decision for the 
Miscellaneous Other or Child Care category. 

2. On the Confirmation screen, select to route the Other pending line to the 
appropriate queue.  

3. If you are routing all decision lines out of the queue, check the Split Workpacket 
checkbox to keep the case in FEMA Manual Determination after routing.  

4. Complete any tasks needed to finalize your work on decisions being routed out, 
and then click the Submit button. 

5. Once the first “Other” assistance line is routed out of the queue, you can create 
another “Other” pending line. 

See the following sections for detailed processing instructions. 

Perform Initial Case Review 

In your initial case review, look for general IHP/ONA eligibility criteria and note all 
pending lines. If an “Other” pending line is not in the case, a thorough review of 
Correspondence and Comments/Contacts may reveal the need for Miscellaneous Other 
assistance. 

1. Review the Banner for general eligibility criteria. Look for: 

• IDV (Pass) 
• SBA (Any status, unless the Misc/Other item is also recorded as a 

Personal Property inspection line item; then it must be ONA referable.) 
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• CBRA = No or blank (In CBRA/CBRS areas, Generators required to 
power life-sustaining medical equipment may be eligible, but other Misc 
Other items are ineligible.) 

 

2. Click on the disaster number in the Dstr field on the Banner to review basic 
Disaster Specifics. 

 

• Identify the Processing Option. 

NOTE: If Processing Option is State Processes/State Pays, do not process 
ONA. Instead…. 

Review the Current Queues frame on the Overview screen to see if a 
current workpacket is in the State Manual Determination queue. If not…. 

• If there’s not a pending line for an ONA category, create one. 

• In the Decision frame of the Confirmation screen, select to route the 
pending line to the State Manual Determination queue.  

• If you need to retain the case in the queue for HA processing, check the 
Split Workpacket checkbox in the Decision frame.  

• Create a Comment, and then click Submit to complete the routing. 

 

• If the Processing Option is FEMA, continue by noting the Incident Period.  

You’ll need to see if the item was purchased/rented within the incident 
period or 30 days after the incident start date. See SOPs for 
Miscellaneous Other Items and Generator for detailed guidance on 
eligibility timeframes. 
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Disaster Info 

·+ Disaster Info 

•• , Agenci es 

Di aaster I ntorma tion 

Agreement FEMA-1456-0R,NE 

Incident Type: Severe Ice Stonn 

I Inc ident Period: 11 /01/2016 to 11106/2016 I 
uec1ann1on uae: ·1 ·1,LL 1Lu·10 

Filing Oeadine: 01 /03/2016 

I Processing Option: FEMA Proccesses/FEMA Pays 

Helpline Comments: 

Helpline Hours: 12am-12pm 

Helpline Phone: (800 ) 367--3362 



Web NEMIS Intial Assistance Reference Guide Miscellaneous/Other Basic Processing Steps 

IA Training & Development Section V.2.0 145 

3. Review all Correspondence Received and Comments and Contacts to identify 
documents and calls supporting assistance requests. 

a. Use links in the Correspondence Received frame of either the Overview 
or Communication screen to review all documents supporting a 
Miscellaneous/Other need. 

 

b. Use tools on the Overview screen, Communication screen, or Events 
History screen to review all Comments and Contacts supporting a Moving 
and Storage need. 

 

4. Review the Overview screen for:  

• Occupancy (Verified) 
• Primary Residence (Yes) 

 

 

 
5. Review actions performed in the case.  

a. In the Current Queues frame, select the FEMA Manual Determination 
workpacket and click Workpacket History to see workpacket details.  
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Received Da1e Description.._ 

06/06/20171200INSSETTLEMENT 1 PG 

06/26/2017 12:00M ISC OTHER EST RCP 1 PG I 
06/26/2017 12:00MOV STOR EST RCP 1 PG 

comment I contact His t>ry Show: Comments I Contacts I All 

Date & Time Summary Line 
UIISI/ LUl'cJ U 'cJ:::>j I t::,jl lNu M l :,;iU'UI Ht:KI\NU L:HILU U\Kt: 

12/28/2018 09:5991 ac TO INSURANCE COMPANY 
06127/2017 02:01 91 ac TO INSURANCE COMPANY 
0512512017 12:13X310 

Verification Status 

NARA Compliance: 
tEIRA Mat:h Type: 

Inspection 

ln~ection Pending: Yes 

!:!.e!.I! 

Yes 
No Match 

Number of ln~edionsCompleted: 1 
Damage Type: Flood I 

I Primary Re9denc:e: Yes I 
Res de nee I ype: Mobil e Home 

Habitability RepairsRequired: Yes 
Bedrooms Occupied: 3 

\I 

Moved/V>A lling to Move : Yes 
E~ntial Utilities Out No 
lnacce!:Sble: No 
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~ Renkll A5515lonce Tra11:s1ent Accorrunoc:hit10n:s ~ Other Per50 I Pro rt 

Current Queues 

Process Subqueue 

ms.,rance 

~,~ I ~ CorreopondenceRe<:eived 

Added Date Re<:Eiv ed Date Description 
1011 71201 9 09·57 PIA 
05/1412017 07:07 PIA 

Added Date Removed Date lnsoection Workpack etC)Jeue 
GrataSlara 95'1ff32?3 PlOZ RM 95I31991393DZ Bl' 

ln,i,ection Pending: Ye I DH Manual 0611412017 07:07 PM I 
Number of lnsoections<l•---------------------------­
Damage Type: Flood I 

Assi stmce Summary 

c aiegory 
HoUSng AS:i t ance 
Home Repair 
Movmglstorage l■➔Hi◄I 

b. On the Events History window, review events at the time of Workpacket 
Creation (process name: WFDIS) to see why the case is in the queue. 

c. Review all other events to get an overview of all case actions performed . 

6. Review the Inspection Line Items screen for unawarded "Other'' line items 
identified by the Inspector. 

Poraonal Properl'y/Olher Mi ac 

Category • 11em • ltemNarre ln•pecion • 0mg Type Oegee l n•11red UnitS M3x Ob9 Qty Award AutType Suti.1 Arnti>.1id By Receipt 
Appl 3070 Electric f an lni1iat Flood Replace ... S30.9S 3 3 3 S02.H ReeonS<leiation 
Appl 3130 Rildio lniii ,1I Flood Reploce ... S30. 49 1 1 S30.49 R«ion3 cleration ~ 

AODI 3700 E\elYday Dinlno TaDle}ChaJrs ln.ltlat Flood R.eolace "· 5277 .99 1 1 1 5277. 9'9 ReeoM <1erat1on 
AOPI 3090 TeltV1$'00 lnm at f lOOCI Replace "· 5229.33 1 3 1 5229.M Reeons <1era11on 

" ' '"" "" e,t~ "" no ,i ,i e,i '"" no "" 

Other 361 6 Chainoow,pOS i ncidan! lni1iat S1 ◄7.99 1 I 

• If a requested "Other" line item is also recorded as a Personal Property 
Appliance (Appl) line item, the item will be inel igible in the Miscellaneous 
Other category. 

It should be processed for eligibility as a Personal Property line item instead. 
See the Miscellaneous Other Items SOP for detailed guidance regarding 
Miscellaneous Other items recorded as Personal Property. 

• If the Miscellaneous Other item was not recorded at inspection, 
documentation of the expense must be on file , and must be substantiated 
when processing eligibility. 

• If the Miscellaneous Other item is a Generator, see the Generator SOP for 
detailed processing guidance. 

7. Review information on other screens as needed for the case. 

IA Training & Development Section V.2.0 
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8. Create an Other pending line, if needed. To do so: 

a. Use the Add Assistance link in the menu at left. 

b. OR use the Add link in the PP/Other Assistances frame of the Assistance 
screen. 

After the pending line is created, the Other link will appear. This link will open the 
Other category assistance screen where you can process the Misc Other request. 

Rgsn lD: 150413140 Rgst: MR SAMPLE APPLICANT SSN: 000-00-0000 Curr. (315) 041-3140 0 /R: own IDV: IDV_PASS HA: OPEN Other. OPE N Lang: Eng 

Co.SSN: Cell: SBA: FIT F Id Zn: A 

,,.., 
overview Reauirement • Status Reau irement Repai nReolace TOlal : St .1 18.08 MoniesRebJrnea : (S0.00) Insurance: Review 

RegiSrant Info 

A!llsance 

l nE;>odion Status 

Li ne Items 

Communication 

lnfoCont iol 

Li nked Regs 

Needs'To Do 

Reoisrati on Status 

EventsHi &orr 

RI Higory 

ln!l)ecuon Hl!IOl'f 

Hold 8 

Create WP 0 

AddAsisance 0 

Iaenuty ven11ca11on vennea occupancy 
Si gnature Obtained Veri fied 

El corresponaence ReceIvea 

< 

f or 
Items 

EB I no.,rance 2 

EB Lodging,I11 isc/Other!~oving 3 
and Stroe 
HA 
" A 
✓ 

1±1 MisdOtnerlme ll!ms 

TO 
Ca lcu lator 

PaymentCalculat>r Show: I In illal v I 

> 

v ermea 

Temp Housing Tobi: $2, 456.00 Monios Reissued : $0.00 Misc Item RFI Sent: 

ONA Total : S8, 780.73 Total F ea Funas: $12,354.81 Child Caro RFI Soni: 

FIP Paid : S0.00 Under $30,781.92 
Repain'Replace 
Max : 

Total Awards : $1 2,354.81 Under ONA Ma x: $23,119.27 

Item 'fYpe/Descri puon 
DMART5 Document Dullllcal! 

Rece IV ea ~~ A 

06/ 06/ 201 : 

06/ 26/ 201 : A 
I nsSe1tlement 

Hotel/lAotel Rcpt,M i scOth 
EstRcot.M oveSt olf sRco 
M erchanrs Statement 
Offi r i~I •~ St::ito m QnfA QflAr 

ID Of 
m100a100a1015b2a 

m100a100a1015b8d 

Manual 
M::an 11::al 

vv 

Add ltom DoloD Imm Misc Adj !!£!2. 

l tom 

PreviousAv,ard 

AsstType El i g Code Rec•ipt Date Pend ing E fig Amt lnelig Ami Prov iously Pa id Adj forPr•v Pmt DMARTS Doc ID Image# Possible Dup Doc 

ln dial EM ISC- S147.99 
Eli gible 

Pending Totol 
Misc Adj 

A(fj ustfor Prev Pm1 
Eligible Tollll Awanl 

Prov iousAwanl 

Cal•ga,y· : other vi 

111 is:el laneou t 
Items 

Elioibili1'! Code: I PND - Penaing 

Asa 

S0.00 
S0.00 
S0.00 
S0.00 

Type: rl R_e_co_n-,d-e-,,.1-i o_n_V~ I 

vi 

S 147.09 

I Ii$ iiei'il( 

9. Continue as follows: 

• If the applicant does NOT meet general eligibility requirements for 
Miscellaneous/Other assistance 

o Select the appropriate ineligible code in the Eligibility Code field at 
bottom of the Other processing screen. (See the Miscellaneous 
Other Items SOP for ineligible codes to use.) 

o Click Continue to save the determination. 
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o Continue processing other assistance categories, or if there are no 
remaining needs to process, navigate to the Confirmation screen to 
finalize your work. (Skip to Finalize Your Work on page 154.) 

• If the applicant DOES meet general eligibility requirements, continue to 
the next topic. 

Requirements for Miscellaneous Other Chainsaw 

If the requested Miscellaneous Other item is a chainsaw, review the Real Property 
Line Items on the Line Items screen for 5741 Debris Removal and 5742 Tree 
Removal.  

 

The chainsaw will be ineligible for Miscellaneous Other Assistance if Home Repair 
Assistance was awarded for either of these line items (5741 or 5742), or if either of 
these line items is listed as insured.  

Another requirement for chainsaw eligibility is that debris or damaged trees must be 
identified as a clear danger to the dwelling or access or be a health or safety 
hazard via inspection or written or verbal statement from the applicant.  

See the Miscellaneous Other Items SOP for detailed guidance regarding chainsaw 
requests. 

Request Additional Information 

If documentation to support the Miscellaneous Other request is missing or incomplete, 
you may need to send an initial RFI letter or make an ineligible determination due to 
insufficient substantiation. 

1. If required documentation is on file and guidance states you can call to clarify 
incomplete information (for example, confirm safety need for chainsaw), make a 
courtesy call to the appropriate party to do so.  

2. If you obtain the information needed to determine eligibility, skip to the next 
section, Substantiate Miscellaneous Other Documentation on page 149. 

3. If the information cannot be verified via phone call, see if an initial RFI letter was 
sent to the applicant.   
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Real Property Compare/Review I Inspector Comments I !!.filR Coltnm Sort I Ca'egory Summary 

l~rn- ltem Name Inspection • Dmg Type Elig Dmg Category Unit$ UOM Max Obs HA Qty HA Award AsstType Sub st Amt Paid By Receipt 

6441 Furnace, replace Initial Flood Yes Not ln9Jred$2,183.11 Each 2 1 1 $2,183.11 Initial 
6240 Outlets or 9Nitches, replace Initial Flood Yes Not lnSJred$17.99 Each 70 64 64 $1,151.36 Initial ~ 
6341 Cabinet , ba::e, replace Initial Flood Yes Not lnSJred$122.48 Linear Foot 30 20 20 $2,449.60 Initial 
5749aean and S:initize Initial Flood Yes Not lnrured$1.39 Square Foot 350012801280 $1,779.20 Initial 
5646 lnSJI ation, Wall, Replace Initial Flood Yes Not tnSJred$0.92 ~loor Square 2700960 960 $883.20 Initial 

I 
V 

I 5741 Debri Si remove Initial Flood Yes Not ln9Jred$32.08 Cubic Yard 40 6 $192.48 Initial I I 
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4. If an initial RFI was not sent previously, generate and send an RFI letter 
requesting documentation of the Miscellaneous Other expense. 

a. Cl ick the Letter link on the Confirmation screen. (Or click the Add link on 
the Outgoing Correspondence frame of the Communication screen). 

b. In the Letter Wizard, select Notification Letters, and then select Misc. 

c. In the next pop-up, scroll down and select RFI-Misc Other Items. 

d. Follow prompts to finish generating the letter. 

NOTE: Do not set the timer for Misc/Other requests. (That is, do not set an 
associated verification requirement to Pending Response.) 

e. When finalizing your work on the Confirmation screen . .. 

o Document your work in a Comment. 

o Select to route the Other workpacket to the Complete queue. 

5. If an initial RFI was sent previously and you are unable to clarify missing 
information via a phone call , the applicant is ineligible. 

a. On the Other assistance processing screen, select the IISS (Ineligible 
Insufficient Substantiat ion Submitted) determination in the Eligibility field. 

b. Cl ick the Continue button save your determination and continue to the 
next processing task. 

c. If you're ready to finalize your work, continue to the Confirmation screen . 
Skip to Finalize Your Work on page 154. 

Substantiate Miscellaneous Other Documentation 

If required Miscellaneous Other documentation is in the fi le, substantiate each 
document to verify it meets criteria specified in guidance. 

1. Navigate to the Other processing screen and review general information on the 
screen . 

2. Expand the Correspondence Received frame, if needed, by clicking the "+" sign. 
This will open the list of all sets of documents indexed into the case. 

JiijJ!orreSf)OrvJence Received 

3. Expand each set of document items by clicking the "+" sign next to the Category 
column. This will list all document items in that set of documents. 
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#of To Vorifi8d Items Calcul ator 
Ina,Iance 2 

- Lodaino.M is:/Other.N.ovina and 4 
StIoe 
Lodgin g V Yes 

l tom Typ,91Doscription 

I nssem ement 

Hotel/Motel Rcot.fll i o:Olh 
ESIRCol,1\1 o·, es10IESRCP 
Hotol/M otel Rcot 

0MARTS 0ocumont 0uplicato 
10 Of 
mt ooa1ooa101 s02a 

ml OOaJ0Qa1015b84 

520dd220 

Rocoiv o<l ~a:!oo 

06/06/20 17 

06/26120 17 

06/26/2017 

• The longer DMARTS Document ID on the first line of each set of 
documents wi ll open the set of documents in an image viewer application . 

• The shorter DMARTS Document ID link wi ll open the set of document 
items in the Item Substantiation window. 

4. Select the DMARTS Document ID link for an individual document item to open 
that item in the Item Substantiation window. 

13 Correspondence Recei v 9d !!!!.IL 

+I- catogory 

l±J lna,,a nee 

#of 
Items 

2 

13 Lodaino.M is:/Other.N.ovina and 4 
StIoe 

To 
Calcul ator 

" 

Vorifi8d l tom Typ,91Doscription 

I nssem ement 

Hotel/Motel Rcot.fll i o:Olh 
ESIRCol,1\1 o·, es10IESRCP ........ 

0MARTS 0ocumont 
10 
mt ooa1ooa101 s02a 

ml OOaJ0Qa1015h84 

0uplicato 
Of Rocoivo<l ~a:!oo 

06/06/20 17 

06/26120 17 

I 

5. At top of the Item Substantiation window, select the document item you want to 
substantiate from the list of document items. It will be highl ighted in yellow. 

(~llll(K'IOffl(ONeuNCO 

Cateeory jofbms ToC-=:ulalor V•rHied Item TypeJOuuiptlO• 

lodono.Me.dOlher.UOV111,1 an:I SltQt ,.,,., .. , ... A:oUJ~cOII, e..11,.m, .. Stcx&tR;p 

McwnganCI S ,ge N Net App.k:able MOJeSa EstRtp 

< 
1/!lllr!dJ&lol PoOS V 

Cl.CTOME.ft NCKLW' ., LIIERCHANDISE AHO SERVICE SUlal..ARY :.~..:::-.... ·--~.=:l _ 
~--- - -·~-- '"_,,.,.,_c.. 

...,. ,.,, No. H0251-7320I 

" Im age page number(,) 

• 0111 or "'rt:ft•n? 

OMARY s OocumN l tD Ouplicate Of Aauived last Viewed 

mt00.100.t0tlbU °"2612017 t2Jtl)20t9 

,,.., ... 
52590<62 0&'26/201 7 12/1C>'2019 

> 
D nu ooevmcnr••Ot,tlk.a•«· 

• n,m Type: I Mia'°"' F1t.i:tcpe V 

L 

D Do not aoo l lt tJ nem 10 1ru1 CllcutMcw 

,.., 

" 
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6. Make sure the document Category and Item Type are correct for the item shown 
at left, and make any corrections to these fields as needed. 

7. If the Image page number(s) field is blank: 

a. Select the View Full Image link in the Image frame. 

b. Then navigate to the document item in the set of documents and 
determine which page(s) it is on. 

c. Return to the Item Substantiation window and enter the page or page 
range in the Image page number(s) field. 

8. For each item, enter the Date of Purchase. 

9. Next select the requested item in the Type of Misc/Other Item field . 

a. The pulldown list will include only items approved for the disaster. 

b. After you select the item, substantiation fields for that item will be 
displayed. 

For example, following are the substantiation fields that appear when you select 
Humidifier in this field. 

•category: I Misc/Other 

•1maoe page number(s) 

• oate of P\Jrcbase? 

•Type of MisdOther Item 

• Receiptls verifiable? 

•item Type: I MiscOth Est/Rcpt 

jo110112011 

I Humidifier, post incident 

• Regis trant meets the criteria to be processed for as slstance? 

@ Yes O No 

@ Yes 0 Ho 

• Purchase Amount 

•Quantity 

* Price Per Item (includes tax) 

Limi t Allowed 

Qu1111tlty Availlll>le 

Max Price Per Item 

Pending Eligible Quanti ty 

Pending Eligible Amount 

IA Training & Development Section 
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lo 
sjHll 99 + 
11 + 

sl100 99 

Venlled: ~ot APQllcable ~ ~ 

0 Oo not add th is item to the calculator 
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10. Review the receipt for processing criteria and enter/update substantiation details. 
For each receipt, you’ll need to indicate the following: 

a. Receipt is verifiable? (includes enough contact information to be verifiable 
per guidance) 

b. Registrant meets criteria to be processed for assistance? (all eligibility 
criteria specified in guidance are met for the item) 

c. Purchase amount (total amount for the quantity of the items purchased) 

d. Quantity (quantity of the items purchased) 

e. Price Per Item (price paid per item, including tax) 

Also complete any fields specific to that item (e.g. questions about utility outage 
and medical need for a generator; questions about debris/tree hazard and lack 
of insurance for a chainsaw.) 

The following fields are auto-populated in Web NEMIS, based on Disaster 
Specific settings for each item: 

• Limit Allowed (max quantity allowed per DR specifics) 

• Quantity Available (quantity remaining after this item is awarded) 

• Max Price Per Item (max payment allowed per DR Specific) 

• Pending Eligible Quantity 

• Pending Eligible Amount 

11. Keep in mind the following as you complete remaining substantiation fields. 

a. If you need to add/subtract amounts to enter in the Purchase Amount or 
Price Per Item field use the sub-calculator icon beside the field to do so.  

b. In the Verified field, select “Verified,” or select the appropriate response if 
you made a courtesy call.  This field indicates that a caseworker reviewed 
the document and ensured field entries were completed correctly. 

c. Uncheck the “Do not add this item to the calculator” field (to add the 
receipt amount to the Payment Calculator). 

d. After completing each set of substantiation entries, Save your work. 

e. If needed, select the next document item at top of the Item Substantiation 
window, and follow the steps above to substantiate the item. 

Civil Action No. 5:21-cv-00071 
13th Interim Response 

010516



Civil Action No. 5:21-cv-00071 
13th Interim Response 

010517
Web NEMIS lntial Assistance Reference Guide Miscellaneous/Other Basic Processing Steps 

NOTE: For a generator, you may also need to substantiate a physician 's 
statement verifying a medical necessity for electrical power. 

12.After completing and saving substantiation for all Miscellaneous Other document 
items in the set of documents, Close the Item Substantiation window. 

After returning to the Other screen, review ensure entries in the Payment Calculator 
frame are correct. 

Review/Update Verification Requirements 

If the applicant meets all el igibi lity requirements for a Miscellaneous Other award, next 
ensure all verification requirements are met and set to "Verified." You can find 
verification requirements on the Other assistance processing screen or the Info Control 
screen . 

~ Rental Assistance Transient Accommodations ~ Qtl)fil 

Verificalon Requirements Add Decision IH Su 

Requirement • Status Requirement 
Ocrupancy 

• Status ' Repair/R 
ldentfty Veri fication Verified 
Si at ure o Ix ain ed Verified 

Verified Te~Ho 

If you need to change the status of any verification requirements: 

1. Select the requirement, and then click the Decision link. 

NOTE: You can change the category-specific Occupancy requirement from the 
Other screen, but will need to change the Identity and Signature requirements 
from the Info Control screen. 

2. In the Verification Status field of the Decision pop-up, select Verified. 

3. In the Associate frame, select the Substantiation items(s) used to verify the 
requirement. 

4. In the Assistance Affected by Verification Requirement frame, ensure the 
Applicable checkbox is selected for the Other assistance category. 

5. Save your change. 
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Make a Determination 

1. On the Other processing screen, select EMISC in the Eligibility field. 

2. Click Continue to save your determination. 

NOTE: When you click Continue to save your determination, Web NEMIS advances 
you to the next processing screen. If no other pending line is open in the case, Web 
NEMIS advances you to the Confirmation screen. 

Finalize Your Work 

1. After you have processed assistance needs in the case, navigate to the 
Confirmation screen. 

2. In the Decision frame, select each decision line you are routing out of FEMA 
Manual (and/or unselect any decision line you need to retain in the queue). 

3. Confirm or select the appropriate routing destination for each decision line. 
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Verification Requirements 

Verification Requirement: 
Verification Status: 

I Occupancy 

I V erified 

Status Date: 11211 m o19 

Associate 

Associate 

□ 

• Substantiation Received 
Merchant's Stciement 

Hotel/Motel Receipt 

Proof of Occupancy Documentation 

□ 

□ 

naJrance e emen 

90~9B 

Applicable/ Not Appl icable 

Assistance Affecled By Verification Requirement 

Applicablt> Program 
Housing 
AffiS:ance 
Housing 

Category 
Rental A,Eislance 

Housing A,Eislance 

Other E category Other 

Elgy Type 
Initial 

Initial 

Document Id 
52038013 

Description 
Auto Oetermi ne-d 

52044220 

52584847 

52038015 

Awanl Type 
Initial Fir,! 

Initial Finl 

HOTELJMOTEL RCPT 1 PG 

Auto Determined 

El igibility 
ER- El igible- Rental Assistance 

INS - Insured 

RecorlSderati on ReconSderation PND - Pending 

15hM411 
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4. If you need to retain a workpacket in the queue after routing all decision lines out 
of the queue, select the Split Workpacket checkbox. 

 

5. If you need to send a letter, click the Letter link at top of the screen and follow 
prompts to generate and save the letter.  

After returning to the Confirmation screen, select the appropriate option in the 
Letter Decision column of the Generated Correspondence frame. (In most cases, 
this will be Send Letter to Mail Queue.) 

6. If you need to generate a Contact, use the Comment/Contact link at top right of 
the screen to do so. 

7. Generate a Comment by clicking the Generate Comment button, and then edit 
the Summary and Details information as needed. 

 

8. If needed, select the related document that supports your decision(s). 

9. When ready to route the case, click Submit. Decision lines will be routed to 
selected queues, and you will be exited from the case. 
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Ccmment 

Coofirmaloo 

Decision 

Select Category 

0 Transent Accommodations 

0 Rental AS8Etance 

., Other 

0 Moving/S1orage 

HomP. RP.n,qir 

□ Split Wor1cpacket 

• Amount 

$684.00 

$1,772.00 

$80.00 

$350.00 

$1 11R OR 

Retain Wor1cpaclet in Queue 

Split Wor1<packet 

• Elig Code 

ET R 

ER 

EM ISC 

EMS 

FHR7 

Retain Wor1<pac:let in Queue 

"Surrmary: 91 LER ; ETR - Transient Hou.9ing, CONT ASST ; ER, MISC ; EMISC, MS ; EMS, Home Repair ; EHRZ 

y 

y 

y 

Details: Regi:,trant i:, eligi ble for Tran:,ient Accommodation:, A:,:,i:,tance (Lodging Expen:,e:, Reimbur:,ement) i n the 
amount of $684 . 00 for 9 n i ghts . 
All required documentation on file. 
Applicant ha.9 .submitted a request for r ecertifi cat i on . 
Registrant is eligible for Mis c/Other Assistanc e. 
All rern..1ired documentation on file. 

haracters remaning: 1582 charadersleft 

Salll!Drafl M·®GA·!UN 
Related Documents: 

y 
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Child Care Assistance Basic Processing Steps 

SOPs: Child Care Assistance, Child Care Calculator 

If Needs Include Both Miscellaneous Other Items and Child Care 

Requests for assistance with Miscellaneous Other items and Child Care expenses are 
both processed using the assistance category of “Other.” Web NEMIS will allow only 
one pending assistance line to be created for the same category at a time. 

If an applicant needs assistance for both a Miscellaneous Other item and Child Care 
expenses, do the following: 

1. First, create a pending line (if needed) and process a decision for the 
Miscellaneous Other or Child Care category. 

2. On the Confirmation screen, select to route the Other pending line to the 
appropriate queue.  

3. If you are routing all decision lines out of the queue, check the Split Workpacket 
checkbox to keep the case in FEMA Manual Determination after routing.  

 
4. Complete any tasks needed to finalize your work on decisions being routed out, 

and then click the Submit button. 

5. Once the first “Other” assistance line is routed out of the queue, you can create 
another “Other” pending line. 

See the following sections for detailed processing instructions. 
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Decision 

Select Cat.gory • Amount • Elig Code Routing SubcJ,Jeue 

0 Transent Accommodations $684.00 ETR FEMA Approval y I NON-ORM y 

0 Rental AS3Sance $1,772.00 ER FEMA Approval y NON-ORM y 

0 other $80.00 EMISC FEMA Approva l y NON-ORM y 

0 Moving/Storage $350.00 EMS FEMA Approval y NON-ORM y 

HnmP RPn;:air $111RnR F HR 7 1--~·· ~~· · •• I 

0 Split Wort<packet Retain Workpaclet in Queue 
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Perform Initial Case Review 

In your initial case review, look for general IHP/ONA eligibility criteria and note all 
pending lines. If a “Other” pending line is not in the case, a thorough review of 
Correspondence and Comments/Contacts may reveal the need for Child Care 
assistance. 

1. Review the Banner to see if IDV = Pass. 

 

2. Click on the disaster number in the Dstr field on the Banner to review basic 
Disaster Specifics. 

 

• Identify the Processing Option. 

NOTE: If Processing Option is State Processes/State Pays, do not process 
ONA. Instead…. 

Review the Current Queues frame on the Overview screen to see if a 
current workpacket is in the State Manual Determination queue. If not…. 

• If there’s not a pending line for an ONA category, create one. 

• In the Decision frame of the Confirmation screen, select to route the 
pending line to the State Manual Determination queue.  

• If you need to retain the case in the queue for HA processing, check the 
Split Workpacket checkbox in the Decision frame.  

• Create a Comment, and then click Submit to complete the routing. 
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Q FEMA Individuals & Households Program 
Version 3 24.0000.235 Server: IDL-12C-ASTC 

Dstr: 1A5_6 

Disaster Info 

➔ Disaster Info 

··• Agencies 

Rgst MR SAMPLE APPLICANT 

Co.Reg: MAE MOUSE C0-SSN: 

Di saster I nfor ma tion 

Cell: 

Agr eement FEM A-14 56-0R,NE 

Incident T e: Severe Ice Storm 

Inc ident Period: 11 /0 l /20 16 10 11 /06/2016 

Decl aration Da1e: 11 /22/20 16 

Filing Deadline: 01/0 3/2016 

Dep, 6 

FEMA Manual Detenn ination 
Insurance 

Home ■ 
L out ■ 

R d Zn: A SC: No I CBRA: No 

Processi ng Option: FEMA Procces,es/FEMA Pays 

Helpline Comments: 

Helpl ine Hours: 12am-12 pm 

Helpli ne Phone: (800 ) 367-3362 
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• If Processing Option is FEMA, continue by noting the Incident Period.  

You’ll need to see if post-disaster income and child care expense 
documents reflect a time period after the incident start date.  

3. Review all Correspondence Received and Comments and Contacts to identify 
documents and calls supporting assistance requests. 

c. Use links in the Correspondence Received frame of either the Overview 
or Communication screen to review all documents supporting a Child 
Care need. 

 

d. Use tools on the Overview screen, Communication screen, or Events 
History screen to review all Comments and Contacts supporting a Child 
Care need. 

 

NOTE:  Occupancy is shown in NEMIS/Web NEMIS as verification requirement for the 
Other category, which includes both Misc/Other and Child Care assistance. However, 
although Occupancy must be verified for Misc/Other assistance, it is NOT a verification 
requirement for Child Care assistance. Damage to a child care facility can result in 
added child care costs even if the applicant’s home is not damaged. 

4. Get an overview of actions performed in the case. To do so… 

a. In the Current Queues frame, select the FEMA Manual Determination 
workpacket and click Workpacket History to see workpacket details.  
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Correspondence Received 

Received Dale Description 
--------

Comment / Contact Hist>ry 

Date & lime Summary Line 

Show: Comments I Con1acts I Al 

U/IJ1/~U1 ~ u~:oJ I t;;il IN\;/ M ,;;uv I Nt:K II NU \.,HILU U\HI; 

12/28/2018 09:5991 ac TO INSURANCE COMPANY 
06/27/2017 02:0191 aero INS~NCE COMPANY 
05/25/2017 12:13X310 

V 
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b. On the Events History window, review events at the time of Workpacket 
Creation (process name: WFDIS) to see why the case is in the queue.  

c. Review all other events to get an overview of all case actions performed. 

5. Review the Occupants frame on the Registrant Info screen.  

When reviewing Child Care documentation, you will need to note whether the 
child is an occupant of the applicant’s household, and whether the child’s 
relationship, dependent status, and age meet criteria specified in guidance.  (If 
these details are missing, you will need to call the applicant to verify and update 
the information here.) 

 

6. Review information on other screens as needed for the case.  

7. Create an Other pending line, if needed.  To do so: 

a. Use the Add Assistance link in the menu at left. 

b. OR use the Add link in the PP/Other Assistances frame of the Assistance 
screen. 
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. ..... 
Current Queues 

Process 

Date & lime 

10/17/2019 09: 

10/17/2019 09 

Inspection 

Sub(Jleue 

# 1554075746 History 

Work packet Queue 

Re?l@Rl?G@ 
DH Manual 

Added Oat> 

Added Date 
05'21991 Z oz-oz pr, 
06/14/2017 07:07 PM 

1 • • ••••• 

Correspondence Received 

Received Date Description 

Auto Determin 

Removed Date 

05'219017 DZBZ RM 
I ll'l)ection Pen cl ng Y I Number of ln!:pedions ., ________________________________ _ 

Occupants 

Name 

Damage Type: Flood / 

Assistance Surrsnary 

Cat>gory 
Hou9ng AS9gance 
Home Repair 
Moving/Storage 

APPLICANT , SAM PLE L 

MOUSE, JIM 

MOUSE , KIM 
MOUSE' sm 
MOUSE , TIM 

• S SN 
000-00-0000 

l■Hl·HMI 

Relationship • Dep Age 

• R'°e.·aiii,i,t,iira'!!!n•t"'!'"'!' ______ __ "'! 
lmmed Family 
lmmed Family 
lmmed Family 
lmmed Family 

Yes 46 
12 
10 
6 

8 
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After the pending line is created, the Other link will appear.  This link will open the 
Other category assistance screen where you can process the Child Care assistance 
request. 

 

8. Continue as follows: 
• If the applicant does NOT meet general eligibility requirements for Child 

Care assistance: 
o Select the appropriate ineligible code in the Eligibility Code field at 

bottom of the Other processing screen.  (See the Child Care 
Assistance SOP for ineligible codes to use.) 

o Click Continue to save the determination.   

o Continue processing other assistance categories, or if there are no 
remaining needs to process, navigate to the Confirmation screen to 
finalize your work. (Skip to Finalize Your Work on page 167.) 

• If the applicant DOES meet general eligibility requirements, continue to 
the next topic. 
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·+ 

·+ 

➔ 

·+ 

·+ 

·+ 

·+ 

·+ 

·+ 

➔ 

·+ 

·• 
.. , 

Rgsn ID: 150413140 Rgst MR SAMPLE APPLICANT S SN: 000-00-0000 

Co-SSN: 

Curr. (315) 041-3140 

Cell: 

O/R: own IDV: I DV _PASS HA: OPEN Other. OPEN 

Fld Zn : A 

Lang: Eng 

It 

Overview 

Regi !:f:rant Info 

A~Sance 

lm.pection Status 

Li ne Items 

Communication 

Info Control 

linked Regs 

Need9'To Do 

Regi!:f:ration Status 

EventsHiS:ory 

RI Hi::tory 

lnEPection History 

Hold (B 

Create WP 0 

Add Assgance 0 

... , 
• • · I 

:•, 

Home Re ir Rental Assistance Transient Accommodations Mov in /Stora e IIEll!llll Personal Pro Confinnation 
Comment/Contact D 

Verification Requirements 

Requirement • Status 

Identity Verificati on Verifi ed 
Signature Obtained Verified 

Requ irement 

Occupancy 

El Correspondence Received 

• I - Category 

(±1 1 mu ranee 

1±) Lodging, M ioc/other,M oving 
and Strge 
HA 
HA 

1±1 Misc/Other Line llems 

< 

#of 
11ems 

2 

Add Decision 

To 
Calculator 

> 

Verified 

Payment Calculat>r Show: I in itia I V I 

IH Summary 

RepainReplace Tota l : $1,118.08 

Temp Housing Total : $2,456.00 

Monies Returned : ($0.00) 

Monies Re issued : $0.00 

ONA Total : $8,780.73 Total Fed Funds : $12,354.81 

FIP Paid : $0.00 Under $30,781.92 
RepairtReplace 
Max : 

Total Awards : $12,354.81 UnderONAMax : $23,119.27 

Notes DR Specific 

Insurance: Review 

Misc Item RF I Sent: 

Child Care RF I Sent 

!!fill!_ 

Item Type/Description 

lnsSettlement 

OMARTS Document Duplicate 
Rece iv ed t~ A 

06/06/201; 

06126/201 ; .... Hotel/Motel Rcpt,MiS:Oth 
El!/Rcpt,M ovestorEgRcp 
Merchant's Statement 
()ffi r.:i.:11'~!=:t ~tP.mi::mt/l P.ftP.r 

ID Of 

m100a100a1015b2a 

m100a100a1015b84 

Manual 
M ~n 11~I 

Add Item Detele llem Misc Adj !!fill!_ 

llem 
Previous Award 

Asst Type Elig Code Receipt Date Pend ing E lig Amt lnel ig Amt Prev iously Pa id Adj for Prev Pmt DMARTS Doc ID Image# Possible Dup Doc 
Initial EMISC - $147.99 

Pending To1al 
Misc Adj 

Adj ust for Prev Pmt 
Eligible Total Award 

Prev ious Award 

Category: 

Eligible 
M i~ellaneou~ 
Items 

Eligibili ty Code: I PND-Pending 

A s!I 

$0.00 
$0.00 
$0.00 
$0.00 

T ype: I Recon9deration V I 

$147.99 

lif®iii,i'ill 
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Verify Documentation 

After verifying general el igibility requirements are met, you will need to review 
Correspondence Received for documentation required to verify Child Care el igibil ity and 
expenses. This documentation includes: 

• A signed and dated written statement from the appl icant describing the need for 
chi ld care 

• Pre and post-disaster gross household income documents 

• Pre-disaster receipts or an affidavit for child care expenses 

• Post-disaster receipts or estimates for child care fees, registration, and/or health 
inventory fees 

• A child care provider's license 

• A child care contract or agreement (to demonstrate child care costs in lieu of 
receipts/estimates 

You can view Child Care documents using links on the Overview screen, 
Communication screen, or the Other assistance processing screen. 

• From the Overview screen, select the link to the document in the Description 
column of the Correspondence Received frame. 

Correspondence Received 

Received Date Description 
-----

06/26/201712:000llLDCARE CALCULATOR 

~::::~~~ ~ ~~:~~gj:ti~: :arprI'A" , 
nRl?f,;/?n17 1?·nnl-lOTl=I /M OTl=I R<VT 1 PC: 

V 

• From the Communication screen, select the link to the document to review in 
the View Document column of the Correspondence Received frame. 

Correspondence Received ~ 

l lem View Document • Postmark Date Received Dale • Scan Date Doc lD Source 
v ····---···-· - · .. ·-· -·. ·- - -·c· , .. - ----.. c·· ....... --, ···-··· 

0 Chi Id care Gal culator CHILD CA RE CALCULATOR 06/26/201 7 06/26/2017 52857732 Mail 

0 Child care Declaration S1a'.ement CHILDCARE DECLARATION 06/26/2017 06/26/2017 52857731 Mail 

c) a~Ia carerece1~veg;mate1arnaavI1 CHIL~ CARE RECEIPT I 06/26/2017 06/26/2017 52584847 Mail 

< 

• From the Other assistance processing screen, use the "+" icon to expand the 
Correspondence Received frame, and then expand each set of document 
items. 

II Ml!aporoeoceReoeived 
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13 Correspondence Recei v 9d 

~-It!# 
+ ns.uance 

#of 
Items 

2 

13 Lodaino.M is:/Other.N. ovina and 4 
suoe 
Lodgin g 
!;l i,c/Olher 

To 
Calcul ator Vor ifi8d 

Yes 

l tom Typ,91Doscription 

I nssem ement 
Hotel/Molel Rcot.fll i o:Olh 
ESIRCol,1\1 o·, es10IESRCP 
Hotol/111 otel Rcot 
M is;Oth E ~/Re 

DMARTS Documont 
10 
mt ooa1ooa101 s02a 

mlll:O.aJQQalQl5~ 

520dd220 
52584&17 

Ouplicato 
Rocoiv o<l ~a:!oo Of 

06/06/2017 

06/2612017 

06/26/2017 
06/2612017 

o Click the longer DMARTS Document ID on the first line of a set of 
documents to view the document pages an image viewer application. 

o Click the shorter DMARTS Document ID link to open the set of document 
items in the Item Substantiation window. 

B Correapon:tence Receiv ed 

!!!!.IL 

~ 

V 

I', 

.., 

+/. cateoorr 

8 LOO'Olno.Mi~lller,MO\ino and 
Strge 
Lodoino 
Mieo'Other 
MiSO'Other 

IenTvoe10escr1ot1m 

CllilC, care CalCtl,Clllld care oeaa ,Chlld care Rerel. M tellMOI 
E ~cpt,M oveStor£ <;iRop 

OMARTS l)O(;urnelil ID OurJICate or Receive<J 

m1ooa100-t1Q15bU I 0612612017 

Y Yt::s Hofol/Moiel Rctn 
ll otApplieable Chil d Ca ra Cal cu 
II Ot AppllC3ble CllilcJ care oecia ...... UW22.0 06/26/201 7 

06/26/2017 
0612612017 
r.t.nt.1)01 7 

NOTE: The Item Substantiation window does not provide fields to verify 
processing criteria for Child Care documentation. Therefore, use of th is window 
is optional for Child Care assistance. 

IlBm Su~ltrnlkihon 13 
Olffes~n:-e R«eivecf 

c,tego,y 
.. , 
Items 

loduflgMsc/Othel J.loY flo and 
SIIQe 
l.od',lflg 

U:cJOtttor 

UscJOtllet 

! ISG./Ollla" 

Vh1Y1f11ll l•11Qe 

::::-.::-: .. ?.) 
_.._ .. IIOIOO 

To 
cat:ulat« 

N 

N 
N 

Verified Item TypeOncription DMARTs Oocumtnl Dupl icate 
10 or 

Ch id Cai e~k:u.Chikl Cae OKia O,i:1 CareRocei>-tterlkllel Actf,IJ.»;Olh 
Est/R:Ot,lbGSl(ljEsl~~ m100)100310151)f,4 

5204'220 

06/282017 12/\812019 ,.. 

06/2&2017 12/18/2019 
OG/282017 12J18.G!010 

06126i017 12/1&12019 

06'262017 12M 8,2019 V 

Yes Holell 1ctellcpt 

Net A~lit.x,IQ ChktC;aroCoilcu 

~ A1¥1Cable Ctttocarecec&a 
IUAR:ii;abl8 Chk2CaeR8cet 

S2&!.l'732 

52851731 

5258'8-17 

• item Type: ~ arc Rece1 -----:vJ 

~ Image page numb1.r(~ ~---~ 

~ VeJified: I Nol Applicable v [ 

fslhis item aduptitate? @ u>l<N:)WN O vm O MO 

~ Do no1 acia lh!S lfem to the cl'lo.llotor 

-...·------------· - ---g,i.~ ...... 

f •4-•IIM 

__ ,, .. __ OOVCCICl.l_nl:_ 

. fC( III.Yf'U.1.M ,._,,__~_1...., ., 
J'O 

9. After you review each Child Care document, verify whether it meets all eligibility 
criteria specified in the Child Care Assistance SOP. 
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Request Additional Information 

If documentation to support the Child Care request is missing or incomplete, you may 
need to clarify via a phone call, send an initial RFI letter, or make an ineligible 
determination due to insufficient substantiat ion. 

1. If required documentation is on file and guidance states you can call to clarify 
incomplete information (e.g. a chi ld's age or dependent status), make a courtesy 
call to the applicant to do so, and update the information in Web NEMIS. 

If you obtain all information needed to determine eligibility, skip to the next 
section, Use the Child Care Calculator to Determine Eligibility on page 164. 

2. If the information cannot be verified via phone call, see if an initial RFI letter was 
sent to the applicant. 

3. If an initial RFI was not sent previously: 

Verification Requirements 

Categol'j: 

Verificatim Req1.1ircmenb 

Sian.ature Obt3i ned 

a. Use tools on the Info Control screen to set a Child Care verification 
requirement (in "Other" category) to "Pending Response." (To do so, 
select the requirement, click the Decision link, and select Pending 
Response in the Verification Status field . Then Save the change.) 

• Status Rcque$t Do te Due Dote Stntus 0.,tc Su~tnnti4 tion U$CQC 

Verii ed osnsno 11 90.sss 

~ Decision Verification Requirement •- Webpage Oi.alog 

Verificalon Re<iuirerren1S 

Verlflcatbn Requirement: 
Verlflcatbn Status: 

Status Date: 

Associate 

b. Cl ick the Letter link at top of the Confirmation screen. (Or click the Add 
link on the Outgoing Correspondence frame of the Communication 
screen). 

c. In the Letter Wizard, select Request Letters, and then select Request 
(RFI) and For Information (1st Request). 

d. In the Letter Components area, select 0TH - Misc/Other Child Care. 

e. Follow prompts to fin ish generating the letter. 

X 
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f. When finalizing your work on the Confirmation screen: 

o Document your work in a Comment. 

o Select to route the Other workpacket to the Info Control queue, 
Pending Receipt subqueue. 

4. If an initial RFI was sent previously and required documentation is incomplete, 
the applicant is ineligible due to insufficient substantiation submitted.  

a. In the Eligibility field on the Other assistance processing screen, select 
the INSS (Ineligible No Substantiation Submitted) determination.  

b. Click the Continue button to save your determination and continue to the 
next processing task. 

c. If you’re ready to finalize your work, continue to the Confirmation screen. 
Skip to Finalize Your Work on page 167. 

Use the Child Care Calculator to Determine Eligibility 

If all required Child Care documentation is on file and meets criteria specified in 
guidance, next use the Child Care Calculator to determine eligibility. 

You can access the Child Care Calculator from the PPM page by selecting the Child 
Care Calculator link. 

Follow instructions in the Child Care Assistance SOP to enter details from the case into 
the Child Care Calculator fields. 

The Calculator will generate an eligibility determination. If the applicant is eligible, it will 
also calculate the weeks of assistance and the amount of assistance to award. 

• If the applicant is eligible, continue to the next topic, Error! Reference source 
not found.. 

• If the applicant is ineligible, See the Child Care Assistance SOP for detailed 
instructions on ineligible determinations to use for various ineligible reasons. 
When you are ready to record the determination: 

o Enter the appropriate Ineligible code in the Eligibility Code field on the 
Other screen, and click the Continue button to save the determination.  

o Finalize your work on the Confirmation screen. See Finalize Your Work 
section on page 167. 
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NOTE: Per guidance, the Child Care Calculator a record of the resu lts must be entered 
into the appl icant's file to support payment of Chi ld Care Assistance. When the final 
review of the determination is completed, SPU or the appropriate POC will upload the 
Calculator results to the applicant's file through the FaxComm/Right Fax web 
application. See the Child Care SOP for detailed information. 

Review/Update Verification Requirements 

If the applicant meets all eligibi lity requirements for a Child Care award, next ensure all 
Child Care verification requirements are met and set to "Verified." You can find 
verification requirements on the Other assistance processing screen or the Info Control 
screen. 

If you need to change the status of any verification requirements: 

1. Select the requirement, and then click the Decision link. 

NOTE: You can change the category-specific Occupancy requirement from the 
Other screen, but you will need to change the Identity Verification and 
Signature Obtained requirements from the Info Control screen. 

Verification Requirements 

Requirement 
Identity Verification 
Signature Obtained 

• Stalls 
Verified 
Verified 

Bemorernent I occupancy 
• S5!bf5 

---:V erified 

2. In the Verification Status field of the Decision pop-up, select the appropriate 
status. 

3. In the Associate frame, select the Substantiation items(s) used to verify the 
requirement. 

4. In the Assistance Affected by Verification Requirement frame, if Occupancy 
was not verified per inspection or documentation, uncheck the current "Other" 
assistance line used for Child Care to designate it is not applicable for the "Other" 
Child Care assistance. 

NOTE: For a Child Care only registration, per the Codes Verification Request 
Letters and Assistance Types SOP, if Occupancy is not verified, set Occupancy 
Verification Status to Verified, and the Applicable status for "Other" assistance 
to Not Applicable. To save the change, you would still need to select a 
substantiation item to associate with the requirement. 
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Verification Requirements 

Status Date: 

Associate 

Associate • Substantiaion Received 
Appl icant's Statement of Lack of Insurance 

Hotel/Motel Receipt 

Offi cl ars StatemenULetter 

nsurance e emen 

Insurance Settlement 

Applicable/ Not Applicable 

Assis lance Aflecte<I By Verific aton Requirement 

Ca1egory 

Other E Cate gory 0 th er 

ElgyType 

Document Id 

52037967 

52044219 

52037969 

52041497 

Award Type 

Description 

Auto Determined 

HOTEUMOTEL RCPT 1 PG 

Auto Determined 

INS SETTLEMENT 1 PG 

E liglbility 

Reconsderation Reconsderat ion First PND - Pending 

Housing Assstance Transent Accommodations Initial Initial First 

Initial First 

PND - Pending 

Hous ng Assstance Rental Ass ttance Initial ER - Eli gible - Rental Assttance 

■=ir/Ml1 

5. Save your change. 

Make a Determination 

1. On the Other processing screen, cl ick the Misc Adj link in the Payment 
Calculator frame. 

Payment Calculabr Show: I 1nttial V I 

tlem Asst Tp Elig Code Receipt Dnte Pendi ro Elig Amt lnelig Ant Prev iwsly Paid Adj for Prev Pmt OMARTS Doc ID lnw,ge # Possi l:i'e Oup Doc 
PIWIOlSAvr.ra 1n11a1 Ef/llSC- EllglDl9 M lst:el 1aneous Items $ 1,17.99 
Pona1ng TOUII so.co 

Misc Actj SO.CO 
Adjust tlr Prev Pmt SO.CO 

EliQible Tot,I Awcrd SO.CO 
Previous Awanl $ 147.99 

This opens the Miscellaneous Adjustment Calculator window. 
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2. Enter the award amount from the Child Care Calculator in the + Misc. Amount 
field. 

3. Enter a note to identify the Child Care award in the Note field.  

4. Click Save to return to the Other screen. 

5. Select APVD in the Eligibility field, and click Continue to save your 
determination. 

 

NOTE: When you click Continue, Web NEMIS advances you to the next processing 
screen. If no other pending line is open in the case, Web NEMIS advances you to the 
Confirmation screen. 

Finalize Your Work 

1. After you have processed assistance needs in the case, navigate to the 
Confirmation screen. 

2. In the Decision frame, route the Other eligibility determination to the FEMA 
Supervisor queue, Policy Review subqueue, as instructed in the Child Care 
Assistance SOP. 
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@:'.] Misc Adj Calculat ion -- Webpage Dialog X 

• I . ,.,. 

Ac1ion Arrount =:]I E nler Description 

Pending Total Forward $0.00 

Clvemde Amount: $ , 0 .001 ii Note: 

I •Misc.Amount: $ I 1,400.oo l ii Note: 8 WEE<S CHLD 00. RE ASSISTA r,,aj X I 
- Misc. Amount:$ I ooo l ii Note: 

Total Adj Amount$ 1,400.00 

l ! Pt..ll◄il 151,134◄ 

Payrrent Calcu lator Show: I 1n1ba l v i Add hom Delete IIOm ~ 

IIOm Autlype Ellg cede Receipt Date PendingEligArrt lneligAM p,.., ;ouslyPa ld Aq lorP"" Pmt 0MARTS Doc 10 lm,ge # Possible0up0oc 
Pre-Ao usA,wJd lrll'ial EMISC - EligibleM is:ell aneousltems 
Perdng Total 

Misc Adj 
Adj ust for Prev Pml 

Eligible Total Award 
Previous AIMlrd 

,._. _ ,,..... 0 V 

l igibilityCode: I AP\ID -Approved for AfB&anoe 

,_. ,. __ , I Reconsideration V I 

S0.0 0 
51,400.0 0 

S0.00 
51,400.00 

V I 

S147.99 

5147.99 

i■§\il"iii 
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3. Ensure the appropriate routing destination is selected for all decision lines being 
routed out of the queue. 

4. If you are routing all decision lines out and need to retain a workpacket in the 
queue, select the Split Workpacket checkbox. 

 

5. If you need to generate a letter, use the Letter link and follow prompts to 
generate and save the letter.  

After returning to the Confirmation screen, select the appropriate option in the 
Letter Decision column of the Generated Correspondence frame. (In most cases, 
this will be Send Letter to Mail Queue.) 

6. If you need to generate a Contact, use the Comment/Contact link at top right of 
the screen to do so. 

7. Generate a Comment by clicking the Generate Comment button, and then edit 
the Summary and Details information as needed. 

 

8. If desired, select the related document that support your decision(s). 
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I 

Confirmation 

Decision 

Select 

0 
0 
0 
0 
r.; 

□ 

Ca"'II0,Y • Amount • Elig Code Routing SubcJ)eue 
Transent Accommodati ons $684.00 ETR FEMA Approva l vi I NON-ORM 
Rental AS9S:ance $1,772.00 ER FEMA ADDrova l V NON-ORM 
Other $2,500.00 APVD FEMA Supervisor V Policy Review 
M0Vlllg/~torage •oa u .UU tcM ~ FEMA Approva l V I NON-ORM 
HnmP. RP.n::iir $111R OR FHR7 ........... .. .......... .......... . 
Split Wo~acl<et Retain Workpaclet in Queue 

Split Workpad.et Retain Workpacl:el in Queue 

~~---,1 I.ER • KTP; • 'l'r.a.n•ie11~ Ko11i1•i~. COJo.--r" Ail:ff • ER., NIK' • E>tlX. N8 • E.Na., llaae 5'l•_p■ir • tJIRI 

DifWlli: P49i•t.in:it. ia •ll,g-ible !o~ ':';a:-an.si•nt A,,::~~•t.i-;:i,. .a.e•i•~•n~ tt.QQ9:.~9 C.Xpene•• ~•i~'t,,J.i-e•=-t:it.) in the 
ur.ouint oC $'-8-tl.00 toi: , niqihc•, 
All z:eq-J:.:r"•d dOCJ,C:"A:it•ition on fil• . 
.:..,:plic•ftt. h•• .. nabc::riit.ted • t"equ tt:1!. fo:- ~•<:• rt.lf:.e.t.io~. 
lte'ii ■'-n,n~ i■ e1L9ib1e for Mi1c;IO"i.h•K" Aa•i■t.•nc;•· 
All r•(l\lir•d doiC'\laent•:;i~ ~ __ti_l•. , __ ...., ,~ .. 

--- .. , ____ _ v ' 
J 

MD1·1i,M NCOO·iilM 

V 

V 

I V 

V 

.. 

,.., 

V 
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9. When ready to route the case, click Submit. Decision lines will be routed to 
selected queues, and you will be exited from the case. 

NOTE: The Child Care Assistance SOP provides detailed instructions for steps to take 
after the determination is routed to the Supervisor Review queue. Follow SOP 
instructions carefully regarding additional steps for processing the Child Care 
assistance determination. 
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Insurance Substantiation for HA and Personal Property 

SOP: Insurance Processing for HA and Personal Property 

General Information about Insurance Settlements in Web NEMIS 

• When an insurance settlement includes more than one type of coverage, a 
separate document item must be created for each coverage type.  (This is most 
common for Homeowners-Type insurance.) 

• An insurance settlement record is created from adding a settlement document 
item in DMARTS indexing or on a Web NEMIS Item Substantiation window.   

• Settlement details saved during document substantiation auto-populate to the 
Insurance Substantiation/Settlement frame of the Assistance screen.   

• Do NOT add information from settlement documents on the Assistance screen.   

• Use tools on the Assistance screen to add verbal substantiation of settlement 
details from an insurance company when settlement documents are not on file. 

Insurance Settlement Information Displayed on the Assistance Screen 

You can use the Assistance Screen to get an overall view of insurance settlement 
information if a settlement document or verbal substantiation is on file.  

The Assistance screen currently lists Homeowners’ type settlements that might cover 
forms of Housing Assistance and/or Personal Property.  

• The Insurance Policy frame shows policy information recorded during RI.  

• The Insurance Substantiation/ Settlement frame links to NFIRA information 
and shows insurance settlement details.  

Structure, Contents, and ALE settlement records saved when substantiating 
settlement document items will auto-populate in this frame.   
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Re111muon Stalu$ 

" 
!!b l oetCllr." I Jtqcetlll I ~ 

,_. RI Huiory Ortegory • A••t T)PC" Awu 'd l cv-e~ £, gibil ity • Elig Ooe Amount Appro.,cd Appuwcd 0•'11': Sell O•t.c Oi•b Type Treu Type Aell.lrncd R-etuued £ 1ig 0-ec Typ 

➔ lll$ 8Clion Hilitory 
01t1er m!!.W. FINI EMISC · EOO!Ole ,,o~el!aneou31tem)05JZS'2018SH1 "Ye$ OSJ?5R018 OSJ26f2018CHEGK "'1.110 
P81-s)ftlllP10P8rl)' lO.ili.iJ. f inJ tlS • lflflJllld OSJ25!2018 Y88 OSl.?5'2018 t\lJ IO 

lnsura nc e Policy 

Source 
RegiS:ration Intake 

Ins Type 

RenlerJOW1erConten tsOnly (O/R) 

Policy Id 

GT8750676000 

Company Name 

ASSJrance 
Phone 

(1 23) 456-7890 
Ell Date Exp Date 

< > 
nsura nc e Substa ntiationfSettlement NFIAAM aintenance Reg u1rem ent No Substantiation: Add E<!ot Selllement Add Edol !:!.tli! 

• DOC 10 Ins Type Claim Status Settle Date Structure Amt Contents Amt Oller Amt Claim Da te Cla im No ALE ALE Amt Policy Id Company Name 

Su bsta nu at Ion 52357924Aenter/Ow, er Contents Only (O/R)Clo,ed 06/1412018 S0.0 o S8,SO0 .00 S0.0 o 031221201 8 o GT 87 506760 00 Assu,a nee 

< 
< > 

••• 
Ari Code SBA l.olln llo. SBA A"t Sllfltu, Cd SBA lolln S1•~• Ctl'I llo Ooc:lu~i No L~n Ty~ Lou Al)ftfOYcd O.tte f ir,tOi,b Ooe fi n.,.I Oi, b O,uc LMn C11rw:el Date Lou Amt Cu rrAplM'O\'.t 

F1T: radcdlnco:11clcsi $000 S000 

< > 
f lMA- P .o.aox 1005S Hvi!twille, MD 20732-7055 1'300)621--3362 f 3)( (300)327.$112 

< 

When no settlement document is on file, records may be manually added on the 
Assistance screen based on a call to the insurance company. 

Note that in the Insurance Substantiation/Settlement frame, the Structure Amt, 
Contents Amt, and Other Amt fields show settlement payments. 

The Other Amt field shows the settlement amount for ALE/LOU coverage. The ALE 
field shows whether the insurance policy includes ALE/LOU coverage details, and the 
ALE Amt field shows the ALE/LOU coverage limit (not the settlement amount). 

Substantiating Settlements on the Communication Screen 

For most assistance categories, you should substantiate insurance settlement 
documents from the related category-specific assistance screen. 

However, if a category-specific screen does not provide substantiation tools, you can 
substantiate an insurance settlement from the Communication screen. To do so: 

1. In the Correspondence Received frame, select the link for the insurance 
settlement in the View Document field. (Note: you may need to view each 
insurance settlement document item to ensure you review substantiation details 
for the appropriate coverage type.) 
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A fFMA Indivilluals & Households Program FFMA Manual De1er mh1ation Home ■ 
~ Ve1skin 3230000 217 &-1vei TDL- 12CASTC lnsurmn:~ logout ■ 

RgsnlO: 150413'143 

Q3tr: 1456 

Ru t MR MICHAEL HOUSE 

Co--Reo: MAE HO USE 

ccrreeponcience Recetv ed 

,.,. Re9istran11nro 

Assutanc.e 

,,,. 1.nspectton SU IIIS 

.,. Lina l1ame 

lt,m 

Q lnairance Sattlemenl 

O ln;:u1oof& Sr;Hlr;menl 

< 
Ou~ ino CorresPOrdencc 

SSN: 210-004 3143 

Co-SSN: 

CUrr. (31S) 04t~t43 

Celf: 

0/R: Rent 

Ocp: 6 

IOV: 1ov_pASs 

HH: 8 

HA: OPEN 

SBA: flT 

Other: CLOSE D 

f ldZn: A 

• Po3tmork Oat: Ret-cived Dote • Sean Dote Doc ID Source 

06J06/2018 

06.106/201 3 

06/06J20 18 S20'1 1574 ,_,all 

06i0612-0 18 5204 1573 \iiail 

Lang: Eno 

SC: No I CBRA: Ho 

File N.::ime S'1tl$ 

> 
~ I Rcaend I Rcocncrot I Amt I Review I Delete 

f• Communication Surrmarv oescr1ot10J1 urnouaoe Prooram Gererale<I 011e Eman oaie Pl1rted Oa te .. , 

·+ lnfoControl 

·+ linkad Reg '3 

·• Mudgflo Do 

Re91stration S1alut 

•• Eve.ntsHiS:or, 

,.) RJ HislOI'/ 

•► Inspection History 

< 
Hnfff .fil 

Q 9069CL,SEAL 

Q SUPE R,SE AL,APPR.0VAL,0THA._EMISC,DE UJAL,111S,PP _IHS 

Q 9069Rf f 

< 
CanmenO'Co,n.a.: I H iSIO,Y 

Type Date & l ime • Uaer Nama 

1n~ector comf1eo1s ost2S12018 12 t6 

< 

Sunrmry 

X'.\ 10 
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EliQbility decision lood ,grnn1 miti lia 

ll-§g Aor;ncy8,:;fr;rn,1!1.J ,:;Her 

Engll!ill 

Eng!ilh 

fngli:tl 

HA 

Mis:;. 

05/22/2018 

OS/26/201 8 

OS/22/2013 

> 
Stiow: !!! I Com1nel'tt!il I con11.ct11 1 t n!iilJ)@c;WC01Twn~o1s 

Details 

Vie,..e.a l~ C@ij)I tlrChaiO!lil\\,( po~ illcideOl: 05122/20 18. 
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nfo 

tst~s 

Uo 

Stat 

2. The document item will open in Substantiation view. Make sure the Coverage 
Type relates to the assistance category you are processing (for example, 
"Other/ALE" for Rental Assistance). 

MMMll:I:~ · 

l!!!t ASSURANCE Specialty 
PtopErty 

American Bankets lnn1r.a:nce Company c.fFlorida 
PO 5a( 97905:i 

Mi=i. FL 33157-9055 
Pbcne: 123-456-1890 

March28,2018 

P-: 1 V 

' c ategory: I insurance v I 
• it em Type: I ins Settlement 

• image page number(s) ~11 __ ~ 

vi 

000195 - Substantiation Policy-------------

MICH!\EL HOUSE 
21S-~ n.'DGE Sl\.m..f.Y RD 
Rwhvill• !<1!69360 

Iru.red: 
Policy !\umber: 
Claim Kwnb--t: 
Cause ofLo.s: 
Property Ad&.ss: 

Dear ~ lidu.e) Hou:e, 

Claim Iuformatiori 

Miclwl Beuse Date cf Loos,: 
GT875067l000 Reported Dn e 
00102043 117 
Wwd/Rain 
2mo JUDGE =Yw 
RUSHVILLE, l\l! 69360 

03-20-2018 
03-22-2018 

We bave tompleted om re,1.~w of yoo-claim. The following payment bas been mu~d an:l mailed separ.atety. A copy of 
'tho ;ad.jurt.:.T', orti-mtto 1, inc!udod f'o:r )"ourro\."iciw. 

?.aymeut based on policy limit. 

Couears Parkaet 

Repair/Eepbcemmt Cost: 
Ded"ucti?li=-: 
Pteviom Pa)1llen!s: 
Total Paymen.t AmOW!t: 
D.mh!ZUl'ld: 

:\ddirioaal 1 hi:o: f -mensu 

!\dditio:,al li, 'Ull Expense, Cort: 
Prc,:iow P-3.)~: 
Total Payment AmoUJ!t: 
Dau lsrued: 

$8,500.00 
$0.00 
$0.00 
$8,500.00 
l,~&0018 

$3,000.00 
$0.00 
$3,000.00 
3,2S/201S 

Policy: ~I ______ v~I Add Edit 

- Se ffie menh ---------------

• Loss Date I03120/20t8 • Claim Date I03122/20·18 

Claim No I Claim Statue I Closed V I 

• Settle Date IC611412018 ALE Exhaus ted I No vi 
• Insurance Type Renter/Owner Content v 

• Coverage Type Other/ALE V 

• it emized Breakdown O v Es @ NO 

~ Net settlement Amount slJOoo.oo 

Deductible Amount ~ ::· =====~ 
Pending Elig ible Amo, . .mt ~3000.-00 

Mii+1◄ 

3. Use the View Full Image link to review settlement information in the image 
viewer application. 

4. Verify the insured name, date of loss, cause of damage, and property address on 
the document match the applicant's file, and that the settlement meets other 
criteria specified in guidance. 
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A ASSURANCE Specrnlty 
Proper1y 

000195 
111QiAEL H OUSE 
21820 JUDGE SMILEY RD 
Rus.h\·iUe, NE 69360 

Insured: 
Policy NlllllbeC: 
Claim Number: 
Cause ofL<>ss: 
Property Address: 

Dear Ji.,lidu.eJ House, 

American Banl(oo ln,-usinceCompany of Florida 
PO B"" 979055 

Miami, FL 33157-9055 
Phone. 123-456-7890 

Ma ch 28. 2018 

Cl.1.tm Information. 

Michael Home Date of Lou: 
GT8750676000 Reported Dare 
00102048117 
\Vmd'R.anl 
21810 JUDGE S1lll.EY RD 
IUiSl!VILLE. NE 69360 

03-20-1018 
03-22-2018 

Weh3ve complcted our re\-ic·w of your claim. The following payment has beetl issued and uuiled sep3!3tel)'. A copy of 
che adJU:iter'$ esciruare 1~ included f0t your cenew. 

Paymont based on policy limit 

Contenu Packau 

D X 

5. Minimize or close the window or use the ALT + Tab keys to return to the case. 

substantiation - vie"' 

view Full image 

1!!!!!11 ASSURAN CE Speciolty 
Property 

000195 

Arum.cm B~ ~e Con.p=)' offloricb 
PO Bo: 979055 

M;..mi_FL33i;?-90;5 
Poon,: 1!3-4;6-7890 

Macch28,2018 

Paoe: 1 V 

• Categ ory: I inauranc.c V j 

' Item Type: I Ina Settlement vi 

• Image page numb er (e) ... 11 ___ __, 

- Substantiation Policy ~ 
V Add MICHAEL HOUSE 

2 1'20 n.t>CE S?-.fil.EYRD 
Rwh,ill,. l<'E 693!0 

I Policy: '---------' - Settlements _ _J ________________ _ E3 

ID-wed: 
Policy Nw»'oei-: 
0 ~ 1'umbe1: 
C,.u~of'Lou· 
Pror,o,.rty Ad.dress: 

Dear Micluel Howe, 

Claim Juformatiou 

Michael Hous! Dau of Less.: 
GT8750S7ro0~ R.qx,rt~ D.stt 
00102048117 
\N'i.lla/R.Jin 
21820 J1JDGE S1fil.EYRD 
RUSH111LLE,NE 69360 

O:l-20-2018 
0?~22-2-018 

Vlt b -c ~-om.p htcd o w- rC\-icw of you:r dum. 1\c £o.llc-win; ?3.)Ulcn.t b bccu i::u-:d :ad tnailcd ,cp3.r,d c}:,·. A c o:-py of 
the, :idju.-w'~ o;-lm:uto UI inc:Jadod fc.r )-outro,-iew. 

Pa)lllEnl bas,d on policy linit. 

Cnnxeara Pu:kaee 

Rcp:iriR.cpbi:=mt Co:t: 
Oad'lrliblo· 
Previom P..,ymet11S: 
Tobi Payn:.n1....,_: 
Date ls!Ue<l: 

MditiOPII I hind' fIPtP$tli 

Addiio:W Li,U\i: E,q,cec: Co:ri: 
~ i.ou: Ptymcmt:i: 
Total P33ttr.ent Amoont: 
Date ls!Ue<l: 

$8,500.00 
$0.00 
$0.00 
ss,;oo.oo 
3.'2&12018 

$3,000.00 
$0.00 
$3,000.00 
3.'2&12018 
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• Loss Date l03non o1s • Claim Date 103.122/201 8 

Claim No I Claim Status I Closed v I 
• Settle Date I 06/14n01S ALE Exhau8ted E3 

• ln3urllncc Type I Renter/Owner Content v i 

• Covange Typo I 0ttierfALE v i 

• It emized Breakdown O v ES @ 110 

• Net Settlem ent Amount s lsooo.oo 

Deductible Amount ~ 
~~ 

Pendino Elioible Amount ~3000.00 

IEmi Mil:M◄I 
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6. In the Policy field , select the policy associated with the settlement. If the policy 
is not on the pull-down selection list, but pol icy information is available in 
documentation: 

a. Select the Add link in the Policy field. 

b. In the Add Insurance window, enter pol icy details that are available. 

@) Add Insurance -- Webpage Dialog 

General 

Document ID: j52360059 

Po ~t mllrk Dlltc : I 
:::::===:::::::'.....--

1 t em: )Insurance Policy 

Source: I Other V I 
~===:;----~=-=-=-=-=-=--~ 

Received Dlll c : I scan Date: ) ~==:::. __ _:____:===---~ 

Image ID: ~ 

Docum ent Dote : ~103-/2-8/2-0-18-~ 

Descr iption: Renters Insurance Settlement 

Policy ID: I GT8750676000 • Company Name: !Assurance Specialty 

X 

•ins Type: I Renter/Owner Contents Only ( v I 
Phone: ~ 114567890 Eff Date: I Exp Date: ~I __ __, Input Source: I Substantiation v I 

Po licy Coverage 

Coverage: 0 Contents 0 Other ALE: C3 
c overage Amt: $0.00 

===::::: 
c overage Amt: 1$0.00 

~==::::: 
De ductib le Am t: ~1$0_.0_0 __ _, 

0 Structure 

c overage Amt 1$0.00 

~==::::: 
De du c t ib le Am t ~1$0_.00 __ __, De duct ib le Am t: $0.00 

Coverage Misc 

___ __, 

Covers Entire Household: C3 Mortgage Payoff Required: C3 Interior Struct 0mg: C3 PP Loss Flag: C3 

llwo•I lfUBMII 

Keep in mind the following: 

o Insurance Type and Company Name are required fields. 

o Use the "Other" field to indicate ALE Coverage. 

o If ALE is covered, use the ALE field to indicate YES. 

o If ALE=YES, fields additional appear to enter arrangement details. 

c. After saving information pol icy and returning to Item Substantiation, in the 
Policy field, select the policy you added. 
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7. Back on the Substantiation window, add and/or update field entries, as needed. 

View Full Image 

I!!!! ASSURANCE Specialty 
Property 

00019; 

American Bankers ln:rurmce Company of Florida 
PO Box 9790;; 

Miami, FL 33 i;7.90;; 
Phone: 123-4;6-7810 

March 28, 2018 

Page: ~ 

• Category: I insurance v I 

• It em Type: I ins Settlement 

• image page number(s) 11 

- Substantiation Policy 

vi 

MICHAEL HOUSE 
21820 JUDGE SMILEY RD 
Rushville, lIE69360 

Policy: I G-Assurance Specialty v I Add Edit 

- Settlements ---------------

lruured: 
Policy Nwnber: 
Claim Nwnb?r: 
Cause of Loss: 
Property Address: 

Dear Michae) House, 

Claim Information 

Michael House Date of Loss: 
GTS750676000 Reported o.te 
0010204Sll 7 
V.•wdll\am 
21820 JUDGE S11ILEY RD 
RUSHVILLE, NE 69360 

03-20-2018 
03-22-2018 

We have completed ow- re,iew of your claim. The following payment has been isrued and mailed separatety. A copy of 
the adjuster's trtimate is included for your revie--.v. 

Payment based on policy limit. 

Contents Pukart 

Repair/R,pla,ement Cost: 
Deductible: 
Previous Pa)ment!: 
Total Payment Amotmt: 
Date Inued: 

:\dditioaal I ivin• Fxoeasu 

Additional bing Experue, Cort: 

ss,;oo.oo 
$0.00 
$0.00 
ss,;oo.oo 
31281201S 

$3,000.00 

• Loss Date 103/20/2018 • Claim Date 103/22/2018 

Claim No 100102043117 Claim Status I Closed vi 
• Settle Date 106114/2018 ALE E.<hausted E3 

• lnsuranc-e Type I Renter/owner Content v I 

• Coverage Type I Other/ALE V I 

• It emized Breakdown O Y ES @ NO 

• Net Settlement Amount s l 3000.00 

Deduct ible Amount ~ 
::· ======:::: 

Pending Eligible Amount ~3000.00 

llwtowi 831+1MI 

8. Save your work to return to the Communication screen. 

Updates to the settlement record will be auto-populated to the Substantiation/ 
Settlement frame of the Assistance screen. 

Adding Verbal Insurance Settlement Substantiation 

For verbal insurance settlement substantiation received from an insurance company, 
you can add settlement details on the Assistance screen or on the Home Repair or 
Personal Property screen. To do so: 

1. On the Assistance screen, in the Insurance Substantiation/Settlement frame, 
click on the Substantiation: Add link. 

Insurance suosenuauoo1sememem NFIRA Maintenance BeQul[ement N> suosenuauoo: AllO E.!lJJ setuement 8l!!J EJlll = 
Source • DOC ID Ins TYDe Claim Status Settle Date StruclUre Arn Con1en1s Ami Oller Amt Claim oate Claim & ' ALE Amt Poley Id Comoony Marr 
SubSantiation52360054RentwQwgContensOnty IO/RlOo!!!d 061141201 8 $0.00 so.on $3,000.00 03/22/2018 ~ .. O GT87506760COA!Rmmce Soe 

< > 
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(OR, on the the Home Repair/Personal Property screen, in the Insurance 
Settlement frame, click on the Settlement: Add link. 

2. In the Add Substantiation window, add general policy and coverage information: 
_ I\O_ D_ S_U_BS_T_/I_NTI_ f\_TI_O_N ____________________________________ EI_ 

GGooral 

Source: I V erbal/ App licant Statement Image ID: jo Documem Ill: ~2360082 

Postmark Date: ~I---~ ~---~ 
Received Date: IDS/28/2018 I Scan D31o: Document D31e: ~I ---~ 

~ Item: ilnsurance Policy 

• •Policy 

llGscription: Verba l Substantia tion t om Insurance Co 

·ins Type: I Mobile Home (O/R) vi Polley ID: IGT8750676000 I • Company Hane: !Assurance Special ty 

Phone: ~ 11 4567890 Eff Date: I Exp Dato: I Input Source: I Subslantia fon 

Policy Coverage 

Coverage: 0 Contents O Other O Structure ALE:C3 

Coverage Arnt [sooo Coverage A,m: [so.oo Coverage Arnt: :i;0.00 
~======: 

Deductible Amt 1$()00 Deductible Amt: $(, ()(1 Deductible Arnt: ~$1_H_Xl __ ~ 

Coverage !t1 is-; 

Covers Entire Household: C3 Mortgage Payoff Required: l=3 Inter ior Struct Dmg: l=3 PP Loss Flag:!=3 

Insurance Settlement 

DOC ID Contents • Other • Structure Settle Total Clam Date Claim No. Claim Status Settle Date ALE Exhausted 

No insurance Senlement iteme 10 display. 

Wfi't◄I l¾Mi§II 

Keep in mind the following: 

o Insurance Type and Company Name are required. 

o Use "Other" field to indicate ALE Coverage. 

o If ALE is covered, use ALE field to indicate YES. 

o If ALE=YES, fields appear for arrangement details. 

Add I 
Note 

3. Cl ick the Add link in the Insurance Settlement frame to add Settlement from th is 
window. 

4. In the Add Insurance Settlement window, add general information and settlement 
details. 
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ADD SCTTLEHEIIT ---- ---- --- --- El 
General 

Document ID: ~2360082 

Postmark Doto: ~I--~ 
Source: I Otie r Y I Image ID: p 

OocumontOate: ~I --~ Receivod Doto: IOS/2812018 I Scan Date: l 
hem: i1nsurance Se ale me nt 

I nsurance Settl ement 

C loim llEte: I 03/22/2018 

"Coverage 
Type: 

*Settlement 
Amt: 

Note: 

Claim No: I0010204il117 

0 Contents 

1ss,soo.oo 

• Settle Date is required. 

Claim Status: Closed Y 

0 Other 

IS-3,ooo.oo 

Hfl'M lffhI!AII 

• Settle Dote: 103128/2018 I ALE Exhausted: I YES YI 

0 Structure 

1$30,0000 0-0 

• A Settlement Amount required for at least 1 coverage type. The settlement 
amount must be greater than 0. 

• If the entire ALE settlement amount has been disbursed and no more ALE is 
forthcoming, select YES for ALE Exhausted. 

• Use "Other" fields to enter the ALE settlement amount. 

• After completing insurance sett lement entries, Save your work. 

A settlement record will appear in the Substantiation/Settlement frame of the Assistance 
screen. All forms of coverage recorded will appear on the same line. 
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Duplicate Registrations in FEMA Manual Determination 

Overview 

Cases are considered "duplicates" or "linked" cases when NEMIS detects duplicate 
information of the following types: Damaged Dwell ing Address (DOA), Damaged Mailing 
Address (OMA), Damaged Phone Number (DPN), EFT account number. When 
reg istrations are linked due to these causes, only the applicant designated as the "Head 
of Household" wi ll be eligible for forms of Housing Assistance. However, linked 
applicants may be el igible for certain forms of Other Needs Assistance when they are 
responsible for allowable expenses. 

Although registrations f lagged as duplicates are usually "smart routed" to the Duplicate 
Investigation or Dupl icate Resolution queue, occasionally duplicate registrations are 
found in FEMA Manual Determination. 

If you need to process an eligible or ineligible determination for a duplicate registration 
in FEMA Manual Determination, you must clear the duplicate status before routing the 
case. This action temporarily clears the duplicate status so the determination can be 
routed forward for approval. To be permanent, the status must be changed in the 
Duplicate Investigation or Duplicate Registration queue. 

See the Duplicate Investigation and Resolution Processing SOP, as well as Preshifts 
and Disaster Specific SOPs, for guidance on processing duplicate registrations before 
performing this task. 

Clearing a Workpacket Duplicate Status for Routing 

Linked registrations are easy to identify in Web NEMIS processing queues, because the 
Linked Regs menu option will appear in red for linked cases. 

Wol'kpxht Dupllc:i• Soa.is: Poss.I bl• Dupflc3t« Link IDr 00B RevltllN 

~ Id N.lmt OupUc.ate ~ pt Reg~ Status Group Status Group St.,1Us D1t• Reg Id Contln..cl Proce-ssi ng 
931077174 884 566 Damaged PhQl'le Ntmber Po~ble ().1fiicaIe Linklor006 ~•ew Re,olved OG/041:!018 0S·IG PM 
93--10/6~21 A SNl'fH 0.,naoed Phone Nvmber Poftlble ~(f,cate L1nk to1 000 ~,ew Rtlolved OG/041:!018 08 18 PM 

➔ ln~cdion SU,,tvs 

... CQmOl.lnic;ation 

Li nJl:Groupc 

..... Oescripion OR # RQ:S-" Id Lil'lk Sutl.K Prefbt L.JstU.,me FiN.tN.-uu Ml SSN 

.. lnfoQint,ol 

~ Linked Reu +-
< > 
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Linked cases will appear in the Registrations Linked as Duplicates frame at top. The 
current appl icant will be included in the duplicates list. The Workpacket Duplicate 
Status link at top of the frame right will be an active link that allows you to change the 
applicant's duplicate status. 

If you determine per guidance that a linked applicant is eligible or ineligible for an 
assistance category, you can clear the Duplicate Status for routing as follows: 

1. On the Linked Regs screen, for each registration listed in the Registrations 
Linked as Duplicates frame, click on the Registration ID link. 

Ritgis..-aions u,.., H O..,llc.,lu 

-+ ().,erv,cw .... Rta Id fQme 01.1,:iliu• 'J/Pt R.; Dup St1M 
llJ.U.l..LJ.l! 8-84 S66 0affl&c,edPhOM Nunt,er Po!A!lle Out111e<1W L1nkforOOB Review 

• Re,gi,~nt In $-3 t07$~2t A SMITH Oa.rnaged Phont Nurrber Po95il)le Ouplicat~· Link fo,008 Re\'iew 

Grwp Stat'-$ Grgup Sbtw 0~• Reg Id Contin.,._d Pr~nsint 

Ae~l'led 06JOll20 11 08'15 PM 
Re,ol·,ed OGI041201t 08 16 PM 

,.. ln.,edton $ 1:alu t 

➔ C-omrrw.inieation 

• Into Cont,ol 

• Linked Reg, 

... EventsHistoiy 

➔ AI Hi:.ao,y 

Hd d 0 

Uf\11. Groups 

,.,,. 

< 
P,.vlOta Ol.us•r AUISDM.e 

UnkSllltUS Pr eti)( U'SlN.ltne Fir'StNikn• Ml SSN 

> 

Progr,m C3•gory R..::011p EllgCd OlsbAmt Floocl Ins Aw.trd 

r eMA PO &ox 100S5 11( ~11:$1111e, M0207'110:iS (800)6it.:}362 Fax ($30)817--81 1? 

2. Web NEMIS will open the linked reg istration in view-only mode. Navigate through 
the case and review information for duplicate criteria. Especially note if the 
Damaged Address or EFT information is duplicated. 

If EFT information is duplicated, it is recommended that staff contact the 
applicant to attempt to verify the EFT information before processing an award. If 
contact cannot be made, staff should remove the EFT information on the 
Registrant Info screen so funds will be sent via a check. 

Depending on case details and guidance for each assistance category 
requested, the applicant may/may not be eligible for the same assistance 
requested by a linked applicant. 

3. If your review of linked cases indicated you need to change a determination, 
navigate to the appropriate assistance processing screen and do so. Cl ick 
Continue to save the determination, and then return to the Linked Regs screen . 
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• °""""" 

• A• ftl'IGt 

• Liflellitffl 

4. In the Registrations Linked as Duplicates frame, click on the Workpacket 
Duplicate Status link. 

5. In the Workpacket Duplicate Status window, select the appropriate Duplicate 
Status needed to route the determination(s) you made in the case. 

• If processing an INELIGIBLE decision, select NOT DUPLICATE PER 
DOB REVIEW so the case can be routed to the FEMA Ineligible queue 
without stopping in the Dupl icate Resolution queue. 

• If processing an ELIGIBLE decision, and the documents and details in the 
file are NOT sufficient to clear the duplicate status, select POSSIBLE 
DUPLICATE: LINK FOR DOB REVIEW so the case will be moved into 
the Duplicate Resolution queue after routing. Staff assigned to Dup Res 
will then review the documents in file, and if necessary, request additional 
information from the applicant. 

• If processing an ELIGIBLE decision, and the documents and other details 
in the file ARE sufficient to clear the duplicate status for the forms of 
assistance you're awarding, select NOT DUPLICATE PER DOB REVIEW 
so the case can be routed to the FEMA Approval queue without stopping 
in the Dupl icate Resolution queue. 

-'lfllJIM' .. 0i Q letn PMs.iti• °'-91111e-Unke,DOaRftll .. 

HMtt D.ci1•u•li1Pt ft.~O..i,Slle. O,.,.SUIIA 0.0..IDMO.t fltoHJCtirtM-..clfl'rNellk"CI 

WSIIG lluuge:t~one~ P1>1111trO.p101e Ut.ke,oceAe..c• -.... ot1~21t11111erw 
/o, 5t,1TH 08..,.l)H Plo,,t - f'O'.'!lott D,pl,C,lt .it ( l)r006 ,-_,_,. _ _.. ot10''29110lt6f'W 

" 
WORKPAC•ET OUPLICATt SlATU~ 

- l lo!!II P<!m l 

1 
e.«,.n,.,nlCIIOf'I r SS..Eo..su:ATE STa>m:x:Bqi,t; l't!'IIT'E~-cn.A.fT'E 

RlSS9. Fn.A.o.Tf STOPfRXf5SNJ IPJ'EW mt.f'I RF -· 
DIii "!lll&UUtrU $ h 

< m:m 
,.,_. Clil'IIO t 

- J 

6. Cl ick Save. 
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When you return to the Linked Regs screen, the Workpacket Duplicate Status field 
will display the duplicate status you selected. 

Registrations Linked as Ouplica111 

Reg Id Name Duplicate ~pe Reg Oup Status Group Status Group Status Cate Reg Id Condnued Processing 

93-1077174 884 566 Damaged Phone Number 
93-1076521 A SM ITH Damaged Phone Number 

PoSBble Ouplic.ate: Linkfor OOB Review 

Poss ble Duplicate: Link for 00B ReV1ew 

Resolved 06/04/2018 08:16 PM 
Resolved 06/04/2018 08:16 PM 

The current workpacket will be freed up for routing. However the Registration 
Duplicate Status for the whole case will remain unchanged. 

Add Applicant to Existing Shared Occupancy Link Group 

There may be instances when you discover an appl icant has the same Damaged 
Dwell ing Address (ODA) as another applicant but the registrations are not flagged as 
duplicates. For example, if one appl icant registered with a ODA of "123 Main St" and 
another applicant registered with a ODA of "123 Main Street" they would not be 
automatically linked as duplicates after Registration Intake because the addresses 
aren't exact matches. 

When you find applicants should be linked due to having the same ODA, you can 
manually link them using tools on the Linked Regs screen. 

You can add the applicant to an existing Shared Occupancy link group if a link group for 
the duplicate damaged address already exits. If a Shared Occupancy Link Group for the 
address was not already created, you can add the link group first, and then add the 
duplicate appl icants to the group. 

Before creating a new link group, first see if a link group for the applicant's duplicate 
address already exists, and if it does, add the appl icant to the existing group. To do so: 

1. In the Link Groups frame, click the Search link. 

Registrations linked os Duplicates Work packet DU1Jlicate Status: Not Set at this , me 

Reg Id Name Duplicate Type Reg Dup Status Group Starus Group Status Date Reg Id Comlnuod Proc••· Ing 

, 
Link Groups 

Type 

Add I flil II Search I Linked Regi, tratio,15 Wodspacket Link Status· Linked Add I E.dit I !mle.le I tie.Ill 

Description DR # Rgsnld link Status Prefix l0>tNarne fit5t Name Ml SSN 

< > 
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2. In the Group Type field of the Search Link Group pop-up window, select Shared 
Occupancy, and then click the Search button. 

Rqsn Link Admin Search 131 
SEARCH LINK GROUP 

llescrlptlon : 
'-----------------' 

IM4ihi41 I MSiiiN 

link Groups linked Registrations t 

3. In the Link Groups frame search results, select each link group to see a list of 
reg istrations within that group in the Linked Registrations frame. 

---------------------------------------------
SEARCH LINK GROUP 

Group Type: I Shared Occupancy v i 

Link Groups 

Type 
-.J , , ... , ..................... ,.. ... , , .... ,-

O.scription 

Shared Occupancy 150383364 

snarea occupancy 123 MAIN ST 

Description: '---------------~ 

Fifii9MI M·iflF 

linked Registrations 

DR# R <n Id Link Statu< Prefix Last Name ~ir<t Name Ml SSN Addre•• 
456 15-0428-431 Li nked MR CROKE JR HENRY E 12345 NARTHURST 

I\ 456 15-0424355 Li nked MS HAMMER MARY K 12345 NARTHURST 
456 15-0424633 Li nked MR KLAHRE ANTONIO -~- 12345 NARTHURST 

.,

sn ..... ar'"'ea""oc"""""cu,.,,.pa...,nc,..y _____ S,,,,H""'A"'RE""D""O_C_CU_P_'A_NT ___ ,. DAMAGED Dl"IELUNG 
snarea Occupancy ADDRESS 

snared occupancy SAME DD 

To add the current Registrant to the selected group d ick "Add" . 

h#iiiMM! 
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4. If the applicant's address matches the address of another registration in the 
selected link group, cl ick the Add button to add the applicant to the link group. 

5. Cl ick OK when prompted to confirm you want to add the current registrant to the 
selected link group. 

Confirm Add Registrant El 

Are you sure you want to add the current Registrant 
to the selected Link Q-oup? 

IIIIEIIIII l#ii:ii911 

Add a Link Group for the Registration 

If you searched and found a link group for the appl icant's duplicate address does not 
already exist, add a Shared Occupancy link group first, and then add the appl icant to 
the new link group. To do so: 

1. In the Link Groups frame, cl ick the Add link. 

Registrations linked os Duplicates Work packet DU1Jlicate Status: Not Set at this , me 

Reg Id Name Duplicate Type Reg Dup Status Group Starus Group Status Date Reg Id Comlnued Proc••· I~ 

Link Groups 

Type 

Linked Registrations Work:pa,ck:et Link Status· Li1«ed Add I E.dit I Ocll!.te I tie.Ill 

Description DR # Rgsn Id link Status Prefix l0>tNarne fi ,..t Name Ml SSN 

< > 
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2. In the Group Type field of the Search Link Group pop-up window, select Shared 
Occupancy. 

*Group Type :I Shared Occupancy V I~ 
.... 

*Description :l l1331113144JUOOESMILEY ROAD I 

~1iiiitri 1·11:i991 

3. In the Description field , enter a description for the link group you 're creating. 
(NOTE: Consider entering the duplicated street address as the description so it 
will be easy to find when searching for registrations in linked groups.) 

4. Cl ick the Add button. 

5. Cl ick OK when prompted to confirm you want to add the link group with the 
current registrant associated with it. 

@) Confirm Add Link Group •· Webpage Dialog 

CONFIRM ADD LINK GROUP 

re yous ure you want to add this Link Group 
ith the current Registrant associated with it? 

X 

6. When you return to the Linked Regs screen, the new link group will appear in the 
Link Groups frame. Select the link group. 

Link Groups 

T u n o 

Sha1ed 
:Jca,pan cy 

Add I Edit I Search Linked Regis tratioos VVorkpacket Link Status: linked 

n - • · • • 

133 1113144 JUDGE SMILEY 
ROAD 

xi 
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7. After you select the link group you added, you'll see the current registration listed 
in the group. Cl ick the Add link to add other registrations to the group. 

Add I Edit I Search Linked Registratioos Workpacket Link Status: linked Link Groups 

Type De.crlptloo DR I Rg,n Id Link Status Prefix last Name First Nome Ml SSH Address 
~hared 
Occupancy 

1331113144JUDGE SMILEY 1456 15.()413171 Lin~.ed MR MOUSE MICHAE L l 13311131H JUDGE SMILEY ROAD 
ROAD 

< > 

8. In the Add Registrant pop-up window, enter search criteria for applicants to add 
to the link group, and then click Search button. (In the example image below, the 
fi rst part of the street address has been entered in the Address field.) 

Add Registr,rnt 

ADD REGISTRANT 

CR# : ! 1456 Ncbras-<a Severe cc Storm 

Flrs1 Name : 

Address :I 1331113144 JUDGE SMILEY I 

Rgsn Id : 
'-----~ 

Middle Name: ~ 

x l cny :~----~ s1ate :[3 

SSN :i=J-0-~ 

Las t Name : 
'---------~ 

. ~ Phone NUm1>er: ~ 
ZIP Code: I ] 

■ec[fiMI 

9. To add one of the registrations in the search results list to the link group, select 
the reg istration and then cl ick the Add link. 

l\dd Reyislrd nl 

ADO REGISTRANT 

DR II : 14S6 - Nl,hrask;, Severe Ice !llorm 

First Name : 
'------~ 

y Rgsn Id : '-----~ 

Middle Name: ~ 

SSN :i=J-0-~ 

Las1 Name : 
'-----------' 

Address : 11331113144 JUCGE SMILEY I Chy : '------~ State :[3 
~ Phone NI.Imber : ~ 

Zip Code : I I 

l&itli9MI 
OR# R sn ld Pr@fix Last Nam@ Firs t Nam@ Ml SSN Addr@ss c· 

456 10 040~:io1 MR MOUSE MICHAEL L 1331 113144 JUOOE SMILEY RD RUSHVILLE 

1456 1!Hl413171 MR MOUSE MIOiAEL L 13311131 d4 JUOOE SMILEY ROAD RUSHVILLE 

< 
To add the selected Registrant to the Link Group 13311131~ JUDGE SMILEY ROAD of type Shared occupancy click "Add". 

ifh\3911 
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10. Cl ick OK when prompted to confirm you want to add the selected registrant to 
the current link group. 

@) Confirm Add Registrant •· Webpage Dialog 

CONFIRM ADD REGISTRANT 

Are you sure you want to add the 
selected Registrant to the current Link Group? 

--1-- Bi:Biii 

X 

11. When you're returned to the Add Registrant window, search for and/or select 
other registrations to add to the link group if needed . 

12. When you've fin ished adding registrations to the link group on the Add Registrant 
window, cl ick the Cancel button . 

la111ilill MStfiNj 
OR# Rgsn Id Prefix Last Name First Name Ml SSN Address City 

1456 15-0409361 MR MOUSE MICHAEL L 1331113144 JUDGESIVILEY RD RUSHVILLE 

1456 15-0413171 MR MOUSE MICHAEL L 13311 13144 JUDGE SIVILEY RQI\D RUSHVILLE 

< 

The linked registrants list will be saved and you'll be returned to the Linked Regs screen. 
The current applicant and the added applicants will be listed for the link group. 

Registrotions Linked os 01.dicales Workpacket Duplicate Status: Not Set ~t this time 

Reg ld Name oupuc3ta lYP9 Reg DI.IP Status Gr°'"" Status Group Sl3!US Data Reg 1a com1nued Processing 

Zip Phor 

69360 (315; 

69360 (31 5; 

> 

HeJ.11 

Link Groups Add I Edit I S"3rch Linked Reg1sn11ons WOfkl!!!Ckot UnK Sl3tus: Linked Add I E41t I Olaf- I !:!!fill 

iJ\'pe Description OR# Rgsn 1a Link Status Pre!IX Last Nam• Ars t N3me Ml SSN AdClrMS 
$h ared 133111 3144 JUDGE SMILEY 1456 15-0413171 Ll nl49<:J MR MOUSE MICHAEL L ·1331113144 JUDGE SMILEY ROAD 
~~cy__ROAD 1456 15-0409361 U nl<e(l MR MOUSE MICHAE L L 1331113144 JUDGE SMILEY RD 

1456 15-0409362 U nled MR MOUSE MICHAEL L 1331113344 JUDGE SMILEY RD 
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Edit or Delete a Link Group or Registration 

You can edit or delete a link group or linked registration information from the Link Regs 
screen if needed. 

Link Groups 

Type Oescription 

lnklCI Reglstr:mons W0rk013Ckel Link St'ltus: LlnklCI 

DR# Rgsn Id 
1456 15-0413171 
1456 15-0409361 
1456 15-0409362 

Link Status 

u nieo 
Linled 
Linled 

Prefix Last Name First Name 

MICHAEL 
MICHAEL 
MICHAEL 

Ml SSN 

L 

Adel I Edit I IJQI- I .!:!!1!.12 

Address 
Shared 13311 131 44 JUDGE SMILEY MR MOUSE 
Oro.Jpil,!lcy_ ROAD MR MOUSE 

MR MOUSE 
L 
L 

1331 11314 4 JU OGE SMILEY ROAD 
1331 113144 JUDGE SMILEY RD 
1331 113344 JUDGE SMILEY RD 

• To edit a link group type or description, select the group in the Link Groups 
frame and click the Edit link. Then make your changes in the Edit Link Group 
pop-up window and click Save. 

"Gro~ : I Shared Occupancy v I "Des!!: 11331113144 JUOOESMILEY ROAD 

lllllt 1atew1 Mi:Bdfl 

• To edit the link status of a listed registrant, select the registration in the Linked 
Registrations frame and click the Edit link. Then select the appropriate link 
status in the Edit Registrant Status pop-up window and click Save. 

@:I Edit Registrant Status - - Webpage Dialog 

EDIT REGISTRANT STATUS 

Registration ID: 15-0409361 

Group Type : Shared Occupancy Des cription : 1331113144 JlDGE 
SMILEY ROAD 

Registrant Link Status : ._I L_in_k_e_d ___ v_.l 

Ei:H911 
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• You can delete a linked registration from a link group by selecting the registration 
in the Linked Registrations frame and clicking the Delete link. Save your 
changes when done. 

 

• If you need to delete linked group, select the link group, and then use the Delete 
link in Linked Registrations frame to delete all registrations other than the 
current one from the link group. After all the registrations in the link group are 
deleted, the link group will also be deleted. 
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@) Confirm Delete Registrant -- Webpage Dialog 

CONFIRM DELETE REGISTRANT 

Are you sure you want to delete the 
selected Registrant from the Link Group? 

I IIIIIBIH EihB911 

X 
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Reminders 

Sub-calculator - Always Active (Even if grayed out) 

• When substantiating estimate/receipt/bill doc items, the sub-calculator icon 
beside the "amount paid/owed ... " field is always activated even if it's grayed out. 

• If it's grayed out that indicates there aren't any itemized amounts saved in the 
sub-calculator. Same is true when substantiating insurance settlements or other 
items with amounts to calculate into awards. 

· Toco1Pllldi1N4! flom Reglu, .. 1(wlt1MM11co 
pay) 

c--,~812~.68~ ~
1
.§, 

Use "Continue" Button to Save an Eligibility Determination 

You must use the Continue button to save determination and continue to next unmet 
assistance. 

ASi). ype: D Floe-d ln$ur:ine• 

) V I Eli g Co o Vl1zard 

Eligibility Calculator-Doesn't Auto-Populate Info for Line Items Paid 

The Eligibility Calculator should NOT be used to award initial Home Repair or 
Personal Property assistance. 

This is because the RP/PP line items frames on the Home Repair, Personal Property, 
and Line Items screens will not auto-populate the HA Quantity, HA Award Amount and 
Assistance type into the HA Qty, HA Award, and Asst Type for each line item awarded 
via the Eligibility Calculator. This data is often needed for QC and audit purposes, as 
well as by other agents who may be processing additional or appeal assistance or 
assisting applicants on Helpl ine. 
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For this information to be recorded in NEMIS, agents should first select all line items to 
award in the Home Repair or Personal Property Line Items frame, and next use the 
“Select Item” dialog box to provide additional information about line items to pay.   

After agents complete that step, the Item Quantity, HA Award amount, and Assistance 
Type are auto populated in the appropriate fields in the RP/PP Line Items frame,  

Another potential issue is that the Eligibility Calculator calculates award amounts 
based on total observed damaged quantities. It does automatically adjust for 
previous auto-payments or account for occupied bedrooms, or “not affected” or 
“landlord owned” line items that contribute to IHP quantity limits.   

See Pre-shift: Web NEMIS Issue: Eligibility Calculator, Date 7/26-2019-7/31/2019 

https://vsr.fema.net/ASD/DisplayASingleNote?noteid=2004480 

  

Civil Action No. 5:21-cv-00071 
13th Interim Response 

010555

Insurance Setaement 

Insurance Type 

Mobile Home (OIR) 
Mobile Home (OIR) 
Mobile Home (0/R) 

EB Corresponoence Received 

~ - Real Property line Items 

Show ~ l ~ I ~ 

• Coverage Type 

Structure 
Contents 
Structure 

Claim Date 

0312212017 

Substantiation Policy. ~ 

Claim No. 

D Se lectAll 1tem•11emName Inspection •Omg l ype EligOmg Insured Unit$ UOM 

D S341 Door, intenor, replace Initial Fl ood Yes lnwred S95.09 Each 

D 6542 Toilet and tank, reinstall Initial Flood Yes lnwred S80.36 Each 

D 6546 Sink, rein!!lall Initia l Flood Yes lnwred $73 24 Each 

D 6465 Central ai r conditioner, repair Initial Flood Yes lnwred $502.86 Each 

Pending Total 
Misc Adj 

Adjust for Prev Pm1 
Eli "ble Total Award 

$5,667.87 
$0.00 

so 00 
$5 667.87 

Settle Dale 
04/0612017 
04/0612017 
04/0612017 

13 

Settlement: Mg_ ~ 

Settle Amount 

$30,000.00 
$8,500.00 
$25,000.00 

ALE Exhausted 

No 
No 
No 

Subst 

= 

Subst Amt Paid By Receipt 

Total Amt Paid By Receipt 0.00 

l!<!R. 

" 

Add Item ~ M!K...Mi .1:k!1!.. 

Po11ible Dup Doc Dup Set 



Web NEMIS Intial Assistance Reference Guide Substantiation Fields: Initial Assistance Categories 

IA Training & Development Section V.2.0 192 

 

Substantiation Fields: Initial Assistance Categories 

When you are working in the Substantiation screen, the substantiation questions are 
shown on the right side of the screen.  These questions are based on the Category 
selected and the Item Type chosen to describe the document submitted. 

Category: Housing Assistance 

Item Type Substantiation Fields 

Affidavit Image Page Number(s) 
Birth Cert Image Page Number(s) 
Driver’s Lic Image Page Number(s) 
Dup Stat Appeal Image Page Number(s) 
Eviction Notice Image Page Number(s) 
Foreclose Notice Image Page Number(s) 
HOA Stmt Image Page Number(s) 
Home Title Image Page Number(s) 
Landlord StmtLtr Image Page Number(s) 
Merchant Stmt Image Page Number(s) 
Mrtg Pay Coupon Image Page Number(s) 
Mrtg Receipt Image Page Number(s) 
Notarized Stmt Image Page Number(s) 
Official Stmt/Ltr Image Page Number(s) 
Proof of Occup Image Page Number(s) 
Proof of Ownership Image Page Number(s) 
Property Deed Image Page Number(s) 
Purchase Contract Image Page Number(s) 
RealProp EstRcpt • Image Page Number(s) 

• Date 
• Company name, address, phone number 
• Receipt Amount 
• Disaster Related 
• Payment Type 

Select Line Item to Compare/Add – hyperlink 
• Line Item Type – drop down 
• Adjustments 
• Pending Eligible Amount 

RoadsBridgesRoads 
Bridges Doc 

Image Page Number(s) 

Utility Bill Image Page Number(s) 
Voters Reg Image Page Number(s) 
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Category: Lodging 

Item Type Substantiation Fields  
Contr Stmt/Ltr Image Page Number(s) 
HUD Sect 8 Reg Image Page Number(s) 
Hotel/Motel Rcpt • Image Page Number(s) 

• Receipt date 
• Receipt contains merchant’s name, address and 

phone number? 
• Receipt Amount 
• Is the name on the receipt the registrant, co-

registrant, a household member or verified 3rd 
party? 

• Verified home repairs required affecting habitability 
(inspection), home is inaccessible, or utilities are 
out? 

• Verified there is no or insufficient insurance 
coverage or ALE available? 

• Registrant meets the criteria to be processed for this 
assistance? 

• Check In (date) 
• Check Out (date) 
• Adjustments 
• Pending Eligible Amount 

 

Category: Personal Property 

Item Type Substantiation Fields  
PersProp EstRcpt • Image Page Number(s) 

• Date 
• Company name, address, phone number 
• Receipt Amount 
• Disaster Related 
• Payment Type 

Select Line Item to Compare/Add – hyperlink 
• Line Item Type – drop down 
• Adjustments 
• Pending Eligible Amount 

PersProp Ltr Image Page Number(s) 
Tools Est Image Page Number(s) 
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Category: Insurance 

Item Type Substantiation Fields  

Agent’s StmtLtr Image page number 
Appl Lack Ins Image page number 
Ins Declar Page • Image page number 

• Company name, address, Phone number 
• Policy 
• Insurance Type 
• Coverage Type 

Ins Denial Ltr • Image page number 
• Loss Date 
• Claim Date 
• Insurance Type 
• Coverage Type 
• Reason for Denial 

Ins Policy • Image page number 
• Company name, address, phone number 

Ins Settlement • Image page number 
• Loss Date 
• Claim Date 
• Company name, address, phone number 
• Insurance Type 
• Coverage Type 
• Itemized Breakdown 
• Deductible Amount 
• Net Settlement Amount 

Other Insurance Image page number 
Stmt Lack of Ins Image page number 
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Category: Dental 

Item Type Substantiation Fields  

Dentist/ProvStmt 
• Image Page Number(s) 
• Statement signed? 
• Statement contains Providers name, address and phone number? 
• Statement specifies the illness/injury /loss as disaster related? 
• Date of illness/injury/loss? 

DtlEst/Rcpt/Bill 
• Image Page Number(s) 
• Date of service/estimate? 
• Provider’s name, address and phone number verified 
• Receipt or other document specifies the illness/injury/expense as 

disaster related? 
• Registrant meets the criteria to be processed for this assistance? 
• Total Paid/Due form Registrant (without co-pay). 

Disaster-specific toggles to include: 

o Co-pay amount  
o Deductible amount 

• Pending Eligible Amount 

Dtl Ins Set 
• Image Page Number(s) 
• Letter contains the Insurance Company’s name, address and phone 

number? 
• Is this a settlement or denial? 
• Amount paid by insurance 

(Net Settlement) 

• Date 

Dtl Lack of Ins 
• Image Page Number(s) 
• Is the Form/Statement attached and signed? 
• Signed date (this question will only appear if the response to the 

previous question is yes) and there is a “No Date Available” check 
box 

Dtl Misc Doc 
• Image Page Number(s) 
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Category: Medical 

Item Type Substantiation Fields 

Med Ins Set 
• Image Page Number(s) 
• Letter contains the Insurance Company’s name, address and 

phone number? 
• Is this a settlement or denial? 
• Amount paid by insurance 

(Net Settlement) 

• Date 

Med Lack of Ins 
• Image Page Number(s) 
• Is the Form/Statement attached and signed? 
• Signed date (this question will only appear if the response to the 

previous question is yes) 

Med Misc Doc 
• Image Page Number(s) 

MedEst/Rcpt/Bill 
• Image Page Number(s) 
• Date of service/estimate? 
• Provider’s name, address and phone number verified? 
• Receipt or other document specifies the illness/injury/expense as 

disaster related? 
• Registrant meets the criteria to be processed for this assistance 
o Co-pay amount – on toggle 
o Deductible amount – on toggle 

• Total Paid/Due from Registrant (without co-pay) 
• Pending Eligible Amount 

MedPhys/ProvStmt 
• Image Page Number(s) 
• Statement signed? 
• Statement contains Providers name, address and phone 

number? 
• Statement specifies the illness/injury /loss as disaster related? 
• Date of illness/injury/loss? 
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Category: Transportation 

Item Type Substantiation Fields 

Veh Comp Ins  
• Image Page Number(s) 
• Vehicle – drop down (ability to Add) 
• Damage level – dropdown 
• Effective Date 
• Expiration Date 
• Company name, address, phone number 
• Vehicle Identified 
• Settlement Amount 
• Deductible Amount 
• Mandatory Payoff (lender) 
• Net Settlement (Cash in Hand) 

Veh DMV Stmt 
• Image Page Number(s) 
• Date 
• Vehicle Identified? 

Veh Est/Bill/Rcpt 
• Image Page Number(s) 
• Date 
• Vehicle (drop down) 
• Damage Level (drop down) 
• Disaster Related? 
• Company name, address, phone number? 
• Total Amount 
• Adjustments 
• Pending Eligible Amount 

Veh Lack of Ins 
• Image Page Number(s) 
• Date 
• Vehicle Identified? 

Veh Liab Ins 
• Image Page Number(s) 
• Effective Date 
• Expiration Date 
• Company name, address, phone number 
• Policy Number 

Veh Mech Stmt 
• Image Page Number(s) 
• Date 
• Disaster Related 
• Vehicle Identified 
• Company name, address, phone number 

Veh Misc 
• Image Page Number(s) 
• Date 

Veh Reg 
• Image Page Number(s) 
• Issue Date 
• Expiration Date 
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Item Type Substantiation Fields 

Veh Second 
• Image Page Number(s) 

Veh Title 
• Image Page Number(s) 
• Issue Date 
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Key Web NEMIS Processing Features and Terminology 

Category-Specific Assistance Processing Screens 

In Web NEMIS processing queues, after you create a pending line to address a 
category of assistance, a new screen is created for processing the category. A link to 
open that screen will appear in the Web NEMIS task bar and will remain open until the 
assistance line is routed out of the queue. 

The screen may be referred to simply by its category name (e.g. Home Repair screen). 

In the example case shown below, there are open pending or decision lines for Home 
Repair, Rental Assistance, and Transient Accommodations. (Notice the determinations 
are not yet approved .) 

•Asst lyp• Award l ev el Eligibil ity Elig Date• Elig Amt Approved Approved Dam Sch Date Oisb Type Treas lyp• Rell.Ir 
Firs I NS - In SJ red 05/25/2017 Yes 05/25/201 7 
Firs PND - Pending $0.00 

< 

.!::!!!..2 Add I Delete I Reject lie I TSA Report I Landlor 
"A!mporary I-busing rt, Rental Assistance 

Category ly~ Elicjbility Elig Amt Elig Dam• StartDt End Ot Approv@d Months FMR 
Transient Accommodations Initial ETR - Eligible - Transi ent Housing $684.00 04/22/201903/21/201703/28/2017 S684.00 
Renta l Assistance ~ ER - Eligible - Rental Assi stance $1 ,772.0004/1912019 2 S886.00 

The links in the task bar open screens for processing each open category. Following is 
an illustration of the Home Repair assistance screen . It includes frames with tools for 
reviewing/updating the following: 

• Verification requirements 

• IH funds awarded, returned, reissued 

• Insurance settlement (use to view/substantiate settlements) 

• Correspondence Received (use to view/substantiate any case documents) 

• Real Property Line Items 

• Payment Calculator (Award calculations and determinations) 
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.... 
Requi,omont 
Identity verinca!ion 
Sionature Obtained 

.. Status 

ver1ned 
Veniied 

Roquiro,oom 
Homeo.,-mers ln9Jrance 
Occupancy 

• StllJS Rep., irfReploce Total : SO.DO Moni es Returned : ($0.00) 

Moni es Reissued: S0.00 

Insurance Settement 

Insurance Type 
MODH8 Homo {OJR) 
Mobile Home (OJR) 
Mobile Home {OJR) 
Jlobil& Home {OJR) 

El Correspondence Received 

Ov.oermip 

< 
Show: Struc1ure I Contentsl & 

.. Cover age Type 
s1ructuro 
Conten ts 
Contents 
St ructure 

Claim Oate 
03/22/2017 
03/22/2017 
03122/2017 
03/22/2017 

verrtieCI Temp Housing Total : 
Verified 
VerlfieCI 

ONA Total : 

FIP Poid : 

> V 
Tolll l Awards : 

S2,450 00 

SS,484 72 

S0.00 

Toti'II Fed Fu nds : S10,940.72 

Under $31,900.00 
Repai,1RepIac.e 
Max : 

S10,940.72 Un<lorONA Max : S2~415.28 

Substantiation Poticv: Aero Set11emeot Add £d11 Add :o ca1cu1ator ~ 

Claim No. 
00102048117 
00102048117 
00102048117 
001020d8117 

Setle Date 
03/28/2017 
03J28/2017 
0312812017 
03128/20·1 7 

Settle Amount 
530,000.0 0 
SS,500 00 
ss.soo 00 
S30,000.0 0 

Al.E Exhausted 
No 
No 
No 
No 

Subst 
52041512 
51041519 

H9iJl 

+/ . CatogO<y ti Of lt8rrlS TO CalCU1310( Vorifl8t1 

(!I ln9Jrance 2 

II) Loaa1na,MIw0tnor 

H;\ 

nem Ty"pe/Doscl'lpti<>rl 
Inssett1ement 
H:>181/MOtGI Rcl)(JAIW::Xn Es:/Rcpt 

Merchant's S1atemenl 

DMARTS oocumo,n 10 
m 1ooa1ooa 101502a 

m1ooa10oa1O1:>:0M 
Manual 

ouplicam or RoceIve<1 Last Viewed 
06J06/2017 07130/201· 

06126!2017 08{081201' "' 

ome1 aI·s statoroonvLottor Manual 
V 

<~ > 
~ Real Prope(ft line Item& 

D Select All 119<R 1~m Name lnspectiorr Dmg Type Elig 0mg l nsurea Unit S UOM Max Obs HA Qty HA Award ASS( Type Subst Ami Pa id By Rec.el pt 

□ 
53 41 Door, interior, ieplac-e 

Inrurod 
Ini tial Flood Ves No1 S95.09 Each 13 S 5 $475.45 

0 □ 6542 T oilet and tan~ rein~all 

0 
□ 6546Smk rem .. <ta U 

(i) 

Initial Flood Yes Nol SS0.36 Each 3 1 
lnQJreCI 

Initial Flooc:I Yes Nol S73.24 Eeeh ' 3 3 
lnQJreCJ 

$80 36 

Tolal HA Awara: $0,00 Total Amt Pai t1 By Receipc o.oo 

Paymentca1cu1a1>r snow: G 

Substantiation 

"Substantiation" refers to written documents or verbal statements from appropriate 
sources used to substantiate that an applicant's request for assistance is valid . 

The "substantiation" process is the process a caseworker uses to review the 
documentation or verbal statement and verify whether it meets criteria stated in policy 
for processing an award . 

Web NEMIS provides an Item Substantiation window that is accessible from the 
Correspondence Received frame of each category-specific processing screen. 

To access the window, you would expand a set of documents in Correspondence 
Received, and then cl ick on the DMARTS Document ID link for an individual document 
item in that set. 

The following images show how to access Item Substantiation for a Lodging Hotel/Motel 
Receipt document item. 
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Accessing Item Substantiation (for Hotel/Motel Receipt) 

El Correspondence Received 

/ - Calegory 

(±1 ln9Jrance 
# of llems To Calculat>r Verified Item Type/D escription 

lnsSe ttlement 

B Lodging,M i9'.:/0lher 

Lodging 
Mi9'.:/0ther 

2 
2 

y 
y 

Hoteln.1 otel Rcpt,Mis::Oth Es/Rcpt 

Yes Hoteln.1 otel Rcpt 
Not A I icable M is:Olh E!t/Rc t 

Item Substantiation Window for Hotel/Motel Receipt 

Jtcm Sub,t....nliolion I;; 

0:wrnpo,w,l~~vW 

C lllogor r 

1.«19~.fl.t. cJOll'lGoJ 

L odo;iir,g 

, ,to/Olt)Cf 

ToC:doul:it:ir 

y 

y 

\foritiocl 

Yo 

Nol Appio;i.olc. 

~ : l V 

ltom Typor~ ~ or4>1ioit 

1-t)l ~\IOtOI Ac.p(,fl.t. C:01h8.tf~ 

lttd'l.lol.-:l f\cot 

l6:c0th 6;t/P.c,_I)( 

CNARh Oo-oumontlO 

m100al0011101~ 

=<220 
S23S:<1-t47 

I'\ •Ca'lf: gory: c.l t._oo..:9...cno'-__ v_,I 

~ lQJ 97Dew Drop Inn 
't;;u1 $t '(.;ll.;;1 .'r;,xn h e ~k nm c-:r.: ,,,~ ,, 

-::.t'.'":\f.;::;:.:-~r::~ .. l Rx-m:• t• I ( :) 

" IS tiw name on the rkelf)l l !W r eoi su ant, oo. 
rcgic,tr.:ird, :i h ou~cholcl member or ver ified 3rd 
p.:,r ty? 

•Yortfio.cl h omo rop;:ir~rcq1.1i rod ::ff oct1n9 
rtabltab illt}' (irlSl)@etiOn), !tome IS hacoessl bl e 
or utiliti~,, ::ire out? 

• Rt>(list,ant fl'leets the crltl!-r i.i to t>e prooesse4' 

•Roooip t A.mount 

• AcJ)Jstme111s 

Pi:ndina Bioib~ Arnount 

03'26'2017 

C&'2ei'2017 

L:i,; t \liowcd 

08,'0l>.'20!0 

0&'(»,12019 

0 7tl !ll01<l 

C=:J 
~ 

@yes o ,., 

@yes, o ,., 

(!hes o .. o 

@ ns Q ,., 

®ve O tlO 

~ .• 
~-ii 

s~ 

V k u u ttom .:i duplloto? 0lNKJO\"-Jl O Y~ 0 NO 
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Payment Calculator 

The Payment Calculator frame appears at the bottom of most category-specific 
processing windows. It provides tools for calculating amounts to award for assistance 
and for making and saving a determination. Amounts are auto-populated in the frame 
from substantiation of estimates, receipts, bills, and insurance settlements, as well as 
from the selection of line items for payment. 

Payment Calculafor Show: I Pending V I Add llem Delete llern Misc Adj !!fill!. 

11em 
Ins Settlement 
line Item Total 
Pending Total 

ASSI ,ype Ell g CO<le Recelpl Dale Penalng El lg Arni lllell g Arni Previ ousiy Pala Aaj for Prev Pml OM ARTS Doc ID ImageR 

1 
POSSIDle Oup Doc 

Misc A~ 
A~ ust for Prev Pmt 

Eligible Total Award 

PNO-Pending 03/22/201 7 
PND - Pending 

category: I Home Repair V I ~ 

Eli gi bil ity Code: I PND - Pending 

Duplicate Document 

($30,000.00) 
$31,118.08 

$1,118.08 
$0.00 
$0.00 

$1,118.08 

AS Type: I Initial 

m100a100a1015b2a 

V I 0 Flood Insurance 

V I Elig Combo Wizard 

li®Hll'!II 

When verifying or substantiating applicant documents, the term "duplicate" refers to 
duplicate document items. 

If multiple document items have the same category and item description, same 
document date, same amounts, etc., Web NEMIS will flag them as possible duplicate 
documents. 

Payment Calculator Show: I Pending V I 

Item 

Ins Stldtmtot 
Asst lype Elig Code Receipt Date Pending Elig Amt lnelig Amt Previously Paid Adj for Prev Pmt OMARlS Doc ID Image tt Possible Oup Doc Cup Set 

PNO -Pend1ng 03/22!2017 ($8,500.00) m100;i100at0t0b~ 1 

You can cl ick the "Item" link to edit the document substantiation for a flagged item. On 
the Item Substantiation screen, you can confirm whether the document is a duplicate 
item by answering the "Is this item a duplicate?" question. 

Is this item a duplicate? Q UNKNOWN Q YES Q NO 

• If you answer YES, Web NEMIS will not send amounts from the document to the 
Payment Calculator for award calculations. 

• If you answer NO, Web NEMIS will mark the other document as a duplicate and 
will not send amounts from the other document to the Payment Calculator for 
award calculations. 

• If you're not sure the items are duplicates, skip the field or answer UNKNOWN. 
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Eligibility Calculator 

You can use the Eligibility Calculator to find the FEMA Verified Loss (FVL) of Real 
and/or Personal Property line items observed by the inspector as damaged.  The Home 
Repair Eligibility Calculator is available by clicking a link in the Line Items frame of the 
Home Repair screen, and the Personal Property Eligibility Calculator is available via link 
in the Line Items frame of the Personal Property screen. 

At this time the Eligibility Calculator should be used ONLY to determine the FVL of Real 
or Personal Property line items.  It should NOT be used to send Home Repair or 
Personal Property awards to the Payment Calculator.   

Line items must be paid by selecting them for payment in the Line Items frame of the 
Home Repair/Personal Property screen in order for Web NEMIS to auto-populate the 
quantity, amount, and assistance type awarded for each individual item and to ensure 
we do not award observed quantities that exceed the IHP limit.   

Following is an image of the Personal Property Eligibility Calculator.  The FVL is the 
Observed Amount shown in the Inspection and Insurance Comparison frame. 
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lnsuranc-e Settlement 

# lnsura nc e Type 

Mobil e Home (0 /R) 

Coverage Type 

Contents 

Inspection and Insurance Comparison 

Select Inspection 

Initia l 

FE MA Rev iew 11ems 

Inspection 

Insured 

I nsured 

Insured 

Damage Type 

Flood 

Tota l 

Damage Type 

Claim No 

0010204 8117 

Observed Amount 

58,878.66 

58,878.66 

Settlement Date 

03/ 28/2018 

ONA Award Asst Type 

S0.00 

Observed Amount 

Settlement Amt Subst 

5 8,SOO .OO S2041519 

lnsura nc e Compare 

Select 

ONA Award Ass!Type 

Eligibili ty Summary 'If the Adjustment is a deduction and is greater than or equal to the Subtotal, the Adj Subtotal will dis play Zero. 

lirli1®iEBI] 
ll+ieMdNI 
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Confirmation Screen 

The Confirmation screen is used in Web NEMIS for you to finalize your work.  It 
provides tools for you to select routing destinations for decision lines, generate letters, 
for create comments, identify documents you used as the basis of your decision, and 
submit the case for routing of the queue.   

If you need to keep a decision line in the queue, simply uncheck the “Select” box beside 
that decision.  If you need to route all work out but still retain the case in the queue, you 
can check the Split Workpacket field to do so. 
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PP/Other Assistances Add J Dele1e I RejectTx I finance 

Category • Asst Type Award Lev~ Eligibility • E lig Date Amount Approved Approved Date Sch Date Disb Type Treas Type Returned Reissued E lig Dec Typ 

Other Initial Fi r& Et.USC - Eligi ble Miscellaneous ltems05/25/2018 S147 .99 Yes 05/25/2018 05/26/2018 CHE CK A.uto 

PerS>nal Propertyl nitial Fi r& INS- Insu red 05/25/2018 Yes 05/25/201 8 A.uto 

< > 
0 Insurance Policy 

0 Source Ins Type Policy Id 

GT8750676000 

Company Name 

A.SSJrance 

Phone 

(123) 456-7890 

E ff Da1e Exp Date 

Regi stration Intake RenterlOWler Contents Only (O/R) 

0 

< > 
Insurance Substantiation/Settlemen1 NflRAMaintenance Requirement No Substantiation: Add Edit Settlement Add Edit !!fil.I! 

So.1rc e • DOC ID Ins Type Claim Slatus Settle Date Structure Amt Con1ents Amt 011ler Amt Cla im Date Claim No ALE ALE Amt Policy Id Company Name 
Substanti ation S2357924Renter/OwierContents0nly (O/R)Clo sed 06114/2018 50.00 58,500.00 50.00 0312212018 GT8750676000 A=rance 

< > 
Assistance from Other Agencies 

Organization S1art Da1e End Date lodging Amount Lodging Type Invoice No Spouse Status Status Date 

< > 
SBA Add I SBA Activity 

Ref Code SBA loan No. SBA Asst Status Cd SBA loan Status Ctrf No Docket No loan Type loan Approved Date FirstDisb Date Fina l Disb Date loan Cancel Date Loan Amt Curr Approva 

FIT: Failed I ncome Test S0.00 S0.00 

< ----- > 
FEMA-P .0 . Box 10055 Hyattsville, MD 20782-7055 (800)621-3362 Fax (800) 827-3112 

> 




