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. OVERVIEW

\ This section describes information that every employee must read before |
addressing Cross Disaster Processing.

Purpose:

m This documentdescribes the eligibility criteria and processing decisions for
applicants who register for assistance from the Individuals and Household Program
(IHP) in Cross Disaster events.

o Cross Disaster means when a declared eventoccurs within the 18-month
financial assistance period of a previous declaration, this is also known as
consecutive disasters.

Who May Get Assistance?

m Eligible individuals and households with uninsured or underinsured, necessary
expenses and serious needs resulting from events, who are unable to meet such
expenses or needs through other means.

What are Eligible Expenses?

m Eligible expenses include disaster-caused expenses or needs as a result of a Cross
Disaster eventin all categories of IHP assistance, including:

Home Repair, Replacement;

All categories of Temporary Housing Assistance e.g.; Rental Assistance, Lodging
Expenses Reimbursement (LER), Continued Rental Assistance , etc.;

SBA dependent Other Needs Assistance (ONA) categories;

Non-SBA dependent categories e.g.; Medical and Dental, Funeral, Moving and
Storage, Other Miscellaneous items (Misc./Other), and Child Care; AND

Expedited Assistance, depending on Disaster Specific Operating Procedures
(DSOP).

Basic Documentation or Verification Needed:
m Identity Verified;
m Occupancy Verified;

m Ownership Verified;
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m Lack of Insurance, Settlement, or Denial Letter; AND

m Proof of Expense i.e.; receipts, estimates, FEMA Verified Loss (FVL), etc.

Other ltems to Note:

m NEMIS uses data match to cross reference registrations in states, territories, and
tribal areas with Cross Disaster disasters. The data matches are:

o Applicantor co-applicant Social Security Numbers (SSN);
o Damaged Phone Number (DPN); AND

o Electronic Funds Transfer (EFT).

m Referto the Disaster Specific Information webpage to VERIFY if a Disaster Specific
Operating Procedure (DSOP) exists for any of the disasters the applicantregistered.
If available,a DSOP will supersede this document.
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Il. IMPORTANT INFORMATION

| This section describes information that every employee must read before
processing Cross Disaster Processing.

Prior to Processing:
B For cases locked or under Program Management Section (PMS) or NCT review:

o DO NOT process the WP if the file contains indications of being Under Review
and/or locked from further processing.

SEND an email for review to the IHP Helpdesk.

= INCLUDE the following on the email:
e SubjectLine: DR #, Reg #, and a subject that includes ‘Under Review’.

e Body: A description of the request and list of processing actions pending.

The Cross Disaster duplication information is visible in NEMIS when the previous
disaster assistance period is open.

Once NEMIS identifies a Cross Disaster duplicate, the registration information is
recorded in the Linked Regs linkin web NEMIS.

Applicants with a Cross Disaster registration are routed to the FEMA Special
Handling queue afterinspection.

Cross Disaster registrations are reviewed and processed according to this document
even if NEMIS business rules bypass the Special Handling queue.

Applicants receiving Temporary Housing Assistance, financial OR direct, from a
previous disaster are NOT eligible for Rental Assistance or LER for the same period
in a Cross Disaster.

Continued Rental Assistance:

o Continued Rental Assistance is processed in the first declared disaster up to the
end of the disaster financial assistance period, NOT to exceed the 18 months of
assistance in a disaster.
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o Ifinitial Rental Assistance and/or Continued Rental Assistance was awarded in
the Cross Disaster, the applicantis required to demonstrate exhaustion of the
award before Continued Rental Assistance can continue in the previous disaster.

m Priorto reviewing or discussing Cross Disaster processing, VERIFY the ONA Option
selection.

o FEMA staff are authorized to process and discuss ONA in FEMA Option
disasters.

In Joint Option disasters, only the state, territorial or tribal governmentis
authorized to process and discuss ONA eligibility, referto _Joint Option Disaster
Information.

Helpline Staff: Referto Helpline NPSC Caller Services Reference Guide for
additional information.

m For ONA questions in Joint Option disasters, PROVIDE the applicant the state,
territorial, or tribal government ONA Helpline number, which is listed on the NEMIS
Disaster Information (DR Info) button or the Web NEMIS Disaster Info (F8) link.

NOTE: If available, a Disaster Specific
Operating Procedure will supersede this
document.

B ndividuals and Households Program (IHP) Maximum (system limit only):

o In aneffortto minimize errors, the system will generate a popup if the total
combined payment exceeds $100,000.

* Total combined payments include (in any combination)
e HA
¢ ONA

¢ Americans with Disabilities Act (ADA) related line items

Temporary housingand ADA related line items are NOT counted toward the
financial HA and ONA maximums, so in rare instances an applicant’s total award
may exceed $100,000.

= If this happens, PLACE the case on Hold — Program Review.

¢ Email the IHP Helpdesk for assistance: fema-ihphelpdesk@fema.dhs.gov.
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o INCLUDE the following on the email:

* SubjectLine: DR #, Reg #, and a subject that includes ‘System
Limit Exceeded’.

Body: A description of the request and list of processing actions
pending.

The Program Management Section will have to authorize this payment.
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lll. PROCESS

A. Eligibility Verifications
Applicantsin Cross Disaster events must meet the following criteria:
1. Ildentity verification passed (IDV_PASS)

through registration Intake or submitted
documentation Identity Verification SOP.

NOTE: The applicantmust
meet the eligibility criteria of the
specific type of assistance
requested, i.e.; Rental
Assistance, Dental, etc.

. Eligible damage is not fully covered by
insurance. VERIFY one of the following:

. There are noinsurance types listed for the Cause of Damage (COD) identified:;

. The available insurance(s) DOES NOT provide Additional Living Expenses (ALE)
coverage for the COD identified;

. Insurance document(s) demonstrates the applicantis under-insured or denied
assistance (temporary housing and/or content)for the applicable COD; OR

. The netinsurance settlementfor the structure and/or contentfor the applicable
COD is less than the Financial Housing Assistance (HA) and/or ONA Maximum
and less than the applicable FEMA-Verified Loss (FVL).

. The applicantis a Small Business Administration (SBA) = Failed Income Test (FIT)
or is an Other Needs Assistance (ONA) referral after SBA review for Personal
Property (PP) and Transportation (Trans).

. The applicantis an SBA = FIT or is an ONA referral after SBA review for PP and
Transportation. Referto the SBA Referrals SOP for additional information.

NOTE: Eligibility processing occurs from the FEMA Special Handling queue. However,
the WP (WP) may skip the Special Handling queue due to other businessrules e.g.,
incoming mail, timer expired, WPs returned to sender, Duplicate Resolution, OR
rejected from FEMA Approval.

B. Processing Eligible Assistance

1. Temporary Housing Assistance: The applicant meets the eligibility requirements and
is NOT receiving Temporary Housing Assistance from a previous disaster with an
open assistance period.
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a. Use the Linked Regs linkin web NEMIS to open the registration from the
previous disaster and VERIFY the applicantis NOT receiving Temporary Housing
Assistancee.g.;

i. LER;

ii. Rental Assistance;

iii. Continued Rental Assistance;

iv. Temporary Housing Unit; OR

v. Transitional Sheltering Assistance (TSA) from a previous disaster.

. If the applicantis NOT receiving Temporary Housing Assistance from the
previous disaster, PROCESS the eligibility of the corresponding category of
Housing Assistance (HA).

c. ADD a Comment, and ROUTE the WP to FEMA Approval.

2. Continued Rental Assistance: The applicanthas received Rental Assistance awards
in multiple disasters but has NOT demonstrated exhaustion of the funds.

a. Continued Rental Assistance is processed in the first declared disaster up to the
end of the 18-month financial assistance period.

i. IDENTIFY the awards issuedin the related disasters.

1. If the applicantreceived a Rental Assistance paymentin a newer disaster,
the applicantis expected to demonstrate exhaustion of the award before
receiving additional funds for Temporary Housing in the older disaster.

. ADD a Comment in the related registrations explaining the applicant
received fundsin a Cross Disaster and needs to demonstrate exhaustion
of the funds before Continued Rental Assistance can occur OR continue in
the older disaster.

a. Include the Disaster and Registration Numbers of the files with
Cross Disaster match.

. PROCESS the Continued Rental Assistance request from the older
registration. ADD a Request for Recertification Documents (RRDOC)
letter and USE the Remaining Funds Available text insert.

4. ROUTE the WP to FEMA Complete.

a. Continued Rental Assistance mustcontinue underthe firstdisaster
until the end of the financial assistance period OR until the applicant
returns to the primary residence.

3. Extended Continued Rental Assistance: The applicant’s displacement period has
extended due to a Cross Disaster.
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a. Extended Continued Rental Assistance processing occurs when a Cross Disaster
extends the applicant's displacementperiod because of new or additional damage
to the primary residence.

i. When a disaster extends into a newer declaration, applicants may receive
Continued Rental Assistance up to the end of the 18-month period of
assistance of the first disaster. If the Cross Disaster extended the
displacementperiod, the assistance will continue in the nextdisaster, once the
older disaster ends.

ii. Applicants are NOT eligible for the month(s) of assistance paid during the
older disaster.

b. If the displacementcontinues as a result a Cross Disaster, applicants are ONLY
eligible forthe remaining of the assistance period of the Cross Disaster up to the
closure date.

i. The example below represents the extended displacementcaused by a Cross
Disaster.

Disaster 1  Start 18 Months End
= Second Disaster Extends the Applicant’s Displacement
From the Primary Residence

Disaster 2 _Start || SISIBIECINSHEEN Eligible Months End

Figure 1: Extended Continued Rental Assistance — The displacementperiod is extended due to a second declared event.

c. Ifthe applicantrequests Continued Rental Assistance fora Cross Disaster as a
result of an extended displacement, but the documents are archived into the older
registration:

i. SEND an email to the FEMA-IHP-Mailroom and REQUEST to have the
documents moved into the correct file.

ii. ADD a Comment to the file explaining the applicant’s request for Continued
Rental Assistance and that the assistance needs to be processed in the cross
disaster.

iii. ROUTE the WP to FEMA Complete.

. If the request for Continued Rental Assistance is archived into the correct
disaster, VERIFY the applicant meets the eligibility criteria for Continued Rental
Assistance, AND there are NO additional Continued Rental Assistance payments
pending in the olderdisaster.

. ADD a Comment in both files and explain the Continued Rental Assistance
payments will continue in the cross disaster.

To allow Continued Rental Assistance payments to occurin a cross disaster, the
applicantneeds to receive Initial Rental Assistance first. PROCESS the initial
Rental Assistance award and ADD one Supplemental Month of Rent (ERSUPP)
to complete the three month Continued Rental Assistance cycle.

. ADD a Comment and Route the WP to FEMA Approval.
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4. Temporary Housing Assistance: The applicantwas able to return to the primary
residence after being displaced, however a cross disaster forced the applicantto
relocate again.

a. REVIEW the inspection report and confirmthe reason(s) for the displacement. If
the eligibility verifications are met, the applicantcan be eligible forfinancial
Temporary Housing Assistance including:

i. LER;
ii. Initial Rental Assistance; AND
iii. Continued Rental Assistance;

. ADD a Comment in the older disaster file and explain the cross disaster has
forced the applicantto relocate from the primary residence, and the Temporary
Housing Assistance is being processed in the latest disaster.

. PROCESS the assistance in the cross disaster starting with the initial Temporary
Housing Assistance, if the award has NOT been processed already.

. ADD a Comment, and ROUTE to FEMA Approval.

. If the applicantrequests Continued Rental Assistance after the initial Temporary

Housing Assistance award, the payments will continue in the cross disaster, NOT
to exceed the 18-month period of assistance.

Disaster 1 Start Rent Asst. End
=> The applicant returned to the primary residence, but a
second disaster forced them to relocate again.

Disaster 2 Start Eligible Months End
Figure 2: Example of new displacementperiod resulting from a cross disaster while the previous disasteris still open.

5. Home Repair and PP: Lines ltems Recorded from a Cross Disaster

a. REVIEW the line items recorded during the inspection.
i. FEMA inspectors only record line items caused by the declared disaster.

ii. Refertothe Appeals SOP for details when processing furnaces, water wells,
and septic systems.

. REVIEW theinsurance information and confirm there is no insurance, or
insufficientinsurance coverage for the perils recorded during inspection.

. PROCESS the eligibility with Home Repair and/or PP items.
. ADD a Comment and ROUTE to FEMA Approval.

6. ReplacementHousing Assistance: A Cross Disaster Destroyed the Primary
Residence.

Back to Top




Cross Disaster Processing
Effective Date: November 12,2020

a. USEthe Linked Regs linkin web NEMIS to open the registration from the
previous disaster. VERIFY the applicantdid NOT receive a previous
ReplacementHousing Assistance award for the same damage address.

i. REVIEW theinspection report and ensure the applicantmeet the
requirements outlined in the Replacement Assistance SOP.

ii. USE Eligible - Replacement Assistance (ERPL), OR Eligible - Replacement
Assistance with Flood Insurance Required (ERPLZ). ADD a Comment and
ROUTE the WP to FEMA Approval.

NOTE: Once the Replacement Assistance award is issued in the previous disaster, the
applicantis nolonger eligible for Home Repair in the older disaster. Special
considerations can be made for uninsurable line items outside the footprint of the
home i.e.; water wells, septic systems, orroad and bridges. CALL the FEMA IHP-
Helpdesk for additional details.

7. ONA Transportation: The Vehicle was Damaged or Destroyed in a Cross Disaster.

a. Repair OR ReplacementAssistance is available for vehicles recorded as
repairable in a previous disaster.

b. Eligibility includes requests for assistance with a secondary vehicle damagedin a
cross disaster.

i. REVIEW the year, make, and model of the destroyed vehicle before
determining eligibility.

1. DO NOT make an eligible award for a vehicle recorded as destroyed
during a previous disaster.

c. Refertothe Transportation and Second Vehicle Request SOP for processing
details.

8. ONA Medical, Dental, Funeral, Moving & Storage, Child Care, and Misc/Other:
Expenses or Loses Caused by a Cross Disaster.

a. Assistance is available for disaster caused losses and expenses when no
duplication is identified under a previous disaster.

b. USEthe Linked Regs linkin web NEMIS to open the registration from the
previous disaster, REVIEW the estimates or receipts archived in the older
disaster, and VERIFY there were no previous award issued to the applicantfor
the same losses or expenses.

. If the applicant meets the eligibility criteria, PROCESS the eligibility according to
the SOP for the specific category of assistance.
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d. If the requested assistance is for additional OR continued payments for losses or
expenses from a previous disaster:

i. SEND an email to the FEMA-IHP-Mailroom and REQUEST to have the
documents moved into the correct file.

ii. ADD a Comment to the file describing the applicant’s request for assistance
and that the assistance needs to continue in the older disaster.

iii. ROUTE the WP to FEMA Complete.

. Applicants with continued Moving & Storage expenses as a result of a cross
disaster can continue to receive assistance in the next disaster after the closure
date of the first disaster.

Once the documents are archived in the correct file, PROCESS the eligibility with
the requested assistance.

NOTE: Applicants can receive assistance for Child Care in cross disasters, NOT to
exceed eightcumulative weeks of assistance (per child or per household)on each

disaster, or the Financial ONA Maximum as determined by the state, territorial, or tribal
government per disaster.

C. Processing Ineligible Decisions

1. Temporary Housing Assistance —Duplication of Benefits with a Previous Disaster

a. Applicants receiving Housing Assistance for the same period from a previous
disaster are NOT eligible for Temporary Housing Assistance in cross disasters,
including LER.

. USEthe Linked Regs linkin web NEMIS to open the registration from the
previous disaster. If the verification reflects the applicantreceived any of the
following types of assistance in the previous disaster:

i. LER

ii. Rental Assistance;
iii. TSA; OR
iv. Eligible Readily Fabricated Unit(ERFD.)
c. The applicantis NOT eligible for assistance in the cross disaster.
i. Thereis noineligible decision ordenial text:
1. DELETE the Temporary Housing Assistance pending line;

2. CALL the applicantand explain they are being assisted with Temporary
Housing Assistance under a previous disaster;

a. One call attempt is required.

. ADD a Contact with the details of the conversation with the applicant.
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. ADD a Comment explaining the details of the assistance being received
from the previous disaster.

. If there are no other outstanding categories of assistance to address,
ROUTE the WP to FEMA Complete.

2. Temporary Housing Assistance —Duplication of Benefits with Insurance

a. Applicantsreceiving assistance from their insurance provider for a claim from a
previous disaster are NOT eligible for Temporary Housing Assistance.

b. USE the Linked Regs linkin web NEMIS to open the registration from the
previous disaster. VERIFY if the applicant:

i. Filed a claim with the insurance provider for temporary housing; OR

ii. Is receiving assistance with Loss of Use (LOU) or Additional Living Expenses
(ALE.)

. If the insurance provides coverage for the perils recorded during inspection, ADD
the corresponding insurance denial decision and letter text for Temporary
Housing Assistance.

d. ADD a Commentand ROUTE to Ineligible.

NOTE: Please remember, mobile home insurance may provide the applicantwith ALE
OR LOU when the COD is flood.

3. Home Repair and Replacement Assistance: Cross Disaster Duplication of Benefits.

a. Applicants who received a Replacement Housing Assistance award (ERPL OR
ERPLZ)in a previous disaster may NOT eligible forHome Repair OR
Replacement Assistance in a cross disaster.

i. USEthe Linked Regs linkin web NEMIS to open the registration from the
previous disaster.

1. If the inspection information from the first disaster represents a conflict
with the inspection reportin the cross disaster, e.g. dwelling was
destroyed in both disasters a FEMA Correction Inspection may be
needed.

. If the applicantneeds for Home Repair or Replacement Assistance were
met by the assistance provided during the first disaster, the applicantis
NOT eligible for assistance in the new disaster. This may include desk-
topped items or additional payments for line items recorded in the cross
disaster.

b. There is no ineligible decision ordenial text:
i. DELETE the Temporary Housing Assistance pending line;
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ii. CALL the applicantand EXPLAIN they were assisted with Home Repair
duringthe older disaster;

1. One call attempt is required.
iii. ADD a Contact with the details of the conversation with the applicant.

iv. ADD a Comment explaining the details of the assistance received by the
applicantfrom the previous disaster.

. Ifthere are no other outstanding categories of assistance to address, ROUTE
the WP to FEMA Complete.

4. ONA Medical, Dental, Funeral, Moving & Storage, Child Care, and Misc/Other: The
applicantis requesting assistance for losses or expenses from the older disaster.

a. Ifthe applicantsubmits a request for assistance, and the documents were
archived in the cross disaster, VERIFY the information and determine if the
requestis a new occurrence or if itis a requestfor additional funds fromthe

previous disaster.

i. If the request from assistance is related to a previous disaster, and the
assistance was already awarded:

1. CALL the applicantand explain the assistance was already provided in
the older disaster.

a. One call attempt is required.

2. USEthe Ineligible — Other Reasons (IOR) denial code with the approved
manual entry text: Ineligible — Unavailable Type of Assistance.

3. ADD a Comment explaining the details of the request, and ROUTE to
FEMA Ineligible.

D. Joint-Operation DisasterInformation (ONA Only)

1. If processing a Joint Option Disaster:

a. ONA categories are only processed by the state, territorial, or tribal government.

b. FEMA staff is authorized to process Housing Assistance (HA) categories.

2. If incoming mail generatesa WP to a FEMA processing queue:

a. REVIEW/PROCESS any outstanding issues within HA categories.

i. If an additional WP is available in a state queue such as State Manual, State
Appeal, or State Supervisor Review, no furtheraction for ONA is required.
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3. Ifa WP is NOT available in a state, territorial, or tribal queue:

a. DO NOT splitthe WP ifthere are no b. SPLIT the WP ifthere is an HA
HA categories to address. category to address.

i. ROUTE the existing WP to the i. PROCESS the HA portion first,
State Manual Determination
queue. il. SPLIT the HA pending or eligibility

line to the appropriate queue;
AND

iii. ROUTE the original WP to the
State Manual Determination
subqueue.

E. Appeals

Appeals for assistance in Cross Disasters are processed using standard appeal
procedures. Referto the Appeal Processing SOP for more information.

F. Exceptions

Unique scenarios or circumstances notspecifically identified within this Standard Operating
Procedure (SOP) may arise.

1. Ifunable to determine eligibility using available SOPs, DSOPs or other posted
information:

a. CALL the IHP Helpdesk (_ or the applicable extension numberor
EMAIL to the appropriate Supervisoror Pointof Contact (POC).

i. If after review by the IHP Helpdesk Specialist or Supervisor/POCiitis
determined additional clarification is required, the IHP Helpdesk Specialistor
Supervisor/POC will:

1. SEND a request for clarification to the appropriate team via the Helpdesk
(FEMA-IHPHelpdesk@fema.dhs.gov.)
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IV. EXAMPLES AND FAQS

The following scenario assume the applicant met all verification and eligibility requirements.
Scenario 1: Assistance with Cross Disaster Continued Rental Assistance

1. The applicanthas been living in a temporary rental apartment while the repairs to
the primary residence are completed. A cross disaster results in additional damage
to the primary residence further extending the applicant’'s displacementperiod. The
applicanthas exhausted the assistance provided during the first disaster and
demonstrated a continued need fortemporary housing assistance.

a. Review and Processing Decision

I. Continued Rental Assistance is processed in the cross disaster when the
disaster financial assistance period of the first disaster ends. Continued
Rental Assistance will continue in the cross disaster up to the end of the 18-
month financial assistance period.

ii. ADD a Comment in the first disaster registration and explain that Continued
Rental Assistance will continue in the cross disaster.

iii.DO NOT process back rent in the second disaster for the months of assistance
paid in the first disaster.

iv.If the applicanthas NOT received an Initial Rental Assistance award in the
cross disaster, PROCESS the initial Rental Assistance award and ROUTE to
FEMA Approval via splitWP. ADD a new pendinglineand PROCESS one
supplemental month of Rental Assistance, complete the worksheetas follows:

Program: HA  Category:|Rental Assistance j Asst Type:[Racartiﬁcatlon j

Eligibility: |ERSUPP - Eligible - Recertification Supplement j

Notes |F0r the month of July Payee: [

Clear Worksheet ‘ Elig Combo Wizard ‘ Inspection Request... ‘

Figure 3: Worksheetdetails for a Supplemental Rent Payment(ERSUPP)

v. ADD a Comment and ROUTE to FEMA Approval.

Result: The applicantis eligible Continued Rental
Assistance in the second disaster.
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Scenario 2: Ineligible ONA determinations

1. The applicantsubmitted a copy of an estimate/receipt for Medical expenses. Upon
review, the applicantwas already reimbursed for the expenses during the assistance
period of the previous disaster.

a. Review and Processing Decision

i. Since the applicantneeds were satisfied by the award issued in the previous
disaster, the applicantis NOT eligible for assistance.

ii. CALL the applicantand explain the requested assistance was awarded in
anotherdisaster. One call attempt is required.

iii. ADD a pendingline and USE the Ineligible — Other Reasons (IOR) denial code
with the approved manual entry text: Ineligible — Unavailable Type of
Assistance.

iv.ADD a Comment explaining the details of the request and ROUTE to FEMA
Ineligible.

Result: The applicantis NOT eligible forthe Medical
Expenses because the assistance was already
provided in a previous disaster.
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V. DEFINITIONS AND ACRONYMS

Definitions

Cross Disaster: When a declared event occurs within the 18-month financial assistance
period of a previous declaration.

Financial Housing Assistance Maximum: Financial assistance for Home Repairand
Replacement Assistance for owner-occupied homes is limited to a maximum award
amount, adjusted each fiscal year based on the Department of Labor Consumer Price
Index for All Urban Consumers (CPI).

Financial Other Needs Assistance Maximum: Financial assistance for Other Needs
Assistance Personal Property, Transportation, Moving and Storage, Medical and Dental,
Funeral, Child Care, and Miscellaneous ltems is limited to a maximum award amount,
adjusted each fiscal year based on the Department of Labor CPI.

Acronyms

ADA Americans with Disabilities Act

ALE Additional Living Expenses

coD Cause of Damage

DPN Damaged Phone Number

DSOP Disaster Specific Operating Procedures

EFT Electronic Funds Transfer

EHRZ Eligible - Home Repair, Flood Insurance Required
EPPZ Eligible - Personal Property, Flood Insurance Required
ERFD Eligible - Readily Fabricated Unit

ERPL Eligible - Replacement Assistance

ERPLZ Eligible - Replacement Assistance with Flood Insurance Required
FIT Failed Income Test

FVL FEMA Verified Loss

HA Housing Assistance

IDV_Pass Identity Verification Passed

IHP Individuals and Households Program
IOR Ineligible Other Reasons

LER Lodging Expenses Reimbursement
LOU Loss of Use
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Misc/Other Miscellaneous Other

NEMIS National Emergency Management Information System
ONA Other Needs Assistance

PP Personal Property

RRDOC Requestfor Recertification Documents
SBA Small Business Administration

SFHA Special Flood Hazard Area

SOP Standard Operating Procedure

SSN Social Security Number

Trans Transportation

TSA Transitional Sheltering Assistance
WP Workpacket
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VI. RELATED GUIDANCE

Please refer to the following:

B Standard Operating Procedures:

o Appeal Processing

Continued Rental Assistance

Home Repair Assistance

Rental Assistance

Replacement Assistance

B Resources:

o Disaster Specific Information
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|l. IMPORTANT INFORMATION

[ This section describes information that every employee mustread.

Purpose:

B The following Standard Operating Procedure (SOP) provides information on the
Financial Housing Assistance (HA) and Other Needs Assistance (ONA) Maximum
and Minimum Awards. The amountis adjusted for disasters declared on or after
October 1 of each year according to the Consumer Price Index for the previous 12
months.

Other Iltems to Note:

m A minimumHA/ONA award threshold of $50.00 was established for all disasters
declared on or after July 10, 2005.

o Allapplicants who have sustained disaster-caused habitability repairs or
necessary expenses/serious needs with a HA/ONA total of less than $50.00 are
ineligible for assistance.

| IHP Assistance Maximums Type of Assistance Maximum

Home Repair Assistance.

Home Replacement Assistance

Personal Property Assistance

Transportation Assistance

Moving and Storage Assistance

Medical/Dental Assistance

Funeral Assistance

Child Care Assistance

Assistance for Miscellaneous ltems

Critical Needs Assistance

Clean and Removal Assistance

Group Flood Insurance Policy

Lodging Expense Reimbursement

Rental Assistance : )

No Maximum Applicable Continued Rental .Assi_stan_ce ____ :z_fsslftosﬁ Ili:r?el_ri.gr?wﬂ(a?ﬁgl?:tts_
Home Repair Assistance. ggg_e_s._s_lb_lllty items | established by FEMA

Personal Property accessibility items,

Financial HA Maximum Adjusted annually by CPI

Financial ONA Maximum

Adjusted annually by CPI

Award amount based on

Table 1: Financial HA/ONA Maximums description
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m Temporary Housing Assistance - Financial assistance fortemporary housing
expenses is not limited to a maximum award amount. This includes Lodging
Expense Reimbursement (LER), Rental Assistance, and Continued Rental
Assistance.

o FEMA may provide Rental Assistance, including initial and continued assistance
awards, up to the 18-month period of assistance, plus one additional month when
utilized for a security deposit. When the financial period of assistance is
extended, the number of eligible months of Rental Assistance will also be
extended.

Accessibility-Related Losses - Disaster-caused losses to accessibility-related real
and personal property for applicants with a disability or other access and functional
need are notsubject to a financial assistance maximum award limitation. This
applies to accessibility items currently awarded under Home Repair Assistance and
Personal Property.

o U.S. Small Business Administration disasterloan referral limitations still apply.

Sequence of Delivery

m Housing Assistance (HA)
o Temporary Housing Assistance, if eligible; AND,
o Repair or Replacement Assistance.
m Other Needs Assistance (ONA)
o Funeral Assistance, if there is a pending funeral review;

= SPLIT/ROUTE the Funeral pending (PND —Pending)line tothe FEMA or
State Funeral queue for processing by designated staff.

e Referto the Funeral Assistance SOP for additional information.

When moving to the next eligible award in the sequence, if necessary,
ADJUST the eligible award by one full funeral maximum amountto ensure
funds are available for funeral expenses.

DO NOT hold/deductfunds when processing ADA item awards.

= DO NOT delay processing other eligible funds to await a funeral decision.

o Personal Property Assistance; AND
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o Allother categories, if funds are available under their respective maximum
amount of assistance.
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Il. PROCESS

A. General Processing Information

1. In all disasters, if an inspection isissued, cases that DO NOT meet the HA/ONA
award threshold (less than $50.00) as a TOTAL will be stopped in the Special
Handling queue for a National Processing Service Center (NPSC) Review.

a. In FEMA Option disasters (in Special Handling orany other queue):

i. Ifthe HA/ONA award would NOT meet the minimum $50.00 threshold,
PROCESS the ineligible (lID- Ineligible- Home is Safe to Occupy) for HA
assistance and (lID- Ineligible Minimal or NO (category) Needs Required)
for the applicable ONA assistance, if an ONA referral.

ii. Ifthe HA/ONA award is $50.00 or more, PROCESS the case for all applicable
assistance (ensure for HA that HRR = Yes).

. In Joint Option disasters, for applicants with pending (PND) state, territorial or
tribal government ONA awards (in Special Handling orany other queue):

i. Ifthe HA/ONA award would meet the minimum $50.00 level, CALL IHP
Helpdesk and REQUEST an exception review. The IHP Helpdesk will submit
an email to coordinate with the state, territorial or tribal government for
processing.

ii. Ifthe HA/ONA award would NOT meet the minimum $50.00 threshold,
PROCESS the ineligible (lID- Ineligible- Home is Safe to Occupy) for HA
assistance, SPLIT the workpacket (WP), and ROUTE it to the state, territorial
or tribal governmentto process their denial.

c. There is NO minimumaward amountfor supplemental paymentsin any category.

i. If an applicantisinitially ineligible due to NOT meeting the minimum HA/ONA
award threshold and upon appeal or a request for a different category of
assistance the applicant meets the $50.00 minimum amount, PROCESS all
eligible assistance.

B. IHP Award Maximums and Minimums
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IHP Award Amounts
(As Adjusted by the Consumer Price Index)

Disaster Financial Housing Financial Other Needs HA + ONA
Number Assistance (HA) Maximum_  Assistance (ONA) Maximum  Minimum Award

2021 36,000.00 36,000.00

2020 | 4466 - 4563 35,500.00 35,500.00

2019 | 4413 - 4454 34,900.00 34,900.00

NOTE: Disasters declared prior to DR-4326-Michigan observed one IHP Maximum.

Table2: IHP. Award Amountsfor Years 2019 and Forward

C. Exceptions

There may be unique scenarios NOT specifically identified within this SOP that may require
additional assistance.

. Ifunable to determine eligibility using available SOPs, DSOPs or other posted
information:

a. CALL the IHP Helpdesk (IS - the applicable extension number) or
EMAIL the appropriate Supervisor.or Pointof Contact (POC).

i. If after review by the IHP Helpdesk Specialistor Supervisor/POC itis
determined additional clarificationis required, the IHP Helpdesk Specialistor.
Supervisor/POC will:

1. EMAIL a request for clarification to the appropriate team via the Helpdesk
(FEMA-IHPHelpdesk@fema.dhs.gov)
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lll. ACRONYMS

Definitions

Financial Housing Assistance Maximum: Financial assistance for Home Repairand
Replacement Assistance for owner-occupied homes is limited to a maximum award
amount, adjusted each fiscal year based on the Department of Labor Consumer Price
Index for All Urban Consumers (CPI).

Financial Other Needs Assistance Maximum: Financial assistance for Other Needs
Assistance Personal Property, Transportation, Moving and Storage, Medical and Dental,

Funeral, Child Care, and Miscellaneous ltems is limited to a maximum award amount,
adjusted each fiscal year based on the Department of Labor CPI.

Acronyms
HA Housing Assistance
IHP Individuals and Households Program
HA-IID Ineligible - Home is Safe to Occupy
NPSC National Processing Service Center
ONA Other Needs Assistance
ONA- IID Minimal or NO (category) Needs Required

POC Pointof Contact
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. OVERVIEW

This section describes information that every employee must read before
addressing questions related to flood zones and protected areas. |

Purpose

m This documentoutlines the eligibility of applicants who request assistance from the
Individuals and Households Program with damage and expensesin a flood zone or
Otherwise Protected Areas (OPA). Eligibility for IHP assistance in flood related
events is defined by the location of the address and the information fromthe FEMA
Flood Insurance Rate Map (FIRM), while observing the requirements of the National
Flood Insurance Reform Act (NFIRA).

Who May Get Assistance?

m Eligible individuals or households who sustained damage due to flood, have applied
for assistance from the Individuals and
Households Program (IHP), and are in NOTE: Households located
compliance with the National Flood within an Otherwise Protected
Insurance Reform Act (NFIRA). Area (OPA) are eligible forall
types of IHP Assistance.

Limited Eligibility

B An eligible applicantwhose pre-disaster primary residence is located within a
Coastal Barrier Resource System (CBRS) Unit may NOT be considered for Home
Repair Assistance, Home Replacement Assistance, PermanentHousing
Construction (PHC), Personal Property Assistance, Transportation Assistance, or
Moving and Storage Assistance. An eligible applicantmay ONLY be considered for
Rental Assistance, Lodging Expense Reimbursement, and the following types of
ONA:

Funeral Assistance;

Medical Assistance;

Dental Assistance;

Child Care Assistance;

Critical Needs Assistance (CNA) when approved for the disaster;

Clean and Removal Assistance (CRA) when approved for the disaster; AND

Miscellaneous Other ltems.
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» This includes Generators required to power life-sustaining medical
equipment.

m Otherwise Protected Areas (OPA): Eligible applicants residing within an OPA may
be considered for all categories of IHP Assistance.

o Applicants residing withina CBRS OPA that is considered a Special Flood
Hazard Area (SFHA) can be eligible fora Group Flood Insurance Policy (GFIP) if:

»= They possess a valid building permitfor the residence issued before
November 16, 1991;

The residence was built (finished) NO later than November 16, 1991; AND

The residence was NOT substantially improved or damaged on or after
November 16, 1991.

o Referto the GFIP _Eligibility SOP for additional details.

m Non-Compliant(NCOMP): Applicants who fail to obtain and maintain flood insurance
may be eligible for the following categories of assistance:

o Temporary Housing Assistance;

o Real Property (RP) and Personal Property (PP) items damaged by a cause of
damage (COD) other than flood, including Uninsurable items such as water
wells and septic systems;

ONA:

» Medical Assistance, Dental Assistance, Funeral Assistance, Transportation,
Miscellaneous Other ltems, Child Care Assistance, and CNA.

Moving expenses: NCOMP applicants are eligible for moving expenses in
excess of $1,000 and all storage fees if all other criteria are met. Refer to
Section B.1 below.

NOTE: Applicants who DO NOT obtain and maintain flood
insurance are ineligible for IHP assistance for flood-
damaged items in future disasters. This appliesto RP and
PP thatis, OR will be, in a designated Special Flood
Hazard Area (SFHA) and can be insured underthe
National Flood Insurance Program (NFIP).
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B Sanctioned Communities (SC): A community that has NOT adopted ordinances to
comply with the NFIP requirements. Applicants in Sanctioned Communities may only
be eligible for:

o Temporary Housing Assistance;
o RP andPP items NOT damaged by flood; AND

o ONA: Medical Assistance, Dental Assistance, Funeral Assistance,
Transportation, Miscellanous Other ltems, Child Care Assistance, CNA, and
Moving and Storage Assistance.

Documentation and Verification Needed:

B Applicants with flood-insured losses are required to submita flood insurance denial
or settlement letter from their flood insurance provider before FEMA can determine
eligibility with flood insurable losses.

Applicants who have received a Letter of Map Amendment(LOMA) can send a copy
of the letter to FEMA to request an updated review of the flood zone designation or
removal of the address from the NFIRA Database. A LOMA Application can be
downloaded from the FEMA website.

Applicants can use an elevation certificate to initiate the LOMA process and appeal
to the NFIP in an attempt to have the flood insurance requirement removed from the
address. An elevation certificate is used when the dwelling has been elevated from
its foundation to help prevent contact with flood water.

NOTE: NEMIS business rules route registrations in CBRS
zones with NO flood mapping to the FEMA Special
Handling queue.

Other ltems to Note:

m Applicants who report flood damage to RP or PP during Registration Intake are
always issued for inspection. These applicants will NOT be required to submita
flood insurance denial or settlement letter before being inspected.

B Afloodinsurancerequirementis set at the time of the first Home Repair Assistance
(EHRZ), Home ReplacementAssistance (ERPLZ), or Personal Property Assistance
(EPPZ) award, when the following conditions apply:

o FEMA verifies flood as the COD;

o FEMA Verified Losses (FVL) are determined as Not Insured or Insured,;
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o NO flood insurance coverage on the dwelling atthe time of the disaster;

o Damaged Dwelling Address (DDA) is located in flood zone A, V, or W,

o The DDAIis NOT ina SC;

o The applicant,a homeowner, renter, or a former homeownerdid NOT previously
receive IHP financial assistance with flood requirement for the DDA or returned
previous assistance for flood insurable losses within 30 days of the award
determination letter date.

B Flood insurance coverage requirementafter receiving IHP Assistance:

o Applicants with a flood insurance requirementmust obtain and maintain a flood
insurance policy of equal or greater value than the award received from the IHP
for the specific category of assistance:

= Applicants agree to obtain and maintain flood insurance coverage on the
PermanentHousing Construction (PHC) home, for at least the value of the
PHC residence:

e Ifthe home islocated in an SFHA; AND

e The applicantincurred damaged to their pre-disaster residence as a result
of flood.

B The duration of the flood insurance requirementis differentfor owners and renters:

o Owners: Flood insurance coverage must be maintained at the address for as
long as the address exists. If the home is sold or otherwise becomes owned by
someone else, the new owneris required to purchase and maintain flood
insurance.

= |f a property is later remapped and nolongerdetermined to be in a
designated SFHA, the flood insurance requirement will no longerapply.

NOTE: If housing unitis placed on the site where a NFIRA
requirementwas made, the requirementwill stand, even if
the new unitis a Travel Trailer with non-permanent
foundation.

Renters: Flood insurance coverage must be maintained on the contents for as
long as the applicantlives at the flood-damaged rental property. The restriction is
lifted once the applicantmoves from the rental unit. New renters will NOT be
required to maintain flood insurance fortheir PP unless they previously received
assistance for insurable flood loss while residing atthe same address.
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B NFIRA and the U.S. Small Business Administration (SBA):

The IHP observes the flood insurance requirements and compliance status as
reported by the SBA.

The SBA’s flood insurance requirementis for the term of the loan.

If an IHP applicanthas received a limited or partial loan from the SBA, they will
NOT receive a GFIP. Referto the GFIP Eligibility SOP for details.

For applicants that have an existing loan undera previous flood zone
determination, the SBA requirementwill be in place until thatloan is paid off. The
SBA will be notified of the flood zone changes to update the requirementin future
disasters.

An applicantwith an existing flood insurance requirement from an SBA loan can
be determined NCOMP if the applicant defaults on the loan obligation fornon-
payment.
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Il. IMPORTANT INFORMATION

This section describes information that every employee must read before
| processing applicants in Flood Zones and Protected Areas. |

Prior to Processing:

m Prior to reviewing or discussing ONA eligibility for applicants living in flood zones
and other protected areas, VERIFY the ONA Option selection.

o FEMA staff are authorized to process and discuss ONA in FEMA Option
disasters.

In Joint Option disasters, only the state, territorial or tribal government (STT) is
authorized to process and discuss ONA eligibility, referto Section Ill.D: Joint
Option Disaster Information.

Helpline Staff: referto the Helpline NPSC Caller Services Reference Guide for
additional information.

For ONA questionsin a Joint Option disaster, provide the applicantwith the STT
ONA Helpline number, is listed on the NEMIS Disaster Information (DR Info) button
or the Web NEMIS Disaster Info (F8) link.

If the applicantreported, or the inspection recorded damage due to flood, ENSURE
a flood mapping review was performed before determining eligibility.

o If a flood mapping review is required, EMAIL the FEMA-IHP-Flood-Mapping-
Team and REQUEST a manual flood mapping review.

Applicants with a NFIRA requirementare considered compliantif, at the time of the
disaster, they have an active flood insurance policy for at least the amountof the
Disaster Assistance grant for which the requirementwas placed. This grant amount
can be found by searching the NFIRA Database and includes any EHRZ, ERPLZ, or
EPPZ payments made to the applicant.

The NFIP Database provides details aboutan individual’s flood insurance policy, i.e.
the policy effective date, expiration date, and coverage limits.
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o Theinformation located within the NFIP Database must NOT be used to process
eligible assistance without verbal or written confirmation with the insurance
company.

For Owners, GFIP includes coverage for both RP and PP. The policy will first pay
the structural setttement and if funds are available, any contents coverage
remaining. The maximum coverage amountis equal to the HA and ONA
Financial Maximum grantamounts provided by FEMA. Referto the GFIP
Eligibility SOP for additional information.
m Onlyflood mapping staff can update the CBRA and OPA fields in NEMIS.
m Applicantslivingin aCBRS are NOT eligible for:
o Home Repair Assistance, Home Replacement Assistance, or PHC;
= Allresidence types including boats.
o Personal Property Assistance;

o Transportation Assistance; OR

o Moving and Storage Assistance.

o PROCESS these ineligible categories of assistance as Ineligible — Damaged
Dwelling located in CBRS (ICBRA).

Applicants can appeal for assistance with these categories, please refer to
Section E: Appeals.

NOTE: Applicantsin CBRS and OPA are eligible for Rental
Assistance and Lodging Expense Reimbursement.

B Sequence of Delivery
o Housing Assistance (HA)
» Temporary Housing Assistance, if eligible; AND
= Home Repair Assistance or Home Replacement Assistance.
o Other Needs Assistance (ONA)

» Funeral Assistance, if there is a pending funeral review;
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e SPLIT/ROUTE the Funeral pending (PND)line to the FEMA or State

Funeral queue for processing by designated staff. Refer to the Funeral
Assistance SOP for additional information.

When moving to the next eligible award in the sequence, if necessary,
ADJUST the eligible award by one full Funeral Assistance maximum
amountto ensure funds are available for funeral expenses.

DO NOT hold/deductfunds when processing ADA item awards.

DO NOT delay processing other eligible funds to await a Funeral
Assistance decision.

Personal Property Assistance; AND,

All other categories, if funds are available under theirrespective maximum
amountof assistance.
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lll. PROCESS

A. Eligibility Verifications

The following verifications must take place when the recorded COD is flood:
1. NFIRA Compliance Review

a. REVIEW the NFIRA Database to VERIFY the compliance status in NEMIS.

i. CLICK on the NFIRA box.
a. SELECT an STT from the dropdown box and CLICK submit.

b. Forthe fastest and most comprehensive results, COMPLETE your
searches in the following order:

] SEARCH by: CLICK Submit and Then: If Unsuccessful:

. CLICK the Clear button
Tax ID# (SSN) of the Applicant and proceed

CLICK the Clear button
and proceed
SCROLL through UPPER and | CLICK the Clear button
Lower Case results and proceed
SCROLL. through upper and CLICK the Clear button
lower case results and proceed
CLICK the Clear button
and proceed

Tax ID# (SSN) of the Co-Applicant

Applicant Last Name and County

Co Applicant Last Name and County

Damaged Property Address

GO through the alphabet letter.
by letter and SCROLL through | Search of NFIRA
the results to find the street Complete

look for different spellings
NOTE: The search may result in both upperand lower case entries. Upper case entries are listed before
lower case entries. Always SCROLL down through the results.

Table 1: Data Search Querijes

Damaged Property by County

ii. To verify the flood insurance requirement, CLICK the applicant's name and
REVIEW the Assistance box.

. REVIEW the Grant Approved Date and Grant Amount fields.
If the applicantreceived IHP assistance for flood damage in a previous disaster
and did NOT return the funds within 30 days of the first ERHZ, ERPLZ, and/or

EPPZ award, a flood insurance requirementwas putin place.

. REVIEW the Grant Returned Date field.
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i. If the applicantreceived IHP assistance for the damaged dwellingin a
previous disaster, and the funds were returned, the applicant DOES NOT
have a flood insurance requirement. Referto Examples and FAQs for
additional details.

e. Once determined the applicanthas a flood insurance requirement, CLICK on the
web browser’s Back button to access the previous screen to confirm a flood
insurance policy exists.

Once in the NFRA database, SCROLL to the right of the Address column and
CLICK the Check linklocated in the Insurance column.

i. A secondwindow will appear below the list of names and addresses.

ii. ENSURE the address in the NFIRA Database is exactly as it appears in
NEMIS.

. USE the Scroll tool for the window underthe address to locate the Insured
Name column.

i. Ifthe word ‘None’is noted in the Insured Name column, a flood insurance
policy is NOT active for this address.

ii. Ifa nameis identified, CLICK on this text to review the insurance information
and ENSURE thatthe policy is active.

. If unable to locate the applicantand/orthe damaged dwelling in the NFIRA
Database, CONDUCT a similar search in the NFIP Database by clicking on the
gray NFIP button at the top of the screen.

2. Eligibledamage is NOT fully covered by insurance. VERIFY one of the following:
. There is NO insurance listed for the COD;

. The netinsurance settlementfor the structure, for the applicable COD, is less
than the Financial Housing Assistance (HA) Maximum or Financial Other Needs
Assistance (ONA) Maximum and less than the applicable FVL;

. The policy had a mandatory pay-off requirementand the net settlement for the
structure after pay-off is less than the Financial HA or ONA Maximum and less
than the applicable FVL; OR

. Afloodinsurance denial or settlement letter, if applicable.
. Referto Insurance Processing for HA and Personal Property SOP for additional

information including specific requirements for adding insurance settlements to
NEMIS.
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3. Verification of NFIRA compliance and flood insurance coverage:

a. Applicants are eligible forassistance during a 30-day grace period immediately
following the date the insurance requirementwas established.

i. When a flood policy is purchased, the applicant will have a 30-day waiting
period before the insurance becomes effective. The applicantwill NOT have
insurance during this time period.

. Although the insurance policy becomes effective after 30 days of purchase, if
anotherdisaster occurs during the flood insurance 30-day waiting period, the
applicantis considered compliantand eligible for IHP assistance because they
purchased a policy within the 30 days of the flood insurance requirement date.

c. Referto Examples and FAQs for additional details.

B. Processing Eligible Assistance

1. Applicantswhoare NCOMP or live in Sanctioned Communities.

a. If all standard eligibility criteria are met, applicants are eligible for:
i. RPandPP items NOT damaged by flood;
ii. Temporary Housing Assistance;

1. PROCESS eligibility forinitial Rental Assistance using ENCOMP —
Eligible Initial Rent Non-Compliance with Flood Insurance.

ili. Medical Assistance, Dental Assistance, Funeral Assistance, Miscellaneous
Other Items for life sustaining medical equipment, Moving and Storage
expenses over $1,000, Child Care Assistance, CNA and Transportation
Assistance; AND

iv. Uninsurable items such as water wells and septic systems:

1. Applicants with only Uninsurable items recorded during the inspection will
NQOT require flood mapping prior to making an eligible paymentfor,
assistance.

a. Thisis onlywhen the line items listed during inspection underthe RP

tab are recorded as Uninsurable and there are NO other PP items
damaged by flood.
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2. PROCESS the eligibility with the Uninsurable item and USE EHR-
Eligible Home Repair.

v. Anineligible decision is NOT required to address the Ineligible Sanctioned
Communities (ISC) status for flood damage unless the applicantappeals the
initial eligible Home Repair Assistance decision.

b. DO NOT use EHR and ISC for Housing Assistance (HA) at the same time. DO
NOT use eligibility codes with a flood requirement (Z) for applicantsin
Sanctioned Communities.

2. Applicants Residing within CBRS.

a. If the standard eligibility criteria are met for the type of assistance, PROCESS
eligibility for:

i. Rental Assistance;
ii. Lodging Expense Reimbursement;
iii. Funeral Assistance;
iv. Medical Assistance;
v. Dental Assistance;
vi. Child Care Assistance; AND
vii. Miscellaneous Other Items.
. DO NQT process eligibility payments for categories of Home Repair Assistance,

Home Replacement Assistance, PHC, Personal Property Assistance,
Transportation Assistance, or Moving and Storage Assistance.

NOTE: When approved for the disaster, CNA and CRA will
be awarded through auto-determination. There will be NO
manual processing for CNA and CRA.

C. Processing Ineligible Decisions

1. Ineligible Assistance for Applicants in a Sanctioned Community.

a. Applicants are NOT be eligible for Home Repair or PP line items damaged by
flood, Insured or Not Insured, when the following conditions are true:
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i. The COD is recorded as flood;
ii. Primary residenceisin a flood zone A, V, or W; AND
iii. Primary residenceisina SC.

. PROCESS theinitial ineligible decision, USE ISC - Ineligible Sanctioned
Community for owners and renters found ineligible for RP or PP items.

i. If the applicanthas a flood insurance requirement from a previous FEMA
disaster, the applicantwill NOT be eligible for Moving and Storage expenses
less than $1,000. NFIP covers the first $1,000 in Moving and Storage
expenses.

2. Applicantis Non-Compliant: Did NOT buy or maintain flood insurance aftera
previous home repair or PP award with flood requirement.

a. NCOMP applicants are ineligible forinsurable flood damaged items when:

i. The date of loss for the second declared disaster exceeds the 30-day flood
insurance waiting period; AND

ii. The applicantdid NOT secure a flood insurance policy.

b. PROCESS theineligible decisionand USE NCOMP - Non-Compliant with
Flood Insurance Requirement.

3. Applicants Residing within CBRS.

a. Applicants within CBRS are NOT eligible for Home Repair Assistance, Home

Replacement Assistance, or PHC for Insured or Not Insured flood-damaged line
items.

. PROCESS as ineligible and USE ICBRA - Ineligible Damaged Dwelling
Located in CBRS for owners and renters.

4. Sanctioned Community: Special Considerations

a. If a community was participatingin the NFIP butlater becomes non-compliant,
the community is considered a SC. The existing flood insurance coverage will
remain in effect until itexpires but CANNOT be renewed.
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b. Applicantsin a SC are NOT eligible to receive assistance for Insured or Not
Insured flood damaged RP or PP line items. However, these applicants may be
eligible if the community qualifies for, and enters the NFIP, during the six-month
period following the declaration.

D. Joint Option Disaster Information (ONA Only)

1. If Processing a Joint Option Disaster:

a. ONA categories are only processed by the STT.

b. FEMA staff is authorized to process Housing Assistance (HA) categories.

2. If incoming mail generates a Workpacket (WP) to a FEMA processing queue:

a. REVIEW/PROCESS any outstanding issues within HA categories.
i. If an additional WP is available in an STT processing queue, such as State
Manual, State Appeal, or State Supervisor Review, no furtheraction for
ONA is required.
ii. If an additional WP is NOT availablein an STT processing queue; AND
1. There are NO HA categories to address:
a. ROUTE the existing WP to the State Manual Determination queue.

2. There are HA categories to address:

a. On the Confirmation screen, SELECT the appropriate Routing
location for all HA categories;

b. SELECT State Manual Determination for all ONA categories; AND

c. CLICK Submit.

E. Appeals

1. Home Repair Assistance and Personal Property Assistance for Applicantsin a
Sanctioned Community:

a. Applicants may be considered eligible for flood damaged Insured or Not Insured
Home Repair or PP line items if the SC enters the NFIP during the six-month
period following the disaster declaration.
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i. This information may be provided to the Systems Administration (SA) team by

the Region, Hazard Mitigation, Flood Mapping, or from other sources.

b. If the applicant submitted information demonstrating the community has entered
the NFIP, EMAIL the FEMA-IHPHelpdesk with the information.

i. SA will forward the request for participation to the NFIP who will verify the
compliance and may remove the SC status.

ii. SA will ensure thatall cases are available for processing when notified of a
community’s status change.

2. Appeals to request the removal of the damaged address from the NFIRA
Database.

a. Applicants can appeal the flood insurance requirement status by submitting a
LOMA or evidence of updated flood maps demonstrating the home is NO longer
within an SFHA.

. EMAIL the FEMA-IHP-Flood-Mapping-Teamto verify if the damaged address is
nolongerwithin a SFHA area.

i. The email mustinclude:
1. Disaster number;
2. Registration number; AND
3. Documentnumber.

c. Anew flood mapping will confirm the applicability of the flood insurance
requirement.

d. The applicantwill receive a letter notifying them aboutthe change in the flood
insurance requirement.

F. Exceptions

There may be unique scenarios NOT specifically identified within this SOP that may require
additional assistance.

1. If unable to determine eligibility using available SOPs, Disaster Specific Operating
Procedures, or other posted information:

a. CALL the IHP Helpdesk_orthe applicable extension number)or
EMAIL the appropriate Supervisor or Pointof Contact (POC).

16
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i. If after review by the IHP Helpdesk Specialistor Supervisor/POC itis
determined additional clarification is required, the IHP Helpdesk Specialistor
Supervisor/POC will:

1. EMAIL a requestfor clarification to the appropriate team via the Helpdesk
(EEMA-IHPHelpdesk@fema.dhs.gov).
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IV. EXAMPLES AND FAQS

The following section describe common processing scenarios.

Example 1: Eligibility in a Flood Zone

1. An applicantregistered for assistance stating that his home, PP, and vehicle were
damaged by flooding. He also stated that the Child Care center where his children
attended was destroyed and they were now in a more expensive center. He reported
that he had a standard homeowner's policy with NOriders. The applicanthas NO
plans to relocate permanently outside of the CBRS. What assistance could FEMA
provide the applicant?

a. Theinspection report returned with:
i. COD = Flood
ii. Repairs Required? = Yes
iii. Temporary Relocation =Yes
iv. SBAstatus =FIT

b. Flood mapping determined the damaged dwellingis located in a CBRS. USE the
table below to determine the applicant’s eligibility.

Type of Assistance Remains in CBRS Relocates from CBRS
Initial Rental Assistance Eligible Eligible
Continued Temporary Housing Eligible Eligible
Assistance
Lodging Expense Reimbursement Eligible Eligible
Home Repair Assistance Ineligible Ineligible
Home Replacement Assistance Ineligible Ineligible
Permanent Housing Construction Ineligible Ineligible
Personal Property Assistance Ineligible Ineligible
Transportation Assistance Ineligible Ineligible
Moving and Storage Assistance Ineligible Ineligible
Child Care Assistance Eligible Eligible
Funeral Assistance Eligible Eligible
Medical Assistance Eligible Eligible
Dental Assistance Eligible Eligible
Critical Needs Assistance Eligible Eligible
Clean and Removal Assistance Eligible Eligible
Miscellaneous Other ltems. Eligible Eligible
Table 2: Determining eligibility in CBRS.
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Result: Since the damaged residence is located in a
CBRS, FEMA can only assist with Rental Assistance,
Continued Temporary Housing Assistance, and Child Care
Assistance. '

Example 2: NFIRA Compliance and Eligibility for Insured Applicants.

1. The applicantreceived an EHRZ award on 5/12. The eligibility letter explained to the
applicantthe requirementto obtain a flood insurance policy within 30 days of the
letter. The applicantpurchased a flood insurance policy of equal or greater value
than the EHRZ award received from FEMA, and the insurance agentnotified the
applicantof the 30-day waiting period before the policy takes effect.

. The applicant's property was again affected by anotherflood eventon 6/23, almost
two weeks before the flood insurance waiting period ends. The disaster is declared
on 7/12 and the applicant submitted a copy of the insurance declaration page
demonstrating the policy will NOT be in effect until 7/11. What is the applicant’s
eligibility in regard to NFIRA compliance and IHP?

3. The table below represents the timeframe between the date of the flood insurance
requirementand the applicant's flood insurance effective date.

First Declared Approved

Disaster. 4/25 EHRZ/EPPZ

Grace 5/12 to 6/12

Period 30 days to buy Insurance

Waiting

Period

Policy 7/11 forthe next 3

effective years

date

Second Date of Declared

Disaster Loss 6/23 7/12
Table 3: Flood insurance requirement, waiting period, and coverage timeframes.

4. Sincethe purchase of the flood insurance occurred on 6/10, the applicantmet the
30-day grace period to acquire a flood insurance policy, and therefore the applicant
is compliantwith the flood insurance requirement. Although the applicanthas a flood
insurance policy, the applicantis considered uninsured for the flood damage of 6/23
because the flood insurance policy will NOT be in effect until 7/11.

Result: The applicantis eligible for IHP assistance for the
RP and PP damage resulting from the 6/23 flooding event.

Frequently Asked Questions:
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1. What are the available eligibility codes for applicants with RP or PP damage
and flood insurance?

Initial decision, Second decision
INSFI (Auto-D status) Initial INFI or Initial EHR(Z)EPP(Z) A-INFI or
Initial A-EHR(Z)/EPP(Z)
INFI (Manual) e A-INF] or
Initial EHR(Z)EPP(Z)
INS (Auto-D status) Initial INFI or Recon EHR(Z)EPP(Z) A-INI or
Initial A-EHR(Z)/EPP(Z)
INI' (Manual) - A-INI or
Recon EHR(Z)/EPP(2)

Table 4: Eligibility Overview and Codes
2. Can the applicant return the award to avoid the flood insurance requirement?

a. Applicants can decline IHP assistance to avoid the flood insurance requirement.
In order to avoid the flood insurance requirement, the applicantmust return all
the disaster assistance received for flood insurable RP and PP NO later than 30
days from the date of the award determination letter from FEMA.

i. Refertothe Return - Reissue of IHP Financial Assistance SOP for details
about the available options to return IHP funds to FEMA.

i. FEMA will use the date on the envelope postmark to determine if the funds
were returned before the 30 days expire. This ensures the applicant’s request
is processed fairly in case there are delays in the transit of the
correspondence.

. Once the funds are logged as returned in NEMIS, a WP is created into the FEMA
Supervisor Review Reissue subqueue. Staff assigned to this queue will:

i. ACCESS the WP with returned funds.

i. EMAIL the FEMA-IHPHelpdesk and REQUEST the SAteam to review the
applicant’'srequestto have the flood insurance requirementremoved. The
email mustinclude:

1. Summary Line: Removing DD Address from GFIP Database
2. Body: INCLUDE the disaster and registration numbers, applicant’'s name,

number and amountof the returned award, and a brief explanation of the
applicant's request.

iii. SA staff will REVIEW the request, UPDATE as necessary, and ADD a
Comment to thefile.

c. SELECT Reissue=NO.
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. ADD a Comment to the file indicating the applicantis returning the funds to have
address removed from the flood insurance requirement database.

. ROUTE the WP to FEMA Complete.

Once the flood insurance requirementis removed from the NFIRA Database, the
applicantwill continue to be uninsured and compliant for the next flood related
disaster.

3. How to determine if the NFIRA compliance information in NEMIS is correct?

a. NFIRA information in NEMIS will be accurate if the DDA is recorded the same in
NEMIS as in the NFIRA Database.

. The NFIRA information in NEMIS may be inaccurate after post-registration
changes or updates to the DDA. This is NOT always reflective of a prior disaster
requirementplaced on the address. It may be the result of a subsequent
automation for NFIRA compliance verification.

i. VERIFY if the status of the NFIRA field in NEMIS, if the status is NFIRA
Compliance = No because of assistance provided in a previous disaster, the
applicantis NCOMP.

ii. Ifthe status on the NFIRA fieldin NEMIS is NFIRA Compliance = No
because of a modification to the damaged dwelling address, or by a returned
inspection afterthe requirementhas been placed (NO assistance in prior
disasters), the NFIRA Compliance status in NEMIS requires correction to
reflect NFIRA Compliance = Yes. The applicantis compliantand should be
reviewed for eligible assistance.

iii. If the status of the NFIRA fieldin NEMIS is NFIRA Compliance=Yes, the
applicantis compliantand requires a review for eligibility.

. If the Flood Zone field in NEMIS is blank or conflicts between flood zones
and information within the NFIRA Database, PLACE the case on Hold, ADD
a Comment to the file,and EMAIL the FEMA-IHP-Flood-Mapping-Team.

c. Once theresponse is received from the Flood Mapping Department, PROCESS
the eligible categories of assistance.

4. What are the available eligibility codes when processing applicants in CBRS?

a. USE the following table to determine the eligibility codes for applicants living in a
CBRS.

Back to Top



/;‘ FEMA Flood Zones and Other Protected Areas
@ Effective Date: May 27, 2021

. Available if in Eligibility

Rental Assistance Yes ECBRA
Rental Assistance due to Inaccessibility Yes ERIA
Rental Assistance due to Utility Outage Yes ERU
Lodging Expenses Reimbursement Yes ETR
Continued Temporary Housing Assistance Yes ERCT
Supplemental Rental Assistance Yes ERSUPP
Direct Housing (THU) if units are located OUTSIDE of the CBRS Yes ERFD
Direct Housing (THU) if units are located INSIDE of the CBRS No, ICBRA
Home Repair Assistance No. ICBRA
Home Replacement Assistance No ICBRA
Permanent or Semi-Permanent Construction No ICBRA
Personal Property Assistance. No ICBRA
Medical Assistance Yes EMED
Dental Assistance Yes EDTL
Funeral Assistance Yes EFNL
Child Care Assistance Yes APVD
Miscellaneous Other ltems Yes EMISC

Moving and Storage Assistance No ICBRA
Transportation Assistance No ICBRA
Critical Needs Assistance — Auto-generated ECNA
Clean and Removal Assistance — Auto-generated EMISC
Crisis Counseling, Disaster Unemployment Assistance, Disaster Yes N/A
| Legal Services

Table 5: Assistance Type and Eligibility Code Chart

5. How flood insurance requirement affects IHP eligibility?
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Federal Disaster Assistance (3)

Frevious Flood Insurance Flood Spﬂ:lﬂ Flood
PurchaseRequirement for INSURANCe  HIZAMI AT  po cooeimios R“@{
Damaged Dweliing(1) Policy (SFHA) el o

Community

Status AllIHP Assistance

Inside SFHA | v

Qutside SFHA v

Participating -
Community Outside SFHA |

¥ (subjectto FEMA's
paiicy on insurance)

Inside SFHA N/A

¥ (subject to FEMA'S v
palicy on insurance)

NiA NA
Caveat - If the community | Caveat - |f the community
jons within 6 months of joins within 6 months of
disaster, the applicant may | disaster, the gpplicant may
be eigitie o receive all IHP |be igible toreceive al IHP
Assistance and SBA Assislance and SBA

Yes Inside SFHA i N/A NIA
No Outside SFHA | v v

Inside SFHA

Inside SFHA

Not

h . Not Mapped,
P“{‘:&"'"g N/A No SFHA
WLl | Identfied

CHART LEGEND
v = Eligible for the Assistance

Figure 1: Relationship between IHP Assistance and Flood Insurance

a. Tablelegend:

For owners, NFIRA Requirements are placed on the address and NOT the
individual. Forrenters, NFIRA Requirements are placed on the individual at the
address. If a renter moves from that address, the NFIRA requirement DOES
NOT move with the renter.

ii. Applicants are still eligible to receive IHP assistance for non-flood insurable
items, which includes temporary housing and non-SBA-dependent categories of
assistance, i.e. Medical Assistance, Child Care Assistance, Dental Assistance,
Funeral Assistance, and Miscellaneous items.

ii. All otherforms of Individual Assistance;i.e. Crisis Counseling, Disaster
Unemployment Assistance, Disaster Legal Services, and Disaster Case
Management are available to the eligible applicants regardless of flood
insurance requirement.

6. What are the eligibility criteria for applicants living in Sanctioned
Communities?
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Insured,
Category of Not.
Assistance Insured, or Assistance Provided
Requested Uninsurabl

e ltems
Home PROCESS all items using
Repair standard procedures.
Assistance
and
Personal
Property
Assistance
Home PROCESS all items using
Repair standard procedures.
Assistance
and
Personal
Property
Assistance

Sanctioned | Renter,

PLACE the workpacket on
Hold, Current User.

EMAIL the FEMA-IHP-Flood-
Mapping-Team to verify in
which flood zone the home is
located.

If response from Flood

T Mapping indicates the home

Repai is NOT located in either flood
epair

P zone A, V, or W, then
el PROCESS all items using

and
Personal standard procedures.

Property

A S If response from Flood

Mapping indicates the home
is located in either flood zone
A, V, or W and the NFIRA
Box has been updated,
PROCESS. Uninsurable
items. using standard
procedures. Home Repair
Assistance and Personal
Property Assistance = ISC.

Home . PROCESS all items using
Repair standard procedures
Assistance
Wind/Rain | and
Personal
Property
Assistance
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Sanctioned | Renter,

Category of
Assistance
Requested

Home
Repair
Assistance
and
Personal
Property
Assistance

Insured,
Not
Insured, or
Uninsurabl
e ltems

Uninsurabl
e only

a.

CIVIL ACTION No. 5:21-cv-071
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Assistance Provided

PROCESS Uninsurable
items using standard
procedures.

Home
Repair
Assistance
and
Personal
Property
Assistance

Insured and
Not Insured

Not eligible for Home Repair
Assistance. Personal
Property Assistance available
if applicant permanently
moves from SFHA.
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V. DEFINITIONS AND ACRONYMS

Definitions

CBRA: The Coastal Barrier Resources Act (CBRA) of 1982 and later amendments,
removed the Federal government from financial involvementassociated with building and
developmentin undeveloped portions of designated coastal barriers (including the Great
Lakes). These areas were mapped and designated as Coastal Barrier Resources System
(CBRS) units or "otherwise" protected areas. The Act banned the sale of NFIP flood
insurance for structures built or substantially improved on or after a specified date. For the
initial CBRA designation, this date is October 1, 1983. For all subsequentdesignations, this
date is the date the CBRA zone was identified.

Financial Housing Assistance Maximum: Financial assistance for Home Repair
Assistance and Home ReplacementAssistance for owner-occupied homes is limited to a
maximum award amount, adjusted each fiscal year based on the Department of Labor
Consumer Price Index for All Urban Consumers (CPI).

Financial Other Needs Assistance Maximum: Financial assistance for ONA Personal
Property Assistance, Transportation Assistance, Moving and Storage Assistance, Medical
Assistance, Dental Assistance, Funeral Assistance, Child Care Assistance, and
Miscellaneous Other ltems is limited to a maximum award amount, adjusted each fiscal
year based on the Department of Labor CPI.

Flood Insurance Grace Period: The 30-day grace period is the time limit to purchase a
flood insurance policy. Applicants with existing insurance policies have 30 days from the
expiration date of the policy to renew the insurance contract.

Flood Insurance Rate Map (FIRM): The official map of a community on which FEMA has
delineated both the special hazard areas and the risk premium zones applicable to the
community.

Flood Insurance Waiting Period: The period for a new flood insurance policy to take
effect, usually 30 days from the date of purchase.

Flood Zone: SFHA are defined as the area that will be inundated by the flood event having
a 1-percent chance of being equaled or exceeded in any given year.

Flood Zone A: Areas subject to inundation by the one-percent-annual-chance flood event
generally determined using approximate methodologies. Because detailed hydraulic
analyses have NOT been performed, NO Base Flood Elevations (BFEs) or flood depths are
shown. Mandatory flood insurance purchase requirements and floodplain management
standards apply.

Flood Zone V: Areas along coasts subject to inundation by the one-percent-annual-chance
flood event with additional hazards associated with storm-induced waves. Because detailed
26
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hydraulic analyses have NOT been performed, NO Base Flood Elevations (BFEs) or flood
depths are shown. Mandatory flood insurance purchase requirements and floodplain
management standards apply.

Flood Zone W: FLD ZN code “W” identifies damaged dwellings located in a regulatory
floodway, zone AE as shown on the Flood Insurance Rate Maps (FIRM) and Digital Flood
Insurance Rate Maps (DFIRM). A “Regulatory Floodway” means the channel of ariver or
other watercourse and the adjacent land areas that must be reserved in order to discharge
the base flood without cumulatively increasing the water surface elevation more than a
designated height. Mandatory flood insurance purchase requirements and floodplain
management standards apply.

Letter of Map Amendment (LOMA): Is an official amendment, by letter, to an effective
National Flood Insurance Program (NFIP) map. A LOMA establishes a property’s location
in relation to the Special Flood Hazard Area (SFHA). LOMAs are usually issued because a
property has been inadvertently mapped as being in the floodplain butis actually on natural
high ground above the base flood elevation.

Otherwise Protected Areas: OPAs are undeveloped coastal areas established under
Federal or state, local, territorial, or tribal government (SLTT) law; or held by a qualified
organization, primarily for wildlife refuge, sanctuary, recreational, for natural resource
conservation purposes.

Sanctioned Community: Sanctioned Community means a community in which FEMA has
identified SFHAs on a Flood Insurance Rate Map (FIRM) and the community has failed to
join the NFIP within one year of the FIRM being published.

Acronyms

CBRA Coastal Barrier Resource Act
CBRS Coastal Barrier Resource System
cOoD Cause of Damage
DDA Damaged Dwelling Address
DR Disaster
Eligible Home Repair
Eligible PP with Flood Insurance Requirement
Eligible Replacement Assistance with Flood Insurance Requirement

Flood Insurance Rate Map
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Failed Income Test

FEMA Verified Loss

Group Flood Insurance Policy
Housing Assistance

Habitability Repairs Required
Ineligible Damaged Dwelling located in CBRA or OPA
Individuals and Households Program
Ineligible Flood Insurance

Insured Ineligible

Insured - Auto determined

Ineligible Flood Insurance - Auto determined
Ineligible Sanctioned Community
Letter of Map Amendment
Non-Compliant

National Flood Insurance Program
National Flood Insurance Reform Act
Other Needs Assistance

Otherwise Protected Areas
Permanent Housing Construction
Point of Contact

Personal Property

Small Business Administration

Sanctioned Community
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Special Flood Hazard Area

State, local, territorial, or tribal government
Social Security Number

State, territorial, or tribal government

Temporary Housing Unit
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VI. RELATED GUIDANCE

Please refer to the following:

B Standard Operating Procedures

Continued Temporary Housing Assistance

Funeral Assistance

GFIP _Eligibility

Insurance Processing for HA and Personal Property

Moving and Storage

Rental Assistance

Return — Reissue of IHP Financial Assistance

Special Handling Queries

B Resources

Helpline NPSC Caller Services Reference Guide

LOMA Application

NFIP Database

NFIRA Database
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FRAUD REVIEW STANDARD OPERATING PROCEDURES

NOTE: Because of the Privacy Act, DO NOT release any Personally Identifiable Information (PIl) or details directly related to the
registration to anyone who has NOT completed the verification process. REFER to the Helpline NPSC Caller Services Reference
Guide for.additional information and details about PII.

Group

Applicant indicates: Registration Intake/Helpline:

1.

No High or Low Risk Codes

a. Possible Fraud — Incoming
call.

1. They DID NOT complete a
regisfration; OR

2. They are coming up as.
duplicate either. while
attempting to register on, their.
own or.during acall.,

NOTE: Staff NOT trained for.
Helpline need to use warm
the call to a' I.-lbl'p.line
representative.
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Group

Applicant indicates:

Registration Intake/Helpline:

Processing Staff:

6. ADVISE the applicant someone
from FEMA will be contacting
them soon.
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Processing Staff:

Group Applicant indicates: Registration Intake/Helpline:
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Group

Applicant indicates:

Registration Intake/Helpline: Processing Staff;

1. They did NOT previously
register but wish to do so and
the disaster is open.
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Group

Applicant indicates:

1. They DID NOT previously
register but wish to do so and
the disaster.is closed.

1. They DID NOT previously
register and DO NOT wish to
register.

Registration Intake/Helpline:

Processing Staff:
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Group Applicant indicates: Registration Intake/Helpline: Processing Staff:

They did register, have NOT
received an inspection, and
require assistance with any
category.
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Group Applicant indicates: Registration Intake/Helpline: | Processing Staff: |
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Group Applicant indicates: | Registration Intake/Helpline: | Processing Staff: |
1. They did register, have NOT
received an inspection, and
DO NOT have any needs for
any category.

1. They DID NOT register, have
NOT received an inspection,
want to complete a
registration, and the disaster
isopen.
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Group Applicant indicates: | Registration Intake/Helpline: | Processing Staff: |
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| Processing Staff:

Group Applicant indicates:

1. They DID NOT register, have
NOT received an inspection,
want to complete a
registration, and the disaster
is closed.

| Registration Intake/Helpline:

1. The applicant DID NOT.
register, have NOT received
an inspection, and DO NOT
want to complete a
registration..




CIVIL ACTION No. 5:21-cv-071
7th Interim Response
000068

&) FEMA

Fraud Review Standard Operating Procedures
Effective Date: October 13,2021

Group

Applicant indicates: Registration Intake/Helpline: Processing Staff:

1. During Inspection the
applicant completed the
registration in question.

1. During Inspection they did
NOT previously register but
wish to do so.
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Processing Staff:

Group Applicant indicates: Registration Intake/Helpline:

1. During Inspection they DID
NOT previously register and
DO NOT wish to register.
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Group Applicant indicates: Registration Intake/Helpline: Processing Staff;
NOTE: If the registrationis locked,
NO further action is required.

Other Items to Note:

B DONOT sharethe registration status codes or reasons with the caller.
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o NO modification to the original EFT is allowed.
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Fraud, Waste, and Abuse

W If the caller and/or staff has knowledge of fraud, waste, abuse, or allegations of mismanagementinvolving disaster relief
operations, report this information to FEMA or DHS:

o FEMA Fraud Branch:

» Email: StopFemaFraud@fema.dhs.gov

» Fax: (202) 212-4926.
= Write:
FEMA Fraud and Internal Investigation Division
400 C Street SW
Mail Stop 3005
Washington, DC 20472-3005
o DHSOIG:
* Online through their allegation form (Recommended)
» Call:(800) 323-8603
» Fax: (202) 254-4297
= Write:
DHS Office of Inspector General / MAIL STOP 0305
Attn: Office of Investigations — Hotline

245 Murray Lane SW
Washington, DC 20528-0305
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B When making the report convey as much information (who, what, where, when, why, and how) as possible. You may request
confidentiality or register your complaint(s) anonymously.
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IDENTITY VERIFICATION

B Purpose
B Documentation or Verification Needed
B Other Items to Note

Overview

***This can be referenced by all staff (JFO, DRC, DSA,
Helpline)***

***ALL processing employees must read this
section***
. Important
Information Prior to Processing
Common Reasons for Identity Verification Fail

Unacceptable Documents

Verifications Methods

Acceptable Documentation

Processing Procedures

Joint Option Disaster Information (ONA Only)
Appeals

Exceptions

IDV_FAILED for Name Only

IRS Documents Submitted for Identity Verification
Identity Proofing Failed

. Process

. Examples and
FAQs

EEETMOUOT> EEE

Definitions
Acronyms

. Definitions and
Acronyms

. Related

Guidance Links to Related Guidance
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|. OVERVIEW

This section describes information that every employee must read before
addressing |ldentity Verification. |

Purpose:

B This Standard Operating Procedure (SOP) describes the Identity Verification (IDV)
process and the steps to assist an applicantin correcting theiridentity failure
(IDV_FAILED) status or Identity Proofing (IDP) failures (IDProof_Fail_LN,
IDProof_Error_LN, IDProof_Pend, or IDProof_Skip).

Applicants who register with FEMA are required to meet IDV requirements
(IDV_PASS) and IDP (IDProof_Pass_LN)in order to be processed for Individuals
and Households Program (IHP) assistance.

During the Registration Intake (RI) process:

NOTE:IDP failures (FAIL,
o Each applicant's name and Social Security ERROR, PEND, or SKIP) will be

Number (SSN) are verified for accuracy to confirmed as Verified through
ensure the SSN matches with the individual.  [RElEE=TOE IR eIy Il ST [Ty
The IDV checkpoints during Rl occur: an inspection is completed.

* In the Privacy Act screen; AND

= After entering the applicant’s disaster-damaged address.

Four questions will be presented to the applicantin order to satisfy an IDP
verification. The IDP verification checkpointduring Rl occurs:

= Afterthe Correspondence Preferences screen and prior to the Conclusion
screen.

B [IDV is arequirementfor any type of IHP Assistance to be paid.

B Applicants who fail the IDV process (IDV_FAILED) will NOT be presented with the
IDP questions.

Once the IDV checks have been completed, the outcome of the verification is shown
in the Banner as IDV_PASS or IDV_FAILED.

Documentation or Verification Needed:
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Acceptable documentsinclude, butare NOT limited to, the following (for details of whatis
required for each piece of documentation, referto Section Ill.B: Acceptable
Documentation):

B Documents from the Social Security Administration (SSA), Medicare, or other federal
entities, NOT including Internal Revenue Service (IRS) forms or documents;

Social Security Card, if accompanied by a current state, territorial, or tribal
government(STT) or federal ID;

CurrentPayroll Checkstub;
United States Military ID;

Documents showing proof of name change, e.g. a marriage/civil union/domestic
partnership certificate or court ordered name change;

United States Passport Booklet or Card; OR

In Puerto Rico, the photo Voter's Registration Card (when the applicantfails for
name only (SSN_NAME_FAIL).

Other ltems to Note:

B For all disasters prior to and including DR-4606-LA, individuals with a NEMIS public
records verification status of IDV_FAILED and/or OCCV_FAILED will NOT
automatically receive an initial inspection. These individuals mustsubmit an appeal
letter with supporting documentation to verify their identity and/or occupancy prior to
receiving an initial inspection.

For DR-4607-MI and forward, applicants that failed identity and/or occupancy
verification during registration will NOT be required to submitidentity and/or
occupancy documents priorto receiving an initial inspection.

o Ifidentity CANNOT be verified during the initial inspection, the applicantwill need
to submitthe required documentation to FEMA. Referto Section IIl.B: Acceptable
Documentation for additional information.

Individuals will NOT be able to create an online accountto view theirfile if their
status is IDV_FAILED, IDProof_Fail_LN, IDProof_Error_LN, IDProof_Pend, or
IDProof_Skip.

IDP failure can only be addressed by the applicantthrough the submission of
acceptable documents, when an inspection is NOT needed/required, or the
inspection returns as INCI, IMI, or Withdrawn (WVO or WVOA). Referto Section
[Il.B: Acceptable Documentation.
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B IDV is a differentrequirementthan Citizenship Verification. Individuals who are NOT
U.S. Citizens, butare either Non-Citizen Nationals or Qualified Aliens are able to
obtain an SSN to legally work in the United States. Refer to the Helpline NPSC
Caller Services Reference Guide for additional information.

o Anapplicantwhois NOT a U.S. Citizen, Non-Citizen National, or a Qualified
Alien could be IDV_PASS butwill NOT be eligible for IHP Assistance.

When processing any of the following categories for applicants that have NOT or will
NOT have an inspection, the applicantmust submit acceptable IDV documents prior
to receiving assistance. If an lIDV- Ineligible Failed IDV decision has been made, a
signed appeal letter will be required. Referto Section ll.B: Acceptable
Documentation.

o Medical Assistance;
Dental Assistance;
Transportation Assistance;
Miscellaneous Other ltems;
Funeral Assistance; OR

Child Care Assistance.

Helpline Staff: Refer to Identity and Citizenship

Verification in the Helpline NPSC Caller Services
Reference Guide for additional information.
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Il. IMPORTANT INFORMATION

| This section describes information that every employee must read before
| processing ldentity Verification.

Prior to Processing:

B Prior to reviewing or discussing Other Needs Assistance (ONA), VERIFY the ONA
Option selection.

o FEMA staff are authorized to process and discuss ONA in FEMA Option
disasters.

In Joint Option disasters, only the STT is authorized to process and discuss ONA
eligibility. Referto Section lll.D: Joint Option Disaster Information.

Helpline Staff: Refer to the Helpline NPSC Caller Services Reference Guide for
additional information.

» For ONA questionsin JointOption disasters, PROVIDE the applicantthe STT
ONA Helpline number which is listed on the Disaster Info (F8) link.

Common Reasons for Identity or Identity Proofing Verification Failure:
B An IDV_FAILED can be caused by any of the following conditions:

o The applicant's name is misspelled, or contains hyphens or punctuations; e.qg.
Jones-Brown or O’'Malley;

The married name was used while completing a registration, butthe name
change has NOT yet been recorded by the SSA, or the change to the maiden
name was recently made;

The middle initial is missing;

The applicantuses another name for doing business; OR
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o The SSNwas entered incorrectly. NOTE: Occasionally technical or

, system issues will resultin
An IDP failure can be caused by: IDV_FAILED. In this situation

o staff will need to follow
o A lack of or limited data to generate four procedures listed in this SOP.

IDP questions; OR

o Incorrect responsesto IDP questions at the time of registration and/oradditional
failed attempts at creating an online account.

USE the standard Ineligible — Failed Identity Verification (IIDV) decision code
when the applicant:

o Is NOT able to authenticate name and SSN foridentity (IDV_FAILED) at the time
of registration; OR

DOES NOT require an inspection, e.g. requests for Child Care Assistance only;
the applicantis IDP failed, e.g. IDProof_Fail_LN, IDProof_Error_LN,
IDProof_Pend, or IDProof_Skip; and the applicantdid NOT submit acceptable
IDV documents. Refer to Section Ill.B: Acceptable Documentation.

IDV_PASS and IDProof_Fail_LN, IDProof_Error_LN, IDProof_Pend, or
IDProof_Skip:

o If a case stops for manual processing post-inspection with a return reason such
as INCI, IMI, or WWO/WVOA, SELECT the eligibility determination that best
appliesto the inspection results such as INCI.

= IDP failures will be addressed once the applicantrequests a reinstatement.
For information on reinstatementrequests for previous INCI, IMI, or
WVO/MWVOA determinations, refer to the Inspection Requests and
Comparisons SOP for additional information.

NOTE: When IDP failures occur, categories that can be traditionally
processed withoutan inspection CANNOT be addressed until identity
documents are received. Referto Section Ill.B: Acceptable Documentation.

Unacceptable Documents:
B |RS forms orincome tax documentation;
B Notarized statements or affidavits from applicants or any third parties; OR

B Applications for marriage license or assistance from a Federal entity; e.g. Medicare.
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lll. PROCESS

A. Verification Methods

1. If an applicant CANNOT pass the IDV check during the registration process, an
automated lIDV decision will be added to the file and the corresponding notification
letter will be sent. Applicants will be required to submit an appeal letter with
supporting documents for review.

a. Forall disaster prior to andincluding DR-4606-LA, an initial inspection should
NOT be requested if the Banner shows IDV_FAILED.

b. For all disasters, assistance should NOT be awarded if the Banner shows
IDV_FAILED.

. Always CHECK the Registration Status screen for IDP failure codes
IDProof_Fail_LN, IDProof_Error_LN, IDProof_Pend, or IDProof_Skip if an
inspection has NOT occurred or returned with an INCI, IMI, or WVO/WVOA reason.

a. REVIEW incoming mail, the Info Control screen, and/or Comments made on
acceptable documents received.

b. When IDP failures occur, categories that can be traditionally processed without
an inspection CANNOT be addressed until identity documents are received.
Referto Section Ill.B: Acceptable Documentation.

3. IDProof_Fail_LN, IDProof _Error_LN, IDProof Pend, IDProof_Skip, and
IDProof_Pass_LN identifiers are only available in the Registration Status screen.

ID Proofing Status Codes

IDProof_Fail_LN: Recorded when someone answers 3 or the 4 questions incorrectly, the second time.
IDProof_Error_LN: Recorded if a lack of or limited data exists to generate four IDP questions.
IDProof_Pend: Recorded when the system timed out or the browser was closed before answering the IDP
guestions.
IDProof_Skip: Recorded only during Call Center Registrations when the applicant elects NOT to answer.
the IDP questions.
IDProof_Pass_LN: Recorded when all questions are answered correctly.

Table 1: Identity Proofing Status Codes

4. The dates andresults of the IDV status that impacts eligibility appearsin the
Registration Status screen orthe Banner.

a. The IDV status indicated in the Banner may differ from the Registration Status
screen if the applicanthas provided information related to IDV and the
verification was set on the Info Control screen.
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5. Changesto the file should NOT be attempted unless an appeal letter with
acceptable documents are in the file to supporta correction to the applicant's name
or SSN.

. The Registration Status screen will contain the specific fields of the verifications,
whether pass or fail. A FAILED in any of the following fields will produce an overall
IDV_FAILED status in the Banner.

| IDV Status Codes

SSN_Death: The SSN recorded in NEMIS was reported to the SSA as belonging to a deceased individual.
SSN_Multiple: The SSN recorded in NEMIS is being used by more than one individual.
SSN_Name: The name and the SSN as recorded in NEMIS DO NOT. match.
SSN_Valid: The SSN recorded in NEMIS is NOT a valid number within the SSA. This is common with
applicants who provide work visas, student visas, orIRS Tax ID numbers.

Table 2: IDV Status Codes

7. Every time a changeis made to the applicantor co-applicant's name, SSN, and/or
the date of birth, the saved changes are then verified through a verification process
called Java Auto-Determination Engine (JADE).

8. During the registration process, each applicant's name and SSN are sentto a FEMA
contractor for IDV.

Setting Verifications

1. When an applicantsubmits an appeal letter with approved documentation supporting
IDV or IDP verification, staff will access the Info Control screen:

. ADD the Identity Verification requirement;

. ASSOCIATE the Identity Verification requirementto the applicable
substantiation received,

. SET the Identity Verification requirementto Verified,

. ADDRESS/PROCESS any outstanding issues or categories of assistance;

i. Forall disasters prior to and including DR-4606-LA, if occupancy is verified,
REQUEST an initial inspection, if necessary;

. ADD a Comment; AND

i. Summary Line: FACILITY# (NPSC#) IDV_PASS AND/OR IDP_PASS =
(WHAT WAS CHANGED)

ii. Body: Changed (item) from (previous) to (corrected)
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1. Provide detail about verbal statement or documentused as proof.
2. IDV and/or IDP changed from FAILED to PASS.
3. RECORD case processing information and routing location, if applicable.

f. ROUTE the Workpacket (WP) to Send for Inspection, FEMA Approval NON-
DRM or FEMA Ineligible, as appropriate.

NOTE: The verification requirementis attached to
all categories of assistance. Therefore, if any HA or
ONA Pending (PND)lines are deleted, the Identity
Verification requirementwill automatically be reset
back to Pending Request. The Banner will also
change from IDV_PASS to IDV_FAILED.

2. In certain instances, external databases; e.g. NEMIS public records verification, may
be used by staff to confirmidentity. When this occurs staff will:

. ADD the appropriate substantiation underthe Communication screen;

. ASSOCIATE the Identity Verification requirementto the applicable
substantiation received; AND

. SET the Identity Verification requirementto Verified.

NOTE: It is possible that the Registration Status screen
will still reflect IDV_FAILED after a name change;
however, if the applicanthas an appeal letter with
acceptable documents, the verification requirementcan be

updated and the case can be processed.

B. Acceptable Documentation

Only certain documents will be considered acceptable for overturning an lIDV status due to
IDV_FAILED and/or IDP failure. Submitted documents will be reviewed for possible
correction of name or SSN. Acceptable documentsinclude, butare NOT limited to the
following:

1. Documents from the SSA, or other Federal entity, containing full or last four digits of
SSN:
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a. Medicare/Medicaid cards are acceptable as long as they are NOT expired. The
card mustinclude the full orlast fourdigits of the SSN, and it may include a letter

code such as A at theend;

. This DOES NOT include income tax documentation or IRS forms.

. Copies of Numidentreports issued prior to 2015 are viewed as acceptable
documents from the SSA.

. Social Security card:

a. Social Security card is acceptable if accompanied by Federal or state-issued
identification (current, with or withoutany portion of the SSN).

. Employer’s payroll documentor check stub:

a. The documentmust be current; AND

b. Contain thefull orlast fourdigits of the SSN.

. Military identification (ID):

a. Acceptable with or withoutany portion of the SSN.

. Documents showing proof of name change, acceptable with or withoutany portion of
the SSN:

a. Name change courtorder;
. Marriage, civil union, or domestic partnership certificate;
. Divorce or annulmentdecree;
. Certificate of citizenship or naturalization;
. United States (U.S.) Tribal governmentdocument;
U.S. amended/corrected birth certificate; AND

. If the applicantstill fails IDV using their previous name, the applicantwill be
required to submit one of the other forms of acceptable IDV documents.
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6. United States passport booklet or card:

a. Acceptable with or withoutany portion of the SSN.

7. On a case-by-case basis, FEMA may allow applicants residing in U.S. territories to
submit specific IDV documents, e.g. Voter Registration Cards, etc.

a. AllUS territories; e.g. Guam, American Samoa, Puerto Rico, the Northern
Mariana Islands, and the U.S. Virgin Islands, may have Disaster Specific
Operating Procedures to address IDV requirements specific for that region.

b. In Puerto Rico, the photo Voter's Registration card may be used to verify identity
when the applicants fails for NAME ONLY.

C. Processing Procedures:

1. Ifthere is NOT a previous IIDV decision and the documents available in the file fully
prove identity:

. ASSOCIATE the Identity Verification requirementwith the documentin the Info
Control screen;

. Forall disasters prior to and including DR-4606-LA, if occupancy is verified,
REQUEST an initial inspection, if necessary; AND

. If an inspection is NOT required, ADDRESS/PROCESS any outstanding issues
or categories of assistance.

. ENTER aComment; AND

. ROUTE the Workpacket (WP) to Send for Inspection, FEMA Approval NON-
DRM, or FEMA Ineligible, as appropriate.

D. Joint Option Disaster Information (ONA Only)

1. If processing a Joint Option Disaster:

a. ONA categories are only processed by the STT.

b. FEMA staff is authorized to process Housing Assistance (HA) categories.

2. Ifincoming mail generatesa WP to a FEMA processing queue:
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a. REVIEW/PROCESS any outstanding issues within HA categories.

i. If an additional WP is available in an STT processing queue or subqueue;
such as State Manual Determination, State Appeal, or State Supervisor
Review; NO furtheraction for ONA is required.

. If an additional WP is NOT availablein an STT processing queue; AND
1. There are NO HA categories to address:
a. ROUTE the existing WP to the State Manual Determination queue.

2. There are HA categories to address:

a. On the Confirmation screen, SELECT the appropriate Routing
location for all HA categories;

. SELECT State Manual Determination for all ONA categories; AND

. CLICK Submit

E. Appeals

1.

If applicantsent an appeal letter with documents showing proof of name changein
an attempt to address the IDV_FAILED, with or withoutany portion of the SSN:

. CHANGE the name in the Registrant Info screen to the name on the marriage
license/certificate;

. SAVE the changed information and allow the verification processto run;
i. Ifworkingin a processingqueue, PLACE the case on Hold — Current User.

. WAIT two-five minutes to allow JADE to run the verification checks and
RETURN to the case;

. Once JADE has completed its check, REVIEW the Registration Status screen
to determine if the status is IDV_FAILED or IDV_PASS;

. For all disasters prior to and including DR-4606-LA:

i. Ifthe status is IDV_PASS, REQUEST an initial inspection and ROUTE the
WP to Send for Inspection.
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1. If an inspection is NOT required, ADDRESS/PROCESS any outstanding
issues or categories of assistance and ROUTE the WP to FEMA
Approval NON-DRM or FEMA Ineligible, as appropriate.

ii. Ifthe statusis IDV_FAILED:

1. SET the ldentity Verification requirementas Verified on the Info
Control screen;

. REQUEST an initial inspection;
. ADD a Comment; AND
. ROUTE the WP to Send for Inspection.

. If an inspection is NOT required, ADDRESS/PROCESS any outstanding
issues or categories of assistance and ROUTE the WP to FEMA
Approval NON-DRM or FEMA Ineligible, as appropriate.

f. For DR-4607-MI and forward:

i. Ifthe status is IDV_PASS, ADDRESS/PROCESS any outstandingissues or
categories of assistance and ROUTE the WP to FEMA Approval NON-DRM
or FEMA Ineligible, as appropriate.

ii. Ifthe statusis IDV_FAILED:

1. SET the ldentity Verification requirementas Verified on the Info
Control screen; AND

2. ADDRESS/PROCESS any outstanding issues or.categories of assistance
and ROUTE the WP to FEMA Approval NON-DRM or FEMA Ineligible,

as appropriate.

2. If the applicantis a minor child with an undocumented parentor legal guardian as
the co-registrant:

a. The review procedure for these cases is the same as for an adult, except that the
documents need to have the child’'s name and SSN instead of the parent's or
legal guardian’s. An appeal letter also must be submitted.

i. ACCEPT all documents type listed in Section Ill.B. Acceptable
Documentation.
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b. In addition to acceptable documents in Section lIl.B. Acceptable Documentation,

the submission of the child’s social security card with a U.S. birth certificate is
acceptable verification for minor children with an IDV_FAILED.

i. Ifreceived, SET the verification appropriately on the Info Control screen.

. For all disasters prior to and including DR-4606-LA, if occupancy is verified,
REQUEST an initial inspection; OR

. For DR-4607-MI and forward, ADDRESS/PROCESS any outstanding issues or
categories of assistance.

. ROUTE the Workpacket (WP) to Send for Inspection, FEMA Approval NON-
DRM, or FEMA Ineligible, as appropriate.

3. If the case remains IDV_FAILED:

. The applicantwillremain ineligible. PROCESS as Appeal — Ineligible — Failed
Identity Verification (A-IIDV); AND

. ROUTE the WP to FEMA Ineligible.

i. [Ifunable to route directly to FEMA Ineligible, ROUTE the case to FEMA
Manual Determination, then ROUTE to FEMA Ineligible; e.g. from FEMA
Manual Determination — Citizenship Verification queue, ROUTE the case
to FEMA Manual Determination — Ineligibility Review, then, PROCESS the
case with the Ineligible decision.

F. Exceptions

There may be unique scenarios NOT specifically identified within this SOP that may require
additional assistance.

. Ifunable to determine eligibility using available SOPs, Disaster Specific Operating
Procedures or other posted information:

a. CALL the IHP Helpdesk !o_r the applicable extension number) or
EMAIL to the appropriate Supervisor or Pointof Contact (POC).

i. If after review by the IHP Helpdesk Specialistor Supervisor/POC itis
determined additional clarification is required, the IHP Helpdesk Specialist or
Supervisor/POC will:

1. EMAIL a requestfor clarification to the appropriate team via the Helpdesk
(FEMA-IHPHelpdesk@fema.dhs.gov).

14
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IV. EXAMPLES AND FAQS

Scenario 1: IDV_FAILED for Name Only:

1. The applicant, Terry Ritter; applied and received a NEMIS public records status of
IDV_FAILED and was provided an ineligible IIDV decision. A review of the
Registration Status screen indicates he failed due to name only .
(SSN_NAME_FAIL). He submits an appeal letter with a copy of his Social Security
Card and current driver’s license, both in the name of Terrance Joel Ritter.

Result: These documents are acceptable for proof of
identity. ENTER the applicant’s full name in the Registrant
Info screen following the procedure stated in Section E:

Appeals above.

Scenario 2: IRS Documents Submitted forldentity Verification:

1. The applicant, Terry Ritter; applied and received a NEMIS public records status of
IDV_FAILED and was provided an ineligible lIDV decision. A review of the
Registration Status screen indicates he failed due to name only
(SSN_NAME_FAIL). He submits an appeal letter with a copy of his 2014 IRS Form
1099 as proof of identity.

Result: IRS documents are NOT acceptable for proof of
identity. GENERATE an Appeal Request Document
(ADOC) letter with the Failed Identity Verification insert. If
an ADOC has previously been requested for the same item,
PROCESS as ineligible using the A-lIDV decision code.

Scenario 3: Identity Proofing Failed

1. The applicant, Terry Ritter; applied for Medical Assistance only and is determined
IDProof_Fail_LN because he was unable to correctly answerthe IDP questions at
RI. He submits an appeal letter with a copy of his payroll check stub with the last
four digits of his SSN included.

Result: The documentis acceptable for proof of identity.
FOLLOW the procedures stated in Section A: Setting
Verifications above to SET the Identity Verification
requirement to Verified on the Info Control screen and
PROCESS any outstanding issues or categories of
assistance.
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V. DEFINITIONS AND ACRONYMS

Definitions

Identity Verified: Applicantwill be IDV_PASS if their name, date of birth, and SSN match
with the information recorded by the SSA or if the applicant submits acceptable documents
to verify their identity.

Identity Proofing Verified: Applicantwill be IDProof_Pass if they submit acceptable
documents to verify their identity.

Numident Report: Is a query display of the information taken from an individual's
application foran original SSN card and subsequentapplications for replacement SSN
cards. A full record of all changes to the information (such as change of name)is also

maintained. The documentwill provide the information of the person attached to the
specific SSN.

Signature: A valid signature may be evidenced by any mark made by pen or pencil
denoting the signer's name or mark; a mark or name created and adopted through a
software program such as Microsoft Word; adoption of an electronic signature thatincludes
typing a name or mark at the end of an email; a digital image of a handwritten signature or
mark; the click of an “l accept” button on an e-commerce site as his or her legal signature;
or adoption of an electronic symbol, sound, or process that is attached to, or logically

associated with, the documentand executed by the applicantor his or her agent, with the
intentto sign the document.

Acronyms
A-lIDV Appeal Ineligible Failed Identity Verification
DR Disaster
Disaster Recovery Center
Disaster Survivor Assistance
Disaster Specific Operating Procedure
HA Housing Assistance
IDProof Identity Proofing

IDV Identity Verification
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IHP Individuals and Households Program
IIDV Ineligible Failed Identity Verification
IRS Internal Revenue Service
JADE Java Auto-Determination Engine
JFO JointField Office
NEMIS National Emergency Management Information System
ONA Other Needs Assistance
RI Registration Intake
Standard Operating Procedures
Social Security Administration
Social Security Number
State, territorial or tribal government

Workpacket
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VI. RELATED GUIDANCE

Please refer to the following:

B Standard Operating Procedures

o Appeal Processing

o Codes, Verifications, Request Letters, and Assistance Types

o Inspection Requests and Comparisons

B Resources

o Helpline NPSC Caller Services Reference Guide
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INSPECTION REQUESTS AND COMPARISONS

Purpose
Other Items to Note

Overview
***This can be referenced by all staff (JFO, DRC,
DSA, Helpline)***
***ALL processing employees must read this
. Important section***
Information

Prior to Processing

Eligibility Verifications

Information Requests

Processing Eligible Assistance

Processing Ineligible Decisions

Joint Option Disaster. Information (ONA Only)

Appeals

Exceptions

Initial Inspection

Appeal Inspection

FEMA Correction Inspection

Scenario 1: FVL Increased - No Previous Award

Scenario 2: FVL Increased - Previous Award Same

Category

Scenario 3: FVL Increased - Insured Applicant with

Previous Award Same Category

Scenario 4: FVL Remained Same

IV. Examples and Scenario 5; FVL Decreased - Previous Award Same
FAQs Category

Scenario 6: FVL Increased - FEMA Review with

Duplicated Line ltems

Scenario 7: FVL Increased - FEMA Review with Non-

Duplicated Line Items

Scenario 8: FVL Increased - COD Changed

Scenario 9: FVL Decreased — Multiple CODs

Recorded in Both Inspections

Scenario 10: FVL Decreased — New COD Recorded

in Second Inspection

. Process

EEEEEQOTMOUO®>N

V. Definitions and Definitions
Acronyms Acronyms

VI. Related

Guidance Links to related guidance

Real Property (RP) Eligibility Calculator

VLT e Personal Property (PP) Eligibility Calculator
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|. OVERVIEW

| This section describes information that every employee must read before
addressing Inspection Requestsand Comparisons.

Purpose: NOTE: Verification of damage

: caused by the disaster can be
B This documentaddresses procedures confirmed by an onsite, geospatial,

related to performing inspection requests or other approved alternative
and inspection result comparisons. inspection method approved for the

disaster.
Other ltems to Note: isaster

m Forall disasters prior to and including DR-4606-LA, ownership and occupancy will
be verified with NEMIS public records. If the NEMIS public records verification is
NQOT available, the applicantwill need to submit the applicable documents directly to
FEMA prior to receiving an initial inspection.

For DR-4607-MI and forward, applicants thatfailed identity, occupancy, and/or
ownership verification post-registration will NOT be required to submitidentity,
occupancy, and/orownership documents priorto receiving an initial inspection.

For DR-4609-TN and forward, applicants that self-report at Registration Intake (RI)
that they have minimal damages but can remain in their home will be automatically
issued for inspection as long as they meet all other criteria for receiving an
inspection.

o Ifthe inspector CANNOT verify identity, occupancy, and/or ownership during the
initial inspection, the applicant must still submitthe applicable documentation
directly to FEMA.

The applicant, co-applicant, or an authorized third party (18 years or older) must
be present for an inspection. Referto the Third Party Inspections section for
additional information.

Information recorded by the inspectors is the basis for most of the assistance
approved for applicants. Inspections are used to verify losses or damage caused by
the disaster and assist individuals that may be uninsured orunderinsured for
expenses and serious needs.

Applicants who live in a Coastal Barrier Resource System (CBRS), a Sanctioned

Community (SC), or are Non-Compliant (NCOMP) with the National Flood Insurance
Requirement Act (NFIRA) can still have an initial inspection regardless of the Cause
of Damage (COD). Most are auto-generated, but if the need for a manual inspection

2
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request arises, CONTINUE with normal processing when requesting an initial
inspection.

For processing information regarding CBRS, SC, and NCOMP, refer to the Flood
Zones and Other Protected Areas SOP.

When requesting an inspection, USE a pending (PND)line if the damage type is
uninsured; or, USE an insurance pending (IPND) line if the damage type is insured.

The IA Training and Development section has developed a guide that includes step-
by-step instructions and reminders about navigating and using the tools in Web
NEMIS. For additional information, referto the Web NEMIS Initial Assistance
Reference Guide.
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|l. IMPORTANT INFORMATION

} This section describes information that every employee must read before |
| processing Inspection Requests and Comparisons.

Prior to Processing:

m Priorto reviewing or discussing Other Needs Assistance (ONA), VERIFY the ONA
Option selection.

o Staffis authorized to process and discuss ONA in FEMA Option disasters.
o In Joint Option disasters, only the state, territorial or tribal government (STT) is

authorized to process and discuss ONA eligibility. Referto Section lIl.E: Joint
Option Disaster Information.

Helpline Staff: Referto the Helpline NPSC Caller Services Reference Guide for
additional information.

m For ONA questions.in Joint Option disasters, PROVIDE the applicantthe STT ONA
Helpline number, which is listed on the NEMIS Disaster Info (F8) link.

m Sequence of Delivery
o Housing Assistance (HA)
= Temporary Housing Assistance, if eligible; AND
= Home Repair Assistance or Home Replacement Assistance.
o ONA
= Funeral Assistance, if there is a pending funeral review;
e SPLIT/ROUTE the Funeral PND line to the FEMA or State Funeral queue

for processing by designated staff. Refer to the Funeral Assistance SOP
for additional information.
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e When moving to the next eligible award in the sequence, if necessary,
ADJUST the eligible award by one full funeral maximumamountto ensure
funds are available for funeral expenses.

o DO NOT hold/deductfunds when processing Americans with
Disabilities Act (ADA) item awards.

o DO NOT delay processing other eligible funds to await a funeral
decision.

= Personal Property Assistance (PP); AND

= All other categories, if funds are available under theirrespective maximum
amount of assistance.

B ADA assistance reviews are only assigned to a limited group of Specialized
Processing Unit (SPU) staff.

o DO NOT process ADA RP items unless specifically assigned.

o Ifa WP with RP ADA lineitems is identified outside of the FEMA Special
Handling queue:

= ADD a Comment; AND

= ROUTE to the FEMA Supervisor Review — ADA Process subqueue.
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A. Eligibility Verifications

Applicants must meet the eligibility criteria for each type of assistance in order to receive
that assistance.

1. Verifications Completed by Inspector
a. Theinspectorwill:

i. Verifythe applicant's name, address, contactinformation, proof of ownership,
occupancy status, and insurance;

1. For all disasters prior to and including DR-4606-LA, occupancy and
ownership will NOT be verified by the inspector.

2. DR-4607-MI and forward, applicants that failed identity, occupancy,
and/or ownership verification during registration can provide proof of
identity and/or occupancy to the inspector.

a. If occupancy and/orownership CANNOT be verified during the initial inspection,
the applicantwill generally need to submit the required documentation to FEMA.

i. Documentthe pre-disaster residence’s square footage, foundation, and
structural type, e.g. one or multiple stories;

. Record the COD, applicable water levels, impacted utilities, and accessibility
features;

iii. Confirmindividuals livingin the pre-disaster residence and bedrooms
occupied;

iv. Assess the pre-disaster residence’s structure, furniture, and appliances for
damages caused by the disaster, as well as undamaged items; AND

. Assess any associated medical, dental, transportation, or miscellaneous item
expenses.

1. To include Americans with Disabilities Act (ADA) real property (RP) items
dueto a disaster-cause injury/iliness.

2. Manual Eligibility Verifications
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a. If an eligibility determination did NOT auto process, FOLLOW the standard
eligibility verifications for each category of assistance.

i. Referto the applicable Processing Procedures Manual (PPM) Standard
Operating Procedures (SOPs) for additional information.

B. Information Requests

In addition to the verification requirements listed under Section A: Eligibility Verifications,
the applicantis required to submit documents indicating the expense was caused by the
disaster and the amount of expenses.

1. Some situations can be resolved by performing a courtesy call to a contractor
(three call attempts required). Referto the Outbound Calls and Third Party
Verifications SOP for additional information.

a. If the call attempt is successful: b. If the call attempt is unsuccessful:

i. OBTAIN required information i. COMPLETE a review of all
from the contractor; AND other verification requirements

and documents received;

ii. RECORD the response(s)in
NEMIS and CONTINUE ii. CALL the applicant, PROVIDE
processing. details of information required

from a contractor, RESOLVE

any outstanding questions; AND

iii. PROCESS a determination by
category and REVIEW options
for request letters such as
Appeal Request Documentation
(ADOC) if a previous initial
determination has been
processed. Referto the Codes.
Verifications, Request Letters,
and Assistance Types SOP for
additional information.

C. Processing Eligible Assistance

When issuing an inspection, itis critical to know when to request an inspection, the type of
inspection to request, and how to request an inspection.

1. When to Requestan Inspection
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a. Inspections for the following categories of assistance are warranted:
i. HA;
i. PP;AND

iili. Transportation only when combined with other HA or ONA categories; DO
NOT request an inspection for Transportation only registrations.

iv. ADA RP items due to a disaster-cause injuryl/iliness.

. Inspections for the following categories of assistance should NOT be requested,
unless directed otherwise by Disaster Specific Operating Procedures (DSOP).

i. Medical;
ii. Dental;
iii. Funeral; AND

iv. Miscellaneous.

2. Types of Inspections

a. Contractor Requested Correction Inspection (CCOR)

i. Atype of inspection thatis requested when the report contains ambiguous or
conflicting information, errors, and/or when the inspection was NOT
performed.

ii. This type is initiated only by the contractor.

iii. DO NOT use thisinspection request.

b. FEMA Appeal Inspection

i. Type of inspection requestwhen:

1. The applicant submits documentation that meets the appeal request
requirements;

2. The requestis for damage(s) NOT addressed in a previous inspection;

a. Example: An applicantclaims damage caused by the disaster (with or
withouta contractor estimate, bill, or receipt) to utilities, real property
(RP), PP, or rooms that are NOT listed in previous inspection reports

8
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and are NOT identified as Not Affected in previous inspection
Comments.

3. Therequestis for an increase in the level of damage for an item(s)

S.

6.

recorded in a previous inspection. This type must be accompanied by an
estimate, bill, or receipt;

a. Example: The contractor or technician assessment/statement confirms
additional damage caused by the disaster to RP./ PP items identified in
a previous inspection report as Repair, Replace, or Not Affected.

. Therequestis for ADA RP items dueto a disaster-caused injury/iliness.

This type must be accompanied by a medical provider letter, itemized
bill/estimate/receipt, and the ADA RP items notcovered by insurance. The
purpose of the inspection will be to ensure the required real property items
can be added to the home and are necessary for accessibility. E.g. A long
ramp is not needed for a ground level entrance to a home.

a. inspection requestfor ADA/RP items due to a disaster-caused
injury/iliness an EMAIL must be sentto the Housing Inspection
Services - Task Monitors (HIS). Referto the Home Repair Assistance
SOP for additional processing information.

NOTE: DO NOT request a second appeal inspection (third
overall inspection) unless there is new evidence on file
indicating damage(s)was NOT addressed in any of the
previous inspections. INCLUDE/DESCRIBE the
unaddressed items requiring review in the Inspection
Request Comment.

Signed estimates, bills, receipts, ledgers, contracts, etc.
are NOT acceptable in place of an appeal letter.

In FEMA Option disasters, ONA appeals will follow the above procedures
for the categories of; AND

a. PP; AND
b. Transportation, only when combined with other HA or ONA categories;

i. Appealinspections should NOT be requested for a Transportation
Only registration.

Not Caused by the Disaster (NCD).
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. When an Inspection Reportcontains a Comment that states NCD,
even if the NCD item is NOT specifically identified, a verified
estimate/receipt is required in the file before an appeal inspection may
be requested.

. There may be unique circumstances in which a detailed explanation of
damage caused by the disaster, NOT listed in the first inspection report
or listed as NOT caused by the disaster, would warranta second
inspection.

. If an applicant submits an estimate/receipt for items listed as NCD,
staff would:

i. CALL the contractor;
ii. VERIFY the COD;
iii. VERIFY if the damage was caused by the disaster; AND

iv. ISSUE an appeal inspection if appropriate.

NOTE: Appeal inspections are NOT requested when
processing in FEMA Manual Determination. Referto the
Appeal Processing SOP for additional information.

c. FEMA Correction (FCOR) Inspection

i. FCORSs are requested when the previously completed inspection report
contains ambiguous or conflicting information, is NOT detailed enough to
make a determination, or when the inspection was NOT performed according
to the Inspection Guidelines.

ii. This type of inspection can be requested by staff, Housing Inspection
Services (HIS) Quality Assurance (QA) team, HIS Task Monitors (TM) or by
the contractors themselves.

iii. The HIS TM's will determine which inspections will be returned for correction.

1. HIS have specific criteria for making this determination to maintain
consistency within this task.

2. If the information in the applicant's file is sufficient to process or that the

items in question DONOT interfere with the appropriate eligibility
determination,the FCOR will NOT be issued.
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iv. For contractual reasons, HIS Managementis required to reissue certain
Quality Assurance (QA) inspections as FCOR inspections. When this
occurs, a Workpacket (WP) is created in NEMIS. When the WP returns from
inspection, itis normally returned to the FEMA Manual Determination
queue.

1. If the correction indicates the applicantwas underpaid on the initial
inspection, SUPPLEMENT the applicant's award for the additional amount
determined in the FCOR.

2. If the correction indicates the applicantwas overpaid, and there are no
Gross Errors; ADD a Comment and ROUTE to FEMA Complete.

a. A Gross Error is noted when the item quantity and/oritem pricing is
unrealistic or exceeds the allowable program limit, e.g. the inspection
exceeded the allowable quantity limitfor a specific line item.

NOTE: For RP line items, the allowance quantity limit may
be exceeded up to the amountrecorded by the FEMA
inspector. This is NOT permitted for PP line items.

i. If the conflictis based on an issue of interpretation, e.g. the initial
inspection listed the home as destroyed and the FCOR inspection
listed the home as repairable; it would NOT be considered a Gross
Error.

. Examples of Gross Errors include, butare NOT limited to:

i. The initial inspection recorded 24,500 SF of drywall and the FCOR
inspection recorded 2,450 SF; OR

ii. The initial inspection recorded 200 outlets/switches and the FCOR
inspection recorded 20.

. If a Gross Error is identified, PLACE the case on Hold — Program
Review and EMAIL the FEMA-IHP-Recoupment-Task-Force.

i. The Preliminary Debt Validation Review (PDVR) team will
determine if a Gross Error has occurred.

d. Referto FEMA Correction for additional information.

3. If the correction returnsto the FEMA Manual Determination queue
before the initial inspection has been paid, process initial decision
according to the FCOR inspection results.
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4. When a FCOR inspection requested by Specialized Processing Unit
(SPU) staff is returned, the WP should be manually routed to the FEMA
Appeal queue for processing.

d. Geospatial Inspection

i. In disasters where the impacted areas are inaccessible ortoo hazardous to
fully perform onsite inspections, FEMA may use geospatial inspections to
verify losses.

ii. Geospatial inspections can be instrumental in FEMA’s ability to quickly
determine eligibility for many communities and expedite delivery of initial
assistance to eligible applicants.

. FEMA will use geospatial imagery to reasonably determine ifa home is
destroyed withoutrequiring an onsite inspection.

1. These files will be stamped GIS_DEST in the Registration Status screen.
2. Applicants must meet all other standard eligibility criteria.

3. Onlyone paymentwill be made per pre-disaster household to avoid
duplication.

. Inaccessible Inspection

i. Inspection requested when the initial inspection is returned as Inaccessible
because itis NOT possible for the inspector to reach a damaged unitdueto a
temporary condition caused by the disaster, e.g. high water, road and bridge
washouts, etc.

ii. When the applicant notifies FEMA that the above condition no longer exists,
reissue the inspection.

iii. Inaccessible will automatically defaultin the Inspection Reason drop-down
menu for this type of inspection.

Initial Inspection

i. The majority of initial inspections are auto-generated after Rl. However, some
applicants DO NOT receive one automatically.

. For all disasters prior to and including DR-4606-LA, initial inspections should
NOT be requested if the applicantfailed identity and occupancy verification
post-registration and has NOT submitted identity or occupancy documents.

12
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iii. For DR-4607-MI and forward, applicants that failed identity and occupancy
verification post-registration will NOT be required to submit identity or
occupancy documents prior to receiving an initial inspection.

1. REQUEST an initial inspection if the above requirements are met and the
applicanthas NOT had a previous inspection from FEMA. This includes,
butis NOT limited to:

a. Non-referral NONREF);

b. Non-registrations (NONREG);

. IRND - Ineligible Reported No Damage status (for all disasters prior
to and including DR-4607-Ml); AND

. Insured (INS). Prior to requesting an initial inspection for an applicant
with an INS status:

CONFIRM the applicanthas submitted his/herinsurance settlement
or denial letter; AND

ii. The netinsurance settlement is less than the Financial HA
maximum, the financial ONA maximum, or both.

iii. For DR-4563-AL and forward, if the applicantreceives an lINR —
Ineligible Insured No Response letter, they mustinclude an
appeal letter with any submission of insurance documents afterthe
date of the IINR.

1. Refer to Insurance Consideration for additional information.

2. Alldisasters prior to and including DR-4606-LA, refer to the
below table for additional information.

Owner/Renter? | IDV_Fail? | OCC Fail? | Own_Fail? | Inspection?
Owner No No initial inspection
Owner Yes _ No initial inspection
Owner _ Yes : No initial inspection
Owner | No. initial inspection
Owner No No initial inspection
Owner S, Yes . No initial inspection

No REQUEST initial
inspection.

No . REQUEST initial
inspection.
Renter. S, Yes No initial inspection
Renter [ Yes No. initial inspection
Renter. No No initial inspection

Owner

Owner
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No No N/A REQUEST initial
inspection

Table 1: Initial Inspection Decision Matrix for ONLY for disasters priorto and including DR-4606-LA

Renter

g. Missed Inspection

i. Inspection requested after an applicant’s firstinspection is returned with a
status of Ineligible Missed Inspection (IMI) when the applicantfails to keep
two pre-arranged appointments with the inspector.

ii. Asecondinspection will be issued when the applicantcontacts FEMA and
indicates they can meet with the inspector.

1. A verbal or written inspection requestis acceptable.

iii. CHOOSE Missed Inspection from the Inspection Reason drop-down menu
for this type of inspection.

. No Contact Inspection
i. Inspection requested when the firstinspection is returned with a status of No
Contact for Inspection (INCI) because an inspectorhas attempted and failed

to contact an applicant.

ii. A secondinspection will be issued when the applicantcontacts FEMA and
indicates they can meet with the inspector.

1. A verbal or written inspection requestis acceptable.

iii. No Contact will automatically defaultin the Inspection Reason drop-down
menu for this type of inspection.

Outreach Inspection

i. Inspection requested to allow contractors to identify inspections issued only
for special projects.

ii. DONOT usethisinspection type unless otherwise directed by your
supervisor/Point of Contact (POC).

QA Reinspection Inspection

i. Inspection requested to allow contractors to identify inspections issued only
for special processes.

1. When the QA Reinspection returns, an Inspection Comparison must be
performed to determine if a supplemental paymentis warranted.

14
Back to Top




@ FEMA Inspection Requestsand Comparisons

Effective Date: September22, 2021

i. DONQOT usethisinspection type. Used for FEMA in-house QA inspection
process.

. Reinspect Inspection

I. Inspection requested by FEMA as a follow-up inspection following an internal
review of case records. This includes:

. When an initial inspection was incomplete; OR
I. When additional damages occurred within the designated incident period.
1. The COD must be included in the disaster declaration.
a. When the Reinspect inspection returns, an Inspection Comparison

must be performed to determine if a supplemental paymentis
warranted.

Special RequestInspections: Congressional/Escalated/JFO High Priority
Requests

i. EMAIL the inspection requestto the IHP Helpdesk.

. Special RequestInspections: ONA Program Requests

i. The NEMIS Business Rules will automatically request an initial inspection
when:

1. The Small Business Administration (SBA) status is referred back to ONA;
2. The applicantindicated uninsured PP damages; AND
3. A previousinspection has NOT been completed.

. Ifan initial inspection has NOT been automatically requested, a manual
request will need to be entered.

n. Withdrawn Inspection
i. Inspection requested when the firstinspection is returned with a status of
Withdrawn (WVO) for HA categories or Withdrawn Voluntarily (WVOA) for
ONA categories. Reasons for a WVO or WVOA status include:

1. The applicantvoluntarily withdrew their inspection;
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. The inspector withdrew the applicantdue to unsuccessful contact
attempts; OR

. The applicantis displaced and has NOT submitted Written Consent
authorization fora third-party inspection.

ii. The applicant may request the first Withdrawn inspection verbally or in
writing.

iii. Anyrequests for a third-party must be accompanied by a valid Written
Consentauthorization.

1. Withdrawn will automatically defaultin the Inspection Reason drop-
down menu for this type of inspection.

NOTE: When a second inspection is returned with a status
of INCI, IMI, or WVO, the applicantmust request a third
inspection in writing. The type of inspection requested is
based on the second inspection status given to the
applicant.

3. Howto Requestan Inspection

a. ADD the PND/IPND line;

i. On the Assistance screen, CLICK Add on the Housing Assistance and/or
PP/Other Assistances frame; AND

ii. ADD a PND/IPND line for each assistance category that requires an
inspection. DONOT add a PND/IPND line for Transportation Assistance
unless an inspection is also being requested for HA and/or Personal Property.

1. On the Category dropdown, SELECT the assistance type that requires an
inspection;

. On the Asst Type dropdown, SELECT Initial, Appeal, or
Reconsideration, as appropriate;

. On the Eligibility dropdown, SELECT PND foruninsured applicants or
IPND for insured applicants; AND

. CLICK Save.
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NOTE: For Joint Option disasters, a PND/IPND CANNOT
be added for ONA categories. ONA categories will be
processed by the STT after the inspection returns.

b. On the Inspection Summary screen, SELECT the Request Inspection link;
i. SET the Inspection Reason, e.g. Initial, Appeal, FCOR, etc;
i. SET the Prior Inspection if NOT requesting an initial inspection;
iii. SET Performed By to Contractor, unless otherwise directed,

. DO NOT update the Contractor or Priority settings. ENSURE the Priority is
set as No.; AND

v. CLICK Save.
c. ADD a Comment; AND
i. Inthe Comment Details explain the reason for the inspection request.

1. When hotel/motel receipts are in the file, the case should be manually
reviewed for Lodging Expense Reimbursement (LER).

. The Comment for an inspection requestthatincludes LER should also
contain the following:

a. ‘LER requested documentis present in the file, please flag for manual
review,”

d. ROUTE the WP to Send for Inspection.

4. Insurance Consideration

a. If the applicanthas a Homeowners Insurance policy (HOI) and the COD to the
home is a covered peril(s) underthe policy, the initial eligibility determination will
be INS.

i. DONOT request an Inspection until either:
1. The Insurance Settlementor Denial letter is in the file; OR

2. A verbal confirmation is received from the insurance company regarding
the Insurance Settlementor Denial.

17
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3. For DR-4563-AL and forward, if the applicantreceives an lINR -
Ineligible Insured No Response letter, they mustinclude an appeal letter
with any submission of insurance documents after the date of the IINR.

ii. The netinsurance settlement must be underthe respective Financial HA or
ONA maximums before an inspection may be requested.

1. If the netinsurance settlement exceeds the Financial HA or ONA
maximum, the applicantis ineligible in the respective Category. Referto
Step 4 of the Matrix for Initial Inspection for additional information.

a. DO NOT request an inspection;

b. PROCESS as INI/INFI with the Insurance Settlement exceeds FEMA
Eligible Damage insert and ROUTE to FEMA Ineligible. Refer to the
Web NEMIS Initial Assistance Reference Guide for additional

information.

iii. In the Eligibility field, SELECT PND if the applicantis uninsured forthe COD
or IPND if the applicantis insured forthe COD. REVIEW the chart below for

examples.

iv. Example inspection requestflow chart:

USE the following when t
If the applicant has damages from flood, and
they have Flood Insurance

e criteria above is met.

REQUEST an inspection as IPND

If the applicant has damages from flood, and
they have HOI insurance but NOT flood
insurance.

REQUEST an inspectionas PND

If the applicant has damages covered by HOI
or Renters insurance and has flood insurance
but NOT HOI insurance.

REQUEST an inspectionas PND

If the applicant has damages covered by both
HOI or Renters insurance and Flood
Insurance and has both Insurance types

REQUEST an inspection as IPND

If the applicant has Mobile Home Insurance,
regardless of the COD.

a.

REQUEST an inspection as IPND

If the applicant has NO insurance.

a.

REQUEST an inspection as PND

Table 1: PND and IPND Inspection Request

b. Referto the Insurance Processing for HA and Personal Property SOP for

additional information.

5.

Inspection Comparisons

Applicants can receive multiple inspections within a single disaster. Because of this,
staff must manually complete a comparison of the total FEMA Verified Loss (FVL)
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amounts for HA and/or ONA categories. The most recently completed inspection must
be compared to all previous inspections.

NOTE: If an applicantwas NOT previously provided IHP
assistance and multiple inspections were completed, the
last inspection will override the results of the previous
inspections.

a. Forall inspection requests, a review of the Habitability Repairs Required (HRR)
decision and a comparison of the previous and current EVL amounts must be
completed for each category of HA and ONA.

. Changestothe FVL amounts may be due to:
Line items added or removed;

Increase or decrease in the Repair/Replace Level (X, Y, or Z) for line items;
OR

iii. Anincrease or decrease in the identified line item quantity.

In the case that any subsequentinspection is completed after the initial, staff will
have to process the new.inspection results.

Result from Inspection Process
HRR changes from NO to Yes a. PROCESS any applicable assistance according to posted procedures
using the results from the most recent inspection.

Refer to the Appendix forinformation on using the Eligibility
Calculators.

HRR changes from YES to NO . For inspections initiated from an applicant’s request, e.g. Reinspect,
' Appeal, etc.; PROCESS applicable ineligible determination and
ROUTE the file to FEMA Ineligible.

NO assistance for the same . The most recent complete inspection will override the results of any
category (HA or ONA) has been previous inspections.

awarded based on the previous
inspection(s) . PROCESS any applicable assistance using the results of this
inspection according to posted procedures.

Refer to the Appendix forinformation on using the Eligibility
Calculators.

Any verifications change from . GENERATE an ADOC to request missing verification requirements;
Verified in the initial inspection
to Not Verified in any of the . CALL the applicant to inform them of the missing verifications;
subsequent inspection(s)

c. ADD a Comment with a summary of the missing verifications; AND

d. ROUTE a WP.to FEMA Pre-Recoupment Review.
Table 2: Inspection Comparison Chart
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If an inspection is completed and the applicantwas previously awarded for the
same category (HA or ONA), staff will have to do an inspection comparison.

i. COMPARE the total FVL between the most recent and previous
inspection(s).

1. If the most recentinspection shows a greater FVL amountthan the
previous inspection(s), REVIEW the file for a possible supplemental
payment.

a. There may be an unmetneed.

i. If all other verifications are met, PROCESS the supplemental
payment for HA and/or ONA.

ii. Refertothe Appendix forinformation on using the Eligibility
Calculators.

If the total FVL amount increases.

If NO assistance was previously awarded If assistance was previously awarded for the

forthe same category, PROCESS the same category and all eligibility criteria remains

initial award based on most recent valid, PROCESS the supplemental award for the
[ inspection. difference in the EVL amounts.

Table 3: FVL Increase
b. When paying the supplemental award:

i. SELECT all eligible recorded amounts for the subsequent
inspection on the Real Property Line ltems and/or Personal
Property Line Items frames.

ii. On the worksheet(HA and Other Assistance independently:
1. SELECT theeligible determination, e.g. EHR, EPP.

2. DEDUCT the amountof the previous award by using the
Previous Amt field, SELECT the prior award line.

3. ADD a Comment
4. ROUTE to Approval queue.

c. Referto Inspection Comparison: Example 2

2. If the most recent inspection shows an equal FVL between inspections,
the applicantwill NOT be eligible for additional payment.
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. PROCESS the ineligible decision to notify the applicantthey are NOT
eligible for additional assistance.

. Keep in mind, the applicantcan be ineligible in HA buteligible in ONA
or vice versa.

i. COMPARE all categories separately

c. Referto Inspection Comparison: Example 4.

3. If the most recentinspection shows the FVL as less than the previous
inspection(s), the applicantwill NOT be eligible for supplemental payment.

a. PROCESS the ineligible decision to notify the applicantthey are NOT
eligible for additional assistance.

NOTE: Applicants can be ineligible for HA but eligible for
ONA, or vice versa.

If the total FVL amount remains the same or decreases
PROCESS the ineligible decision (for each category reviewed) to notify the
applicant they are NOT eligible for additional assistance.
In HA, USE the combo wizard when
addressing multiple decisions.
In ONA, USE the ineligible decision that best
applies and PERFORM a courtesy call to the,
applicant to explain the multiple denial
reasons.
Table 4: FVL Remainsthe Same or Decreases

The ineligible decision could be IID in the
case of a Reinspect. However, other
ineligibility decisions can apply such as
INPR - Ineligible Not Primary
Residence.

b. If the applicanthas a previous eligibility determination:
i. USEthe A-INO determination with the appropriate letter insert.
ii. ADDaComment; AND

ii. ROUTE to Approvall/lneligible queue.

e. Applicants have the option to submit documents for consideration.

i. If a paymentis made under Asst Type of FEMA Review due to verified
contractor estimates or receipts, Staff will manually review the line items

separately.

1. FEMA Review line items are manually addressed based on documents.

2. Typically, no deduction for these awards is necessary.
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3. Referto Inspection Comparison: Example 6

Some applicants have insurance with additional coverage add-ons also
known as insurance riders, e.g. Homeowners Insurance with Sewer Backup.
This can alter the insurance coverage verifications to prevent a possible
duplication of benefits.

1. FOLLOW all standard insurance processing procedures.

2. If the COD for a line item changes from Not Insured in the initial
inspection to Insured in any subsequentinspections, PERFORM an
insurance comparison review.

. If an itemized settlement is voluntarily submitted by the applicant,
REVIEW the line items previously awarded and the items recorded in the
insurance settlementto determine if there are any items recorded by the
inspection with a COD that is covered by the insurance. Referto the
Insurance Processing for HA and Personal Property SOP for additional
information.

. If any subsequentinspection returns with less FVL than the initial
inspection, and the line item(s) was covered by the insurance settlement,
ROUTE the case to FEMA Pre-Recoupment — Policy Review to review
for a potential improper payment.

5. Referto Inspection Comparison: Example 8

Forreturned FCOR, unless requested as part of a recoupmentor appeal, no
ineligible decision orletter will be processed.

i

If an FCOR returns with an increased FVL amount, PROCESS an eligible
decision. Referto the Appendix forinformation on using the Eligibility
Calculators.

ii. fHRRremains No:

1. DELETE the PND line;
2. ADD a Comment; AND

3. ROUTE the WP.to FEMA Complete.

iii. If the FVL amountstays the same:

1. DELETE the PND line;
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2. ADD a Comment; AND
3. ROUTE the WP to FEMA Complete.

. Ifthere is a decrease in the FVL amountor information reflecting the
applicantis NOT eligible for previously provided assistance:

1. DELETE the PND line;
2. ADD a Comment; AND
3. ROUTE the WP to FEMA Complete.

. If an FCOR returns with an HRR change from No to Yes and the applicantis
insured:

1. FOLLOW all standard insurance processing procedures.

a. If FVL is greater the insurance settlement, PROCESS an eligible
decision.

b. Ifthe FVL is less than theinsurance settlement, PROCESS an
ineligible decision.

6. Third Party Inspections

a. Inspectors may have difficulties completing inspections because of displaced
applicants/co-applicants.

i. In the case the applicant/co-applicant cannotaccompany the inspector into
the damaged dwelling address (DDA), the applicant MUST submita Written
Consent to identify an authorized third party to complete the inspection
process.

1. The applicant MUST provide a Written Consentletter, a completed
Authorization for the Release of Information Under the Privacy Act
form, or a Power of Attorney, Guardianship, or Conservatorship document
to authorize a third party inspection.

. This authorizes a third party representative approved by the displaced
applicant/co-applicant, e.g. friend, relative, landlord, policeman, fireman,
etc.; to meet with the inspector and answerany necessary questions as
part of the inspection.
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a. Written Consentand Sharing Applicants Information SOP for additional
processing information.

3. Inspectors will only meet with the applicant, co-applicant, or an authorized
third party to perform an inspection.

4. The third party MUST be over the age of 18 in order to attend the
inspection on the applicant’s/co-applicant’s behalf.

b. Before requesting an inspection, OBTAIN a Written Consentalong with the
following information from the applicant/co-applicant:

i. Third party name;
ii. Third party contact phone number; AND

iii. VERIFY in the file that the inspector will be able to gain entry to the DD (not
required for Remote Inspections).

1. Ifno:

a. DO NOT continue with the request for the third party inspection until
the inspector can gain entry to the DD.

b. PLACE a courtesy call to the applicant/co-applicantand INFORM them
that anotherinspection will NOT be requested until the DD is
accessible and they will need to notify FEMA at that time.

2. Ifyes:
a. CONTINUE issuing an inspection.

b. PROVIDE the applicantwith the criteria for Written Consent. It must:

i. Be written or typed;

ii. Includetheapplicant’s or co-applicant's first and last name listed in
the file;

iii. Include the applicant’s or co-applicant's date and place of birth;

iv. Include an individual identifier, such as the applicant's or co-
applicant’s registration number, current mailing address (CMA) or
DDA, or Social Security Number (SSN);

c. ADD a Comment
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i. Summary Line: Facility# (NPSC#) THIRD PARTY INSPECTION
REQUEST

ii. Details:
1. LIST the name of the authorized third party;
2. LIST the contact numberof the authorized third party; AND

3. For Appeal, Reinspect, or FCOR inspections: LIST details on
the items being appealed or needing special attention.

c. Inspector Responsibilities

i. COORDINATE with the applicant's/co-applicant’s authorized third party to
perform a complete inspection.

D. Processing Ineligible Decisions
USE all standard ineligible decisions when processing returned inspections. PROCESS all

denial decisions by category with the associated Category, Asst Type, and Eligibility
Code selection or selections.

1. Standardineligible determinations and reasons fordenial include:

. IID - Home is Safe to Occupy
i. The most common ineligible code from a returned inspection is IID. This
comes after the inspector verifies that the home is safe to occupy, or
applicantdid NOT receive enough damage from the disaster.

. INDR - Ineligible Damage Not Caused by the Disaster

i. The applicanthas damages that the inspector cannot confirm were caused by
the disaster.

. IMI —Ineligible Missed Inspection
i. The applicantscheduled an inspection with the inspector but missed the
inspection. Afterthe inspection is reissued and completed, staff will process

the initial decision.

. INCI - Ineligible No Contact for Inspection
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i. The inspectormade three attempts to contact the applicantand was
unsuccessful. After the inspection is reissued and completed, staff will
process the initial decision.

. WVO - Ineligible Withdrew Voluntarily

i. For HA categories, once the inspector contacts the applicant, they can
withdraw their application for FEMA assistance. Applicants can also receive
this denial with the same meaning as No Contact.

WVOA - Ineligible Withdrew Voluntarily by Applicant
i. For ONA categories, once the inspector contacts the applicant, they can
withdraw their application for FEMA assistance. Applicants can also receive

this denial with the same meaning as No Contact.

. INS or INSFI - Insurance
i. Typically, these are auto-determination decisions created when the applicant
hasinsurance coverage for the perils recorded during Rlor duringthe
inspection process.

. These determinations are typically made prior to any comparison with actual
insurance settlementor denial documents.

. lIDV- Ineligible Failed Identity Verification

i. Unableto authenticate name and SSN.

E. Joint Option Disaster Information (ONA Only)

1. If processing a Joint Option Disaster:

a. ONA categories are only processed by the STT.

i. FEMA staff is authorized to process Housing Assistance (HA) categories.

2. Ifincoming mail generates a WP to a FEMA processing queue:

a. REVIEW/PROCESS any outstanding issues within HA categories.

I. If an additional WP is available in a state processing queue orsubqueue;
such as State Manual Determination, State Appeal, or State Supervisor
Review; no furtheraction for ONA is required.
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ii. Ifan additional WP is NOT availableina STT queue; AND
1. There are no HA categories to address:
a. ROUTE the existing WP to the State Manual Determination queue.
2. There are HA categories to address:

a. On the Confirmation screen, SELECT the appropriate Routing
location for all HA categories;

. SELECT State Manual Determination for all ONA categories; AND

. CLICK Submit.

F. Appeals

Appeal inspections are processed using standard appeal procedures. Referto the Appeal
Processing SOP for additional information.

G. Exceptions

There may be unique scenarios NOT specifically identified within this SOP thatmay require
additional assistance:

If unable to determine eligibility using available SOPs, Disaster Specific. Operation
Procedures, or other posted information:

a. CALL the IHP H.eIp_deskamr the applicable extension number;
or EMAIL the appropriate Supervisor. 3

i. |If after review by the IHP Helpdesk Specialistor Supervisor/POC itis
determined additional clarification is required, the IHP Helpdesk Specialist or

Supervisor/POC will:

1. EMAIL a request for clarification to the appropriate team via the
Helpdesk (FEMA-IHPHelpdesk@fema.dhs.gov).
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IV. EXAMPLES AND FAQS

Initial Inspection

Step

1. An applicantregisters for disaster assistance and lists Home and PP damage as
Unknown. The applicantthen calls the Helpline to state that they did experience
both Home and PP losses. The Helpline representative changes damages reported
from Unknown to Yes.

a. The Helpline representative will CREATE a WP and ROUTE it to the FEMA
Manual Determination queue in orderto request an inspection.

. In FEMA Manual Determination, ADD a PND/IPND line for both HA and PP;

REQUEST the initial inspection. ENSURE the Priority is set as No. DO NOT.

update the inspection priority.

2. REVIEW the matrix below to determine when to requestan initial inspection.

a. all disasters prior to and including DR-4606-LA, applicants must verify occupancy
and/or identity prior to requesting an initial inspection.

. DR-4607-MI and forward, applicants that failed identity and occupancy
verification post-registration will NOT be required to submit identity or occupancy
documents prior to receiving an initial inspection.

Question:
Is the applicant
claiming Home
Damage?

Matrix for Initial inspection

If / Then:

No, CONTINUE to

next column.

Yes, CONTINUE
with Step 2.

Question: |

Is. the applicant
claiming PP
damage?

Ifi Then
No, CONTINUE
to next column.

Yes,
CONTINUE with
Step 2.

Action in case:
DO NOT request an
inspection oradd pending
lines.

REVIEW unmet needs for
other categories, which DO
NOT. require an onsite
inspection.

Is the applicant
SBA dependent,
e.g.SBA =
HAPP oris the
Disaster a Joint
Option?

Yes, CONTINUE
next column.

No, CONTINUE
with Step 3.

For SBA Dependent: DO NOT request an inspection oradd a
pending line for PP. REVIEW unmet needs, for other categories,
which DO NOT. require an onsite inspection.

(If there is still Home Damage to address, CONTINUE to Step

3)

For a Joint
Option: Is
there an open
WP in State
Manual
Determination
queue?

No, CONTINUE
to next column.

Yes,
CONTINUE. with
Step 3.

ROUTE WP to State Manual
Determination queue.

(If there is still Home
Damage to address,
CONTINUE to Step 3.)
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Question:
Does the
applicant have
insurance that
covers the
CoD?

If / Then:
Yes, CONTINUE to
next column.

No, CONTINUE
with Step 4.

CIVIL ACTION No. 5:21-cv-071

Inspection Requests and Comparisons
Effective Date: September22, 2021

Matrix for Initial inspection

| Question: |
Is the denial,
settlement, or
verbal
confirmation
from insurance
company
available?

Ifi Then
No, CONTINUE
to next column.

Yes,
CONTINUE with
Step 4.

Action in case:
CALL the insurance
company and CONFIRM
settlement or denial
information. One call attempt
is required.

If confirmed, CONTINUE with
Step 4.

If NOT confirmed and the
applicant has only received
an INS decision, SELECT INI
with the Missing Insurance
Settlement/Denial Letter
insert.

If applicant has already
received an INI decision,
GENERATE an ADOC for
missing insurance denial,
settlement, or verbal
confirmation.

Is the applicant.
uninsured for at
least one
category (RP or
PP); OR

Is the applicant
underinsured for
at least one
category (RP or
PP), e.g. the net
settlement is
less than the
EVL recorded
forthe
respective
category, e.g.
the net RP
settlement is
less than the
FVL forRP
items?

Yes, the applicantis
uninsured or
underinsured for
either HA or PP,
CONTINUE to next
column.

No, CONTINUE,
with Step 5a.

If the applicant received an insurance settlement, denial, or
verbal confirmation that is less than the financial HA and/or ONA
maximum; REQUEST. an inspection using an IPND line HA and
PP. ENSURE the Priority is set as No. DO NOT update the
inspection priority.

If the applicant is uninsured, REQUEST an inspection using a
PND line for HA and PP. ENSURE the Priority is set as No. DO
NOT update the inspection priority.
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Does the net
insurance
settlement
exceed BOTH
the financial HA
and ONA
maximum (when
compared
separately)?

Inspection Requests and Comparisons
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Matrix for Initial inspection

If / Then:
Yes, the net
insurance
settlement exceeds
BOTH the financial
HA and ONA
maximum,
CONTINUE to next
column.

No, CONTINUE
with Step 5b.

| Question:
Is the applicant
requesting
assistance with
HA and/or
ONA ADA
items?

| IfiThen Action in case:

No, ADA items are NOT being requested and
the net insurance settlement exceeds BOTH
the financial HA and ONA maximum, DO NOT
request inspection.

SELECT INI with the Insurance Settlement
exceeds FEMA Eligible Damage insert.

Yes, ADA items are being requested and the
insurance settlement exceeds BOTH the
financial HA and ONA maximums; CREATE an
IPND line for both HA and PP and REQUEST
the inspection. Once the inspection returns,
PROCESS according to posted guidance.

No, the net
insurance
settlement exceeds
one financial
maximum, but NOT
both; CONTINUE to
last column.

The net insurance settlement DOES NOT
exceed either the financial HA maximum or the
financial ONA maximum. CREATE an IPND
line for BOTH HA and PP and REQUEST the
inspection. Once the inspection returns,
PROCESS according to posted guidance.

Exception: If COD includes Flood, flood insurance is NOT a factor; FEMA will request flood insurance.
settlement/denial after the inspection is completed.
Table 5: Initial Inspection Matrix

Result: REQUEST an initial inspection or give appropriate
eligibility determination.

Appeallnspection

1. An applicant submitted a written appeal letter stating that her FEMA award was NOT
enough to repair the damages to herhome. The applicant submitted an estimate
from a contractor which included items reported on the initial inspection report. The
applicant's SBA status is HAPP.

a. Staff processingin the FEMA Appeal queue will:

i. VERIFY with the contractor the COD and if the damage was disaster-caused;

i. REQUEST an appeal inspection if appropriate. ENSURE the Priority is set as

No. DO NOT update the inspection priority.

Result: REQUEST an Appeal inspection.

FEMA Correction
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1. Duringthe FCOR, the inspector will focus on the items identified as needing review
or correction. The FCOR inspector DOES NOT always require a revisit to the
damage site or to meet with the applicant.

a. FCOR inspectors receive the previous inspection reports. They may only address
those specificitems needed by FEMA to make the appropriate eligibility
determination.

i. Unlessrequested as part of a recoupmentor appeal, no ineligible decision or
letter will be processed for a returned FCOR.

. If an FCOR returns with an increase in EVL amount, PROCESS all eligible
assistance.

iii. If an FCOR returns with the same FVL amount:
1. DELETE the PND/IPND line;
2. ENTER a Comment; AND
3. ROUTE the WP to FEMA Complete.

iv. If an FCOR returns with a decreased FVL amountor information reflecting the

applicantis NOT eligible for previously provided assistance:

1. DELETE the PND/IPND line;
2. ENTER a Comment; AND
3. ROUTE the WP to FEMA Complete.

. Ifan FCOR returns and any verifications change from Verified to Not
Verified such as Occupancy, REVIEW the file to see if acceptable
documentation has been submitted. If acceptable documentation is NOT
available:

1. DELETE the PND/IPND line;
2. GENERATE an ADOC letter to request missing information;
. CALL the applicantto INFORM them of the missing information;

. ADD a Comment with a summary of the missing );information AND

. ROUTE to FEMA Pre-Recoupment - Policy Review.
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vi. DO NOT process FCOR from the FEMA Supervisor Review — Inspection
Correction subqueue.

Inspection Comparison Examples:
Scenario 1: FVL Increased - NO Previous Award
1. The total FVL increased and there is no previous award for the same Category.
a. Applicanthas no RP or PP insurance.
. Initial inspection returned with:
i. HRR=YES;AND
ii. FVL =%$2,39847.
Home Repair Assistance has NOT been previously processed;
. FCOR inspection returns with:
i. HRR=YES;AND
ii. FVL =$2,604.36.

HA Award

or FVL
Floor Cover L
Replace INITIAL Hail/Rain/Wind $0.15 60 600 $90.00

Item # Item Name ) Dmg Type Obs

Floor Sub Replace | INITIAL Hail/Rain/Wind $1.33 583 583 $775.39

Drywall Replace INITIAL Hail/Rain/Wind $1.04 983 983 $1,068.08

Roof Metal Replace | INITIAL Hail/Rain/Wind $0.93 500 500 $465.00

Floor Cover SECOND | Hail/RainWind | $0.15 | 803 | 803 $120.45

Replace
61.33 583 583 h775.39

Floor Sub Replace | SECOND. [ Hail/Rain/Wind
51.04 1027 1027 b1,022.32

Drywall Replace SECOND [ Hail/Rain/Wind
b0.93 500 500 b465.00

q
o
q
o
q
o
q
o

q
o
q
o
q
o
q
o

Roof Metal Replace | SECOND [ Hail/Rain/Wind
b1.40 158 158 b221.20

Skirting Replace SECOND. | Hail/Rain/Wind
FVL for Initial Inspection | $2,398.47

FVL for Second Inspection | $2,604.36

Total Initial Award | $2,604.36

Table 6: Increased FVL with no previous award(s)
e. Since Home Repair Assistance was NOT previously awarded, and the FVL is
greater from the FCOR inspection, the initial award will be processed for the FVL
from the most current completed inspection, in this case the FCOR inspection.

f. The applicantwould be eligible foran initial award of $2,604.36.
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g. Referto the Appendix forinformation on using the Eligibility Calculators.

i. On the Home Repair Assistance Worksheet, SELECT the appropriate
EHR/EHRZ status.

Result: PROCESS initial eligible decision for Home Repair.
Assistance based on the FCOR amount of $2,604.36.

Scenario 2: FVL Increased - Previous Award for Same Category

1. Thetotal FVL increased and there is a previous award for the same Category.
a. Applicanthas no RP or PP insurance.
b. Initial inspection returned with:
i. HRR=YES; AND
i. FVL =$2,495.16.
Appeal inspection returns with:
i. HRR=YES; AND
ii. FVL =$2,969.48.

Item # Item Name Dmg Type Unit $ Obs HA HA Award
Qty or FVL
HA Initial
$120.45
HA Initial
$775.39
HA Initial
$1,022.32
HA Initial
$465.00
Skirt Replace INTIAL | Hail/Rain/Wind | $1.40 ;'ffl ;“6:;3'
Floor Cover Replace SECOND | Hail/Rain/Wind $0.15 $120.45
Floor Sub Replace SECOND | Hail/Rain/Wind $1.33 $950.95
'R”Z’;:ggg“ xxall SECOND | Hail/Rain/Wind | $0.45 $107.10
Drywall Replace SECOND | Hail/Rain/Wind $1.04 $1,022.32
Cabinet, Base, Replace | SECOND | Hail/Rain/Wind $98.71 4 4 $394.84
Cabinet, Vanity, SECOND | Hail/Rain/Wind | $93.91 | 2 2 $187.82
Replace
Roof Metal Replace SECOND | Hail/Rain/Wind $0.93 200 200 $186.00
FVL for Initial Inspection | $2,495.16
FVL for Second Inspection | $2,969.48

33

Floor Cover Replace INITIAL Hail/Rain/Wind $0.15

Floor Sub Replace INITIAL Hail/Rain/Wind $1.33

Drywall Replace INITIAL Hail/Rain/Wind $1.04

Roof Metal Replace INITIAL Hail/Rain/Wind $0.93
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Item Name Insp Dmg Type Unit $ Obs HA HA Award
Qty or FVL
Total Supplemental Award | $474.32

Table 7: Increased FVL with previous award

d. Since Home Repair Assistance was previously awarded based on the initial
inspection, and the FVL is greater from the appeal inspection, the applicantis
eligible fora supplemental payment. COMPARE the FVL between the initial
($2,495.16) and Appeal ($2,969.48) inspections.

e. The applicantis eligible for the difference between the two inspections
($2,969.48 - $2,495.16 = $474.32).

f. Referto the Appendix forinformation on using the Eligibility Calculators.

Result: PROCESS eligible decision for Home Repair

Assistance based on the inspection comparison amount of
$474.32.

Scenario 3: FVL Increased - Insured Applicant with Previous Award

1. The applicanthasinsurance, the total FVL increased, and a previous award was
provided for the same Category.

a. Applicanthas HOI and submitted their net settlement of $1,250.
i. No additional adjustments to the net settlement were required.
b. Initial inspection retured with:
i. HRR=YES;AND
ii. FVL =$2,495.16.
1. DEDUCT the NetInsurance Settlementfrom the FVL;

a. If positive amount, pay the difference. Referto the Appendix for
information on using the Eligibility Calculators;

$2,495.16 FVL initial inspection
-$1,250.00 Net Insurance Settlement
$1,245.16 Initial EHR/EHRZ award

. If negative, give ineligible decision of INl or INFI for the appropriate
category.
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i. GENERATE the INVINFI letter with the Insurance Settlement
exceeds FEMA Eligible Damage insert.

c. appeal inspection returned with:

i. HRR=YES;AND

ii. FVL =$2,969.48.

1. DEDUCT the previous EHR/EHRZ award and the Net Insurance
Settlement from the appeal inspection FVL. Referto the Appendix for
information on using the Eligibility Calculators;

a. Appeal EHR/IEHRZ = $474.32.
$2,969.48 FVL appeal inspection
-$1,245.16  Previous EHR/EHRZ Award

-$1,250.00 Net Insurance Settlement
$ 47432 Supplemental EHR/EHRZ payment

Result: The FVL from the Appeal inspection is greater
than the FVL results from the initial inspection. The
applicantwould be eligible for a supplemental payment.
PROCESS the eligible decision for Home Repair
Assistance based on the inspection comparison amount of
$474.32.

Scenario 4: FVL Remained Same
1. The FVL remains the same for both inspectionsin the same Category.

a. Applicanthas no RP or PP insurance.

b. Initial inspection returned with:
i. HRR=YES; AND
ii. FVL =%$2,39847.

. Appeal inspection returned with:

i. HRR=YES; AND

ii. FVL =$2,398.47.
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HA Award
or FVL

Floor Cover A : ]
Replace INITIAL Hail/Rain/Wind $0.15 60 60 $90.00

Item Name Dmg Type Unit $ Obs HA Qty

Floor Sub Replace | INITIAL Hail/Rain/Wind $1.33 583 583 $775.39

Drywall Replace INITIAL Hail/Rain/Wind $1.04 983 983 $1,068.08

Roof Metal Replace | INITIAL. Hail/Rain/Wind $0.93 500 500 $465.00

Floor Cover . . .
Replace SECOND | Hail/Rain/Wind $0.15 60 60 $90.00

Floor Sub Replace | SECOND | Hail/Rain/Wind $1.33 583 583 $775.39

Drywall Replace SECOND | Hail/Rain/Wind $1.04 983 983 $1,068.08

Roof Metal Replace | SECOND | Hail/Rain/Wind $0.93 500 500 $465.00

FVL for Initial Inspection | $2,398.47

FVL for Second Inspection | $2,398.47

Total Supplemental Award | $0.00

d.

Table 8: FVL Remained the Same

If the FVL for the initial inspection equals the FVL for the appeal inspection, the
applicantwould be ineligible for.a supplemental payment.

$2,383.16 FVL appeal inspection
-$2,383.16 FVL initial inspection
$ 000

NOTE: If the subsequentinspection was an FCOR, the
applicantwould NOT receive a decision. Staff must
DELETE any PND/IPND lines, ENTER a Comment, and
ROUTE to FEMA Complete.

Result: PROCESS the Home Repair Assistance Appeal
decision as INO and GENERATE the eligibility letter with
the Additional Home Repair insert.

Scenario 5: FVL Decreased - Previous Award for Same Category

1. The total FVL decreased andthere is a previous award for the same Category.

a

b.

. Applicanthas no RP or PP insurance.

Initial inspection returned with:

i. HRR=YES;AND

ii. FVL =$2,39847.

. Appeal inspection returns with:
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i. HRR=YES; AND

ii. FVL =$1,486.38.

Item # Item Name Insp ‘ Dmg Type Unit $ Obs HA Qty ngﬁ::v\\ﬁrd

5640 E'°°’C°"e" INITAL | Hail/Rain/Wind | $0.15 | 60 60 $90.00
eplace

5644 | FloorSub Replace | INITIAL | HallRain/Wind | $1.33 | 583 $775.39

5649 | Drywall Replace INTIAL | Hail/RaiWind | $1.04 | 983 $1.068.08

6348 | Roof Metal Replace | INITIAL | HaillRain/Wind _ | $0.93 | 500 $465.00

540 | FloorCover SECOND | Hail/RainWind | $0.15 | 60 60 $90.00
Replace

Insulation, Wall, . . .
5646 Replace SECOND | Hail/Rain/Wind $0.45 238 238 $107.10

5649 Drywall Replace SECOND | Hail/Rain/Wind $1.04 983 983 $1,068.08
6950 Skirting Replace SECOND | Hail/Rain/Wind $1.40 158 158 $221.20
FVL for Initial Inspection | $2,398.47
FVL for Second Inspection | $1,486.38
Total Supplemental Award | $0.00
Table 9: Decreased FVL with previous award

d. Ifthe FVL for the initial inspection is greater than the FVL for the appeal
inspection, the applicantwould be ineligible for a supplemental payment.

Result: PROCESS the Home Repair Assistance Appeal
decision as INO and GENERATE the eligibility letter with
the Additional Home Repair insert. DO NOT create a WP
for Pre-Recoupment Review due to an Appeal inspection
returning with a lower FVL amount.

Scenario 6: FVL Increased - FEMA Review with Duplicated Line ltems

1. The total FVL increased and the applicantreceived a FEMA Review award with a
duplicated line itemin the same Category.

. The applicantonly has HOI and all damages were caused by Flood. Therefore,
insurance documents are NOT required.

NOTE: DO NOT use the Eligibility Calculator when
processing FEMA Review or Actual Cost line items. It will
resultin an incorrect payment. Staff should calculate the
assistance by inputting the appropriate numbers into their
desktop calculator application available on all computers.

a. Initial inspection returned with:
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C.

& FEMA

i. HRR=YES; AND

i. FVL=$1,965.75.

Based on initial inspection and verified contractor's estimates:
i. HRR=YES; AND

ii. FEMA Review = $3,939.56.

Appeal inspection returns with:

i. HRR=YES; AND

i. FVL=$2436.57.

HA
Qty

Item Name Dmg Type

Unit $ ‘ (0]13 |

Insulation, Wall,

Replace Slls

$1.03

Inspection Requestsand Comparisons
Effective Date: September22,2021

HA Award

or FVL
HA Initial
$276.04

Drywall Replace INITIAL $1.04

HA Initial
$1,022.32

Furnace, Clean-Test INITIAL $145.49

HA Initial
$145.49

Ductwork, Replace INITIAL $6.14

HA Initial
$521.90

FEMA
Review

Water heater,

Replace $1,089.56

HA FEMA
Review.
$1,089.56

FEMA

R il $2,850.00

Furnace, Actual

HA FEMA
Review.
$2,850.00

Door, Interior,

SECOND
Replace

$106.32

HA Appeal
$318.96

Insulation, Wall,

Replace SECOND

$1.03

HA Appeal
$163.77

Drywall Replace SECOND $1.04

HA Appeal
$1,022.32

Cabinet, Base,

SECOND
Replace

$134.12 5 5

HA Appeal
$670.60

Cabinet, Vanity,

=gl SECOND

$93.91 2 2

HA Appeal
$145.49

SECOND $115.43 1 1

Water heater, Repair

HA Appeal
$115.43

FVL for Initial Inspection

$1,965.75

FVL for Second Inspection

$2,436.57

Total Supplemental Award

$355.39

Table 10: Increased FVL with multiple FEMA Review items

d. The secondinspection includes 6555 Water heater, Repair, which isa
duplication with 6556 Water heater, Replace on the FEMA Review. Therefore,
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the duplicated amountmustbe deducted on the Worksheet for the Appeal
award.

$2,436.57 FVL appeal inspection
-$1,965.75 FVL initial inspection

-$ 11543 Water heater, Repair (Recorded in appeal inspection)
$ 355.39 Supplemental Payment

Result: PROCESS the difference between the initial
inspection and the appeal inspection and DEDUCT
$115.43 Water heater, Repairon the Worksheet.
Applicantis eligible for Home Repair Assistance based on
the inspection comparison in the amount of $355.39.

Scenario 7: FVL Increased - FEMA Review with Non-Duplicated Line ltems

1. The total EVL increased and the applicantreceived a FEMA Review award with
non-duplicated line items in the same Category.

NOTE: DO NOT use the Eligibility Calculator when
processing FEMA Review or Actual Cost line items. It will
resultin an incorrect payment. Staff should calculate the
assistance by inputting the appropriate numbersinto their
desktop calculator application available on all computers.

. Applicanthas no RP or PP insurance.
. Initial inspection retured with:
i. HRR=YES; AND
ii. FVL =$2,081.18.
. Based on initial inspection and verified contractor’s estimates:
i. HRR=YES; AND
i. FEMA Review = $1,089.56.

iii. When processingthe FEMA Review, DEDUCT any duplicated line items from
the initial inspection.

$1,204.99 Water heater, Replace on FEMA Review

-3 115.43 Water heater, Repair on initial inspection
$1,089.56 Supplemental FEMA Review payment
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TA
i
i

INT

d. Appealinspection returns with:
HRR=YES; AND
i. FVL =%$2,321.14.

iii. The Water heater, Repair line item was previously deducted when
processing the FEMA Review payment. Therefore, it DOES NOT needto be
deducted again. When processing the appeal inspection, DEDUCT only the
initial inspection line items that were NOT deducted with the FEMA Review.

$2,321.14
-$1,965.75
$ 355.39

FVL appeal inspection
FVL initial inspection (NOT including Water heater, Repair)

Item #

Item Name

Insulation,
Wall
Replace

Insp

INITIAL

Dmg Type

Supplemental payment

Unit $

$1.03

Obs

HA
Qty

HA Award or FVL

HA Initial
$276.04

Drywall
Replace

INITIAL

$1.04

HA Initial
$1,022.32

Furnace,
Clean-Test

INITIAL

$145.49

HA Initial
$145.49

Ductwork,
Replace

INITIAL

$6.14

HA Initial
$521.90

Water
heater,
Repair

INITIAL

$115.43

HA Initial
$115.43

Water
heater,
Replace

FEMA
Review

$1,089.56

HA FEMA Review
$1,204.99

Door,
Interior,
Replace

SECOND

$106.32

HA Appeal
$318.96

Insulation,
Wall,
Replace

SECOND

$1.03

HA Appeal
$163.77

Drywall
Replace

SECOND

$1.04

HA Appeal
$1,022.32

Cabinet,
Base,
Replace

SECOND

$134.12

HA Appeal
$670.60

Cabinet,
Vanity,
Replace

SECOND

$93.91

2

2

HA Appeal
$145.49

$2,081.18
$2,321.14
$355.39

FVL for Initial Inspection
FVL for Second Inspection
Total Supplemental Award
Table 11: Increased FVL with FEMA Review item
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Result: PROCESS eligible decision for Home Repair
Assistance based on the inspection comparison in the
amountof $355.39.

Scenario 8: FVL Increased — COD Changed

1. The total FVL increased with a previous award in the same Category; and, the COD
changed in the second inspection. Refer to the Appendix forinformation on using the
Eligibility Calculators.

Item #

a

b

C.

. Applicanthas HOI with a Sewer Backup (SBU)rider.
. Alldamages in the initial inspection were recorded with Flood as the COD.
Initial inspection returned with:
i. HRR=YES; AND
ii. FVL =$2,655.09.
. Appeal inspection returned with:
i. HRR=YES;

ii. FVL =%$1,904.81 (Flood); AND

iii. FVL = $857.38 (SBU).

. The COD for line item 6556 — Water heater, Replace changed from Flood in the
initial inspection to SBU in the appeal inspection.

Item Name Dmg Type Unit $ _ HA Qty HA T:v;z;-rd or

Floor Sub INITIAL $1.33 _ _ HA Initial
Replace $775.39

Drywall INITIAL $1.04 8. 83 HA Initial
Replace $1,022.32

Water heater, INITIAL $857.38 HA Initial
Replace $857.38

Floor Sub SECOND $1.33 _ ] $775.39
Replace

Insulation, SECOND $0.45 . . $107.10
Wall, Replace.

Drywall SECOND $1.04 8; 83 $1,022.32
Replace

Water heater, SECOND ] $857.38 1 1 $857.38
Replace

FVL for Initial Inspection (COD = Flood) | $2,655.09
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Item # ‘ Item Name Dmg Type Unit $ Obs

FVL for Second Inspection (COD = Flood)

FVL for Second Inspection (COD = SBU)

Total Supplemental Award | $ *See Below*

Table 12: Increased FVL with COD change

f. The FVL for Flood damaged items in the appeal inspection ($1,904.81) is less
than the FVL for Flood damaged items in the initial inspection ($2,655.09). Since
the applicanthas HOI with an SBU rider, an insurance comparison must be
completed to determine if the SBU damaged item was covered by the insurance.

i. Ifan itemized settlementis voluntarily submitted by the applicant, COMPARE
allline items awarded from the initial inspection to the items listed in the
insurance settlement.

Result One: If the SBU line item was NOT covered by the
insurance settlement, PROCESS a supplemental payment
for the difference between the combined second inspection
FVL andthe initial inspection FVL totaling $107.10.

Result Two: If the SBU line item was covered by the
insurance settlement; or, the applicanthas NOT submitted
an insurance settlement/denial letter:

PROCESS an INV/INFI with the Missing Insurance
Settlement/Denial Letter insert; AND.

CREATE a WP to FEMA Pre-Recoupment — Policy
Review due to a potential DOB with insurance.

Scenario 9: FVL Decreased — Multiple CODs Recorded in Both Inspections:

1. The total FVL decreased with a previous award in the same Category; but Wind and
Flood are recorded in both inspections. Refer to the Appendix for information on
using the Eligibility Calculators.

a. Applicant DOES NOT have HOI or Flood Insurance.
b. Damages in both inspections were recorded with Flood and Wind as the COD.

c. Initial inspection returned with:

i. HRR=YES;
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ii. FVL (Flood)= $857.38; AND
iii. FVL (Wind)=$1,797.71.

d. Appealinspection returned with:
i. HRR=YES;
i. FVL (Flood)=$1,103.53; AND
iii. FVL (Wind)= $1,340.09.

Item # Item Name Dmg Type Unit $ j HA Qty = A':v\\;a:-rd or
Floor Sub INITIAL $1.33 . _ HA Initial
Replace $775.39
Drywall INITIAL $1.04 83 i HA Initial
Replace $1,022.32
Water heater, INITIAL $857.38 HA Initial
Replace $857.38

Floor Sub SECOND $1.33 $775.39
Replace
Insulation, SECOND $0.45 i . $107.10
Wall, Replace
Drywall SECOND $1.04 440 $457.60
Replace
Water heater, SECOND $857.38 1 1 $857.38
Replace
Furnace, Clean | SECOND $246.15 1 1 $246.15
and Repair

Total FVL for Initial Inspection | $2,655.09

FVL for Initial Inspection (COD = Flood) $857.38
FVL for Initial Inspection (COD = Wind) $1,797.71
Total FVL for Second Inspection | $2,443.62
FVL for Second Inspection (COD = Flood) $1,103.53
FVL for Second Inspection (COD = Wind) $1,340.09
Total Supplemental Award | $ *See Below*
Table 13: FVL Decreased —Multiple CODs Recorded in Both Inspections

2. The total FVL for the second inspection is less than the total FVL for the initial
inspection. However, since there are different CODs recorded, a comparison for
each COD must be completed separately.

a. The FVL for Flood damaged items in the appeal inspection ($1,103.53) is greater
than the FVL for Flood damaged items in the initial inspection ($857.38). Since
the applicant DOES NOT have Flood Insurance, they are eligible for the
difference ($246.15) between the first and second inspection for Flood damages.

b. The EVL for Wind damaged items in the appeal inspection ($1,340.09) is less
than the FVL for Wind damaged items in the initial inspection ($1,797.71). Since
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the FVL for Wind damaged items decreased, they are ineligible for additional
assistance for the Wind damaged items.

Result: PROCESS eligible decision for Home Repair
Assistance based on the inspection comparison in the
amountof $246.15. If the applicantis in a Flood Zone A, V,
or W; USE the EHRZ eligibility code. Otherwise, USE the
EHR eligibility code.

Scenario 10: FVL Decreased — New COD Recorded in Second Inspection:

1. The total EVL decreased with a previous award in the same Category. However,
there is a COD (Flood) recorded in the second inspection thatwas NOT recorded in
the initial inspection. Refer to the Appendix forinformation on using the Eligibility
Calculators.

a. ApplicantDOES NOT have HOI or Flood Insurance.
b. Initial inspection returned with:

i. HRR=YES;

ii. FVL (Wind)= $2,762.19.

c. Appealinspection returned with:
i. HRR=YES;
ii. FVL (Flood)= $246.15; AND
iii. FVL (Wind)= $1,314.98.

Item # Item Name Dmg Type Unit $ _ HA Qty HA !::v:’_all_rd or
Floor Sub INITIAL $1.33 _ HA Initial
Replace $775.39

Drywall INITIAL $1.04 HA Initial
Replace $1,022.32
Water heater, INITIAL $857.38 HA Initial
Replace $857.38
Insulation, INITIAL $0.45 _ HA Initial

Wall, Replace $107.10

Drywall SECOND $1.04 $457.60
Replace
Water heater, SECOND $857.38 . $857.38
Replace
Furnace, Clean. | SECOND $246.15 | $246.15
and Repair
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Item # ‘ Item Name. Dmg Type Unit $ Obs

Total FVL for Initial Inspection

FVL for Initial Inspection (COD = Wind) $2,762.19
Total FVL for Second Inspection | $1,561.13
FVL for Second Inspection (COD = Flood) $246.15
FVL for Second Inspection (COD = Wind) $1,314.98
Total Supplemental Award | $ *See Below*
Table 14: FVL Decreased —New COD Recorded in Second Inspection

2. The total EVL for the second inspection is less than the total FVL for the initial
inspection. However, since there is a COD (Flood) that was NOT recorded in the
intial inspection, a comparison for each COD must be completed separately.

a. The FVL for Wind damaged items in the appeal inspection ($1,314.98) is less
than the FVL for Wind damaged items in the initial inspection ($2,762.19). Since
the FVL for Wind damaged items decreased, they are ineligible for additional
assistance for the Wind damaged items.

b. The FVL for Flood damaged items in the appeal inspection is $246.15. Since
Flood damages were NOT recorded in the initial inspection, the applicantis
eligible for assistance for the Flood damaged items.

Result: PROCESS eligible decision for Home Repair
Assistance based on the inspection comparison in the
amountof $246.15. If the applicantis in a Flood Zone A, V,
or W; USE the EHRZ eligibility code. Otherwise, USE the

EHR eligibility code.
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V. DEFINITIONS AND ACRONYMS

Definitions

FEMA Verified Loss (FVL): The total dollar amountof IHP eligible disaster-caused
damage to real and personal property as verified by FEMA. The FVL represents the total
potentially eligible damage, butdue to insurance coverage, the financial Housing
Assistance maximum, and other eligibility factors; an applicantmay NOT ultimately receive
assistance for their full FVL.

Financial Housing Assistance Maximum: Financial assistance for Home Repair
Assistance and Home Replacement Assistance for owner-occupied homes is limited to a
maximum award amount, adjusted each fiscal year based on the Department of Labor’s
Consumer Price Index (CPI) for All Urban Consumers.

Financial Other Needs Assistance Maximum: Financial assistance for ONA Personal
Property, Transportation, Moving and Storage, Medical and Dental, Funeral, Child Care,
and Miscellaneous ltems is limited to a maximum award amount, adjusted each fiscal year
based on the Department of Labor’s CPI for All Urban Consumers.

Signature: A valid signature may be evidenced by any mark made by pen or pencil denoting
the signer’'s name or mark; a mark or name created and adopted through a software program
such as Microsoft Word; adoption of an electronic signature thatincludes typing a name or
mark at the end of an email; a digitalimage of a handwritten signature or mark; the click of an
“| accept” button on an e-commerce site as his or herlegal signature; or adoption of an
electronic symbol, sound, or process that is attached to, or logically associated with, the
documentand executed by the applicantor his or her agent, with the intentto sign the
document.

Acronyms

Inspection Abbreviations and Definitions
Additional ASST
Applicant BDRM
Breaker BSMT

Check C/S or C&S
Double DL
DOD

Amount
Block.
Concrete

Cubic Yard

Damage
Damaged
Property Address
Double Wide
Mobile Home

Assistance
Bedroom
Basement
Clean and
Sanitize
Driver License
Degree of
Damage

Dining Room

Disaster DW Doublewide

Essential
Tools

EXT ONLY

Exterior Only
Inspection

FF

First Floor

FEMA
Housing Unit

FL

Floor.

FLR COV or
FC

Floor Covering

Floors, Walls,

and Ceilings

H20 HTR or

WH

Water Heater

HDWD

Hard Wood
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HHC

Household
Composition

HWM

High Water Mark

INA or INACC

Inaccessible

INSL

Insulation

INT

Interior

LR

Living Room

LS

Lump Sum

M/H

Mobile Home

MOH

Member of
Household

M/S or M&S

Moving and
Storage

NA

Not Affected

Not Caused
by the
Disaster

NFCOR

Not a FEMA
Correction

Not Feasible to
Repair

No Visible
Exterior
Damage

OCC VRFN

Occupancy
Verification

OR

Official Record

Point of Entry

PWR

Power

PS

Power Surge

Single Family
Road and
Bridge

SIG

Signature

SOR

Size of
Residence

Sheet Rock

SSF

Safe, Sanitary,
and Functional

STMNT

Statement

Single Wide

uom

Unit of Measure

WL

Water Level

Table 13: Insurance Abbreviations and Definitions

Automated Construction Estimator

Americans with Disabilities Act

Coastal Barrier Resources System

Contractor Correction

Current Mailing Address.

Cause of Damage

Damaged Dwelling Address

Disaster Recovery Center

Disaster Survivor Assistance

Disaster Specific Operating Procedures

FEMA Correction

FEMA Verified Loss

Housing Inspection Services

Homeowners Insurance
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HRR Home Repairs Required
IDV_PASS Identity Verification Passed
IHP Individuals and Households Program
IINS Ineligible Insurance Coverage
INS Insurance
JFO JointField Office
LL Landlord
Non-Compliantwith Flood Insurance Requirement
National Flood Insurance Program
National Flood Insurance Reform Act
Not Primary Residence
Other Needs Assistance
Power of Attorney
Pointof Contact
Personal Property
Quality Assurance
Real Property
Small Business Administration
Sewer Backup
Sanctioned Community
State, territorial, or tribal government
Task Monitor
Wind Driven Rain

Withdrawn Voluntarily
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WVOA Withdrawn Voluntarily by Applicant

WP Workpacket
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VI. RELATED GUIDANCE

Please referto the following documents:

B Standard Operating Procedures

Appeal Processing

Codes, Verifications, Request Letters, and Assistance Types

Flood Zones and Other Protected Areas

Funeral Assistance

Insurance Processing for HA and Personal Property

Outbound Calls and Third Party Verifications

SBA Referrals

Written Consentand Sharing Applicants Information

B Resources

Disaster Specific Information

Helpline NPSC Caller Services Reference Guide

Processing Procedures Manual (PPM)

Web NEMIS Initial Assistance Reference Guide
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JVII. APPENDIX: ELIGIBILITY CALCULATORS

Real Property (RP) Eligibility Calculator

NOTE: Staff are NOT required to use the RP Eligibility Calculator. However, if they
decide to use it, staff must follow the below instructions to ensure proper awards are being
provided. Staff may also refer to the Web NEMIS Appeals Reference Guide for additional
information.

Before using the RP Eligibility Calculator, USE the Editlink on the Real Property Line
Iltems frame to make any needed adjustments to each line item, e.g. decrease or zero-out
the HA Quantity amount, adjust the Insured/Not Insured status, adjust the COD, etc.

1. Observed and HA Quantity Amount Matches (Same COD):

a. On the Real Property Line ltems frame, CLICK Eligibility Calculator.
i. On the Eligibility Calculator History window, CLICK Add;

ii. On the Inspection and Insurance Comparison frame, SELECT each
inspection thatrequires comparison.

1. Foreach inspection, CLICK Select underthe Insurance Compare
column.

a. On the Select Insurance window, SELECT the appropriate insurance
line; AND

b. CLICK Save.
iii. On the Eligibility Summary frame, CLICK Calculate.
iv. REVIEW the Final Pending Eligible Amount to ensure itis correct;
v. ENSURE the Do Not Add to Calculator box is NOT checked;
vi. ENTER a Comment in the Notes field to explain your calculations;
vii. CLICK Save; AND

viii.CLICK Close.
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2. Observed Amount GREATER Than the HA Quantity Amount (Same COD):

a. On the Real Property Line Items frame, CLICK Eligibility Calculator.
i. On the Eligibility Calculator History window, CLICK Add;

ii. On the Inspection and Insurance Comparison frame, SELECT each
inspection thatrequires comparison;

1. Foreach inspection, CLICK Select underthe Insurance Compare
column.

a. On the Select Insurance window, SELECT the appropriate insurance
line; AND

b. CLICK Save.
i. On the Eligibility Summary frame, CLICK Calculate;
1. USE your desktop calculator to determine the Overpayment or
Underpayment amountby deducting the Eligible Amount from the

Observed Amount for each inspection.

. CLICK the Adjustment link foreach inspection and ENTER the amount
you calculated.

a. If entering an adjustment for an Underpayment, ENTER a negative (-)
symbol in front of each entry in the Adjustment link.

b. If entering an adjustment for an Overpayment, a negative (-) symbol is
NOT required.

3. CLICK Calculate.

4. CLICK Save.
iv. REVIEW the Final Pending Eligible Amount to ensureitis correct;
v. ENSURE the Do Not Add to Calculator box is NOT checked;
vi. ENTER a Comment in the Notes field to explain your calculations;
vii. CLICK Save; AND

viii.CLICK Close.
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3. More than one COD Recorded (e.g. Wind changed to Flood):

When more than one COD is recorded between inspections, an adjustmentwill be
required when using the RP Eligibility Calculator.
a. On the Real Property Line Items frame, CLICK Eligibility Calculator.
i. On the Eligibility Calculator History window, CLICK Add;

ii. On the Inspection and Insurance Comparison frame, SELECT each
inspection that requires comparison;

1. Foreach inspection, CLICK Select underthe Insurance Compare
column.

a. On the Select Insurance window, SELECT the appropriate insurance
line; AND

b. CLICK Save.
i. On the Eligibility Summary frame, CLICK Calculate;
1. Forboth inspections:
a. Ifthe Observed Amount is greater than the Eligible Amount, USE
your desktop calculatorto determine the Overpayment or

Underpayment amountby deducting the Eligible Amount from the
Observed Amount for each inspection; AND

. CLICK the Adjustment link on each inspection and ENTER the
amountyou calculated for that inspection.

i. If enteringan adjustment for an Underpayment, ENTER a negative
(-) symbol in front of each entry in the Adjustment link.

ii. If enteringan adjustment for an Overpayment, a negative (-)
symbol is NOT required.

2. Forthe secondinspection:

a. CLICK the Adjustment linkand ENTER the Eligible Amount for the
COD that haschanged.
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3. CLICK Calculate.

4. CLICK Save.
iv. REVIEW the Final Pending Eligible Amount to ensure itis correct
v. ENSURE the Do Not Add to Calculator box is NOT checked;
vi. ENTER a Comment in the Notes field to explain your calculations;
vii. CLICK Save; AND

viii.CLICK Close.

4. ADA Items Included in Inspection:

All ADA and non-ADA items must be processed separately. Prior to using the RP
Eligibility Calculator, ENSURE thatall ADA items have been unselected on Real
Property Line ltems frame.

USE the instructions below to deductthe ADA eligible amounton the RP Eligibility
Calculator.

. On the Real Property Line ltems frame, CLICK Eligibility Calculator.
i. On the Eligibility Calculator History window, CLICK Add;

ii. On the Inspection and Insurance Comparison frame, SELECT each
inspection thatrequires comparison;

1. For each inspection, CLICK Select underthe Insurance Compare
column.

a. On the Select Insurance window, SELECT the appropriate insurance
line; AND

b. CLICK Save.
iii. On the Eligibility Summary frame, CLICK Calculate;

1. Forthe initial inspection:

a. Ifthe Observed Amount is greater than the Eligible Amount, USE
your desktop calculatorto determine the Overpayment or

54




Inspection Requests and Comparisons
Effective Date: September22,2021

Underpayment amountby deducting the Eligible Amount from the
Observed Amount for each inspection; AND

. CLICK the Adjustment link on each inspection and ENTER the
amountyou calculated for that inspection.

i. If enteringan adjustment for an Underpayment, ENTER a negative
(-) symbol in frontof each entry in the Adjustment link.

ii. If enteringan adjustment for an Overpayment, a negative (-)
symbol is NOT required.

2. Forthe second inspection:
a. CLICK the Adjustment link and ENTER the total eligible ADA amount.

i. Anegative (-) symbol must be added in frontof the entry in the
Adjustment link.

iv. CLICK Calculate.

v. CLICK Save.

vi. REVIEW the Final Pending Eligible Amount to ensureitis correct;
vii. ENSURE the Do Not Add to Calculator box is NOT checked;
vii.LENTER a Comment in the Notes field to explain your calculations;
ix. CLICK Save; AND

X. CLICK Close.

Personal Property (PP) Eligibility Calculator

NOTE: Staff are NOT required to use the PP Eligibility Calculator. However, if they
decide to use it, staff must follow the below instructions to ensure proper awards are being
provided. Staff may also refer to the Web NEMIS Appeals Reference Guide foradditional
information.

Before using the PP Eligibility Calculator, USE the Edit link on the Personal Property
Line Items frame to make any need adjustments to each line item, e.g. decrease or zero-
out the Quantity amount, adjust the Insured/NOT Insured status, adjust the COD, etc.

1. Observed and Quantity Amount Matches (Same COD):
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a. On the Personal Property Line ltems frame, CLICK Eligibility Calculator.
i. On the Eligibility Calculator History window, CLICK Add;

ii. On the Inspection and Insurance Comparison frame, SELECT each
inspection thatrequires comparison.

1. Foreach inspection, CLICK Select underthe Insurance Compare
column.

a. On the Select Insurance window, SELECT the appropriate insurance
line; AND

b. CLICK Save.
i. On the Eligibility Summary frame, CLICK Calculate.
iv. REVIEW the Final Pending Eligible Amount to ensure itis correct;
v. ENSURE the Do Not Add to Calculator box is NOT checked,;
vi. ENTER a Comment in the Notes field to explain your calculations;

vii. CLICK Save; AND

2. Observed Amount GREATER Than Quantity Amount (Same COD):

a. On the Personal Property Line Items frame, CLICK Eligibility Calculator.
i. On the Eligibility Calculator History window, CLICK Add,;

ii. On the Inspection and Insurance Comparison frame, SELECT each
inspection thatrequires comparison;

1. Foreach inspection, CLICK Select underthe Insurance Compare
column.

a. On the Select Insurance window, SELECT the appropriate insurance
line; AND,

b. CLICK Save.

iii. On the Eligibility Summary frame, CLICK Calculate;
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1. USE your desktop calculatorto determine the Overpayment or
Underpayment amountby deducting the Eligible Amount from the
Observed Amount for each inspection.

a. The Eligible Amount is the amountthat was paid to the applicantfrom
the previousinspection(s).

. If the Eligible Amount has NOT been paid, it can be determined by
adding the Quantity amountfor each eligible line item.

. CLICK the Adjustment link for each inspection and ENTER the difference
amountyou calculated.

a. If entering an adjustment for an Underpayment, ENTER a negative (-)
symbol in front of each entry in the Adjustment link.

b. If entering an adjustment for an Overpayment, a negative (-) symbol is
NOT required.

3. CLICK Calculate.

4. CLICK Save.
iv. REVIEW the Final Pending Eligible Amount to ensureitis correct;
v. ENSURE the Do Not Add to Calculator box is NOT checked;
vi. ENTER a Comment in the Notes field to explain your calculations;
vii. CLICK Save; AND

viii.CLICK Close.

3. More than one COD Recorded (e.g. Wind changed to Flood):

When more than one COD is recorded between inspections, an adjustmentwill be
required when using the PP Eligibility Calculator.

a. On the Personal Property Line Items frame, CLICK Eligibility Calculator.
i. On the Eligibility Calculator History window, CLICK Add,;

ii. On the Inspection and Insurance Comparison frame, SELECT each
inspection that requires comparison;
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1. Foreach inspection, CLICK Select underthe Insurance Compare
column.

a. On the Select Insurance window, SELECT the appropriate insurance
line; AND

b. CLICK Save.
iii. On the Eligibility Summary frame, CLICK Calculate;
1. Forboth inspections:
a. Ifthe Observed Amount is greater than the Eligible Amount, USE
your desktop calculatorto determine the Overpayment or
Underpayment amountby deducting the Eligible Amount from the

Observed Amount for each inspection; AND

. CLICK the Adjustment link on each inspection and ENTER the
amountyou calculated for that inspection.

i. If entering an adjustment for an Underpayment, ENTER a negative
(-) symbol in frontof each entry in the Adjustment link.

ii. If enteringan adjustment for an Overpayment, a negative (-)
symbol is NOT required.

2. Forthe secondinspection:

a. CLICK the Adjustment link and ENTER the Eligible Amount for the
COD that haschanged.

3. CLICK Calculate.
4. CLICK Save.
. REVIEW the Final Pending Eligible Amount to ensure it is correct;
v. ENSURE the Do Not Add to Calculator box is NOT checked;
vi. ENTER a Comment in the Notes field to explain your calculations;
vii. CLICK Save; AND
viii.CLICK Close.
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4. ADA Items Included in Inspection:

All ADA and non-ADA items must be processed separately. USE the instructions below
to deductthe ADA eligible amounton the PP Eligibility Calculator.

a. On the Personal Property Line Iltems frame, CLICK Eligibility Calculator.
i. On the Eligibility Calculator History window, CLICK Add,;

ii. On the Inspection and Insurance Comparison frame, SELECT each
inspection thatrequires comparison;

1. Foreach inspection, CLICK Select underthe Insurance Compare
column.

a. On the Select Insurance window, SELECT the appropriate insurance
line; AND

b. CLICK Save.
iii. On the Eligibility Summary frame, CLICK Calculate;
1. Fortheinitial inspection:
a. If the Observed Amount is greater than the Eligible Amount, USE
your desktop calculatorto determine the Overpayment or
Underpayment amountby deducting the Eligible Amount from the

Observed Amount for each inspection; AND

. CLICK the Adjustment link on each inspection and ENTER the
amountyou calculated for that inspection.

i. If enteringan adjustment for an Underpayment, ENTER a negative
(-) symbol in frontof each entry in the Adjustment link.

If entering an adjustment for an Overpayment, a negative (-)
symbol is NOT required.

2. Forthe secondinspection:
a. CLICK the Adjustment link and ENTER the total eligible ADA amount.

i. A negative (-) symbol must be added in frontof the entry in the
Adjustment link.
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3. CLICK Calculate.
4. CLICK Save.
. REVIEW the Final Pending Eligible Amount to ensure itis correct;
. ENSURE the Do Not Add to Calculator box is NOT checked;
vi. ENTER a Comment in the Notes field to explain your calculations;
vii. CLICK Save; AND

viii.CLICK Close.
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Insurance Processing for HA and Personal Property

Purpose

What are Eligible Expenses?

Basic Documentation or Verification Needed
Overview | Other Items to Note

***This can be referenced by all staff (JFO, DRC, DSA,
Helpline)***

** ALL processing employees must read this section

Prior to Processing

Lodging and Rental Assistance
Condominium and Cooperatives

CBRA Zones and Sanctioned Communities
NFIRA Compliance

Flood Damages and Flood Mapping

Flood Insurance exception available under
building/structure coverage

. Important
Information

EEEEEER
~N~Nooooo M~

Eligibility Verifications
Information Requests
Processing Eligible Assistance
Processing Ineligible Decisions
Joint Option Disaster Information (ONA Only)
Appeals
. Exceptions

. Process

Insurance Matrix

Recoverable Depreciation Calculation
Comparing Adjusted Net Settlement to the FVL
ltemized Insurance Settlements

Home Replacement Assistance

Frequently Asked Questions

. Examples and
FAQs

A.
B.
C.
D.
E.
F.
G.
[]
]
]
|
n
u

Definitions
Acronyms

. Definitions and
Acronyms

. Related

S Links to related documents,

Real Property (RP) Eligibility Calculator
VL e Personal Property (PP) Eligibility Calculator
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|. OVERVIEW

| This section describes information that every employee should read before
addressing Insurance Processing for HA and Personal Property.

B T Insurance Processing forHA and Personal Propert
% FEMA g perty

Purpose:

m To review the eligibility of assistance for
individuals and households who are
uninsured or underinsured for disaster-
caused expenses and serious needs that
are NOT covered by other sources.

NOTE: Applicants are required to inform
FEMA of allinsurance (flood,
homeowners, vehicle, mobile home,
medical, burial, etc.) coverage that may be
available to them to meet their disaster-
L. caused needs. Insured applicants must
What are Eligible Expenses? provide documentation thatidentifies their

. . . insurance settlements or benefits before
m Assistance with uninsured or under- FEMA will consider their eligibility for

insured disaster-caused Home . categories of assistance that may be
Repair/Replacement, Temporary Housing, eV NaATE I3l

or Personal Property (PP) expenses,

damage, or losses.

Basic Documentation or Verification Needed:
® Insurance settlement, denial letter, or proof of lack of insurance coverage.
Other Items to Note:

m Assistance eligibility is based on lack of adequate insurance coverage to address
damages to a primary residence whose habitability was affected by the disaster.

| Insurance CANNOT be purchased for Uninsurable items such as wells, septic
systems, and access routes (roads/bridges). Assistance forthese items are
processed regardless of the type of disaster-caused damage or the applicant’s
insurance coverage

o Applicants who report flood damage to Real Property (RP) or PP during
Registration Intake are always issued for inspection. These applicants shall NOT
be required to submit a flood insurance denial or settlement letter before being
inspected.

On appeal, if an applicantreports they have damages to Uninsurable items, an
Appeal Inspection can be requested.

| A Special Handling Query will stop cases that return from inspection with flood
damaged insurable items and the applicantis identified as being non-compliant with

2
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the National Flood Insurance Program (NFIP). Refer to the Special Handling Queries
SOP andthe Flood Zones and Other Protected Areas SOP for additional
Information.

® The lA Training and Development Section has developed a guide that includes step-
by-step instructions and reminders aboutnavigating and using the tools in Web
NEMIS. For additional information, referto. the Web NEMIS Initial Assistance
Reference Guide.
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Il. IMPORTANT INFORMATION

Thi_s_ section describes information every employee must read before |
| processing Insurance Processing for HA and Personal Property.

Prior to Processing:
B For cases locked or under Program Management Section (PMS) or NCT review:

o DO NOT process the Workpacket (WP) if the file contains indications of being
Under Review and/or locked from further processing.

SEND an email for review to the IHP Helpdesk.

= INCLUDE the following on the email:
o SubjectLine: DR #, Reg #, and a subject thatincludes ‘Under Review’.
o Body: A description of the request and list of processing actions pending.

m Priorto reviewing or discussing Assistance, VERIFY the Other Needs Assistance
(ONA) Option selection.

o FEMA staff are authorized to process and discuss ONA in FEMA Option disasters.
o In Joint Option disasters, only the state, territorial, or tribal government (STT) is

authorized to process and discuss ONA eligibility. Refer to Section IILE: Joint
Option Disaster Information.

Helpline Staff: Refer to the Helpline NPSC Caller Services Reference Guide for
additional information.

m For ONA questionsin Joint Option disasters, PROVIDE the applicantthe STT ONA
Helpline numberwhich is listed on the NEMIS Disaster Info (F8) link or foundin the
Summary Information box located on the online Disaster Specific page.

m Sequence of Delivery

o Housing Assistance (HA)
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= Temporary Housing Assistance, if eligible; AND

= Home Repair Assistance or Home Replacement Assistance.
o Other Needs Assistance (ONA)

*» Funeral Assistance, if there is a pending funeral review;

o SPLIT/ROUTE the Funeral pending (PND)line to the FEMA or State
Funeral queue for processing by designated staff. Refer to the Funeral
Assistance SOP for additional information.

When moving to the next eligible award in the sequence, if necessary,
ADJUST the eligible award by one full funeral maximumamountto ensure

funds are available for funeral expenses.

DO NOT hold/deductfunds when processing Americans with Disabilities Act
(ADA) item awards.

o DO NOT delay processing other eligible funds to await a funeral decision.
PP Assistance; AND,

All other categories, if funds are available under theirrespective maximum
amount of assistance.

B Individuals and Households Program (IHP) Maximum (system limit only):

o In an effort to minimize errors, the system will generate a popup if the total
combined payment exceeds $100,000.

» Total combined payments include (in any combination)
e HA
e ONA
e ADArelated lineitems
o Temporary Housing and ADA related line items are NOT counted toward the
financial HA and ONA maximums, so in rare instances an applicant's total award
may exceed $100,000.
= |f this happens, PLACE the case on Hold — Program Review.

e EMAIL the IHP Helpdesk for assistance: fema-ihphelpdesk@fema.dhs.gov.
5
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o INCLUDE the following on the email:

= Subject Line: DR #, Reg #, and a subject thatincludes ‘System Limit
Exceeded’.

Body: A description of the request and list of processing actions
pending.

= The Program Management Section will have to authorize this payment.
Lodging Expense Reimbursementand Rental Assistance

m Followingthe Sequence of Delivery, initial Rental Assistance is the first category
reviewed for eligibility.

m Settlement/denial documents or verbal verification from the insurance company is
required prior to processing Lodging Expense Reimbursementor Rental Assistance
when Additional Living Expenses (ALE) or Loss of Use (LOU) coverage is available to
the applicant.

o Aninsurance declaration page showing a lack of ALE/LOU coverage is sufficient
verification to pay initial Rental Assistance. A settlement or denial letter will NOT be
required.

m Referto the Lodging Expense Reimbursement SOP and the Rental Assistance SOP
for additional information.

Condominium and Cooperatives
m REVIEW the master insurance policy for RP coverage and limitations when the
damaged dwelling (DD) is identified as a Condominium (Condo) or Cooperative (Co-
Op) housing unit.

m Referto the Home Repair Assistance SOP for additional information.

Costal Barrier Reform Act (CBRA)Zones and Sanctioned Communities:

m REVIEW the Banner for CBRA (CBRA: Yes/No) and Sanctioned Community (SC:
Yes/No) information priorto processing Home Repair Assistance, Home Replacement
Assistance, or Personal Property Assistance.

m Referto the Flood Zones and Other Protected Areas SOP for additional information.

National Flood Insurance Reform Act (NFIRA) Compliance:
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® When flood damage is indicated, CLICK the NFIRA Maintenance Requirement link
located on the Insurance Substantiation/Settlement frame of the Assistance screen
to review for NFIRA Compliance (NFIRA Compliance: Yes/No) prior to processing
Home Repair Assistance, Home Replacement Assistance, or Personal Property
Assistance.

m Refertothe Flood Zones and Other Protected Areas SOP for additional information.

Flood Damage and Flood Mapping

m REVIEW the Banner for flood zone information (Fld Zn: O, A, V, W) when flood
damage is recorded.

®m SUBMIT specific case information to FEMA-IHP-Flood-Mapping-Team for assistance
when:

o Flood damage is recorded for insurable items and the flood zone information is
blank (unmapped);

o Flood damage is recorded for insurable items and there is a NFIRA maintenance
requirementin a flood zone O; OR

o Flood damage is recorded for insurable items and there are conflicts between the
flood zone and NFIRA database.

m Only applications with flood damage identified by the inspector are required to be flood
mapped.

o Applications withoutflood damage can be processed without being flood mapped.

Flood Insurance exception available underbuilding/structure coverage

®m When RP coverage is available for owners undera Flood Insurance policy, a Flood
Insurance settlement may include PP items such as refrigerator, stove, and built-in
appliances.

o A verification of built-in appliance coverage is required even if a structure settlement
is NOT provided by the applicant.
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lll. PROCESS

A. Eligibility Verifications

Applicants must meet the eligibility criteria for each category of assistance in order to receive
that assistance. Referto the Processing Procedures Manual (PPM)for additional information.

1. Eligible damages are NOT fully covered by insurance. VERIFY one of the following:

a. The applicantDOES NOT have insurance coverage for the cause of damage
(COD) identified; OR

NOTE: DO NOT use
verbal verification of
insurance settlementor
denial from the applicant.

b. The applicantdoes have insurance coverage for the
COD identified. Applicants with insurance coverage
for the COD identified must verify one of the
following:

i. The netinsurance settlementfor the structure and/or contents is less than the
financial HA and/or ONA maximum award and less than the applicable FEMA

Verified Loss (FVL);

ii. The insurance policy had a mandatory pay-off requirementand the net
settlement for the structure is less than the financial HA maximum award and
the applicable FVL; OR

iii. The applicantDOES NOT have ALE/LOU coverage for the COD identified, or
the remaining ALE/LOU coverage is less than one month FMR for the
county/parish/municipality where the damage occurred.

1. Aninsurance declaration page showing alack of ALE/LOU coverage is

sufficient verification to pay initial Rental Assistance. A settlement or denial
letter will NOT be required.

B. Information Requests

1. Verifications Calls

a. Onlythe insurance company can provide verbal confirmation of the insurance
settlement or denial.

i. Casework staff:
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. If an insured applicantfails to provide an insurance settlement/denial letter or
statement, and insurance information is available on file, CALL the insurance
company to verbally obtain insurance settlement/denial information.

a. Aninsurance declaration page showing alack of ALE/LOU coverage is
sufficient verification to pay initial Rental Assistance. A settlement or
denial letter will NOT be required.

. If RP Flood Insurance coverage is available, CONFIRM with the insurance
company that a claim was filed for RP losses and if the settlement includes
PP appliance items such as refrigerator, stove and built-in appliances.

. Ifthe applicant DOES NOT receive a settlement for a peril(s) that is generally
covered, CONFIRM with the insurance company thata claim was filed for

that peril and UPDATE the Insurance Substantiation/Settlement frame on
the Assistance screen with anyinformation obtained.

. Casework and Helpline staff:

1. If an applicantattempts to provide verbal information fromtheirinsurance
settlement/denial letter, ADVISE the applicantthey must submit insurance
documents before a determination can be made.

. If an applicantverbally requests that an insurance type be removed from
their file, ADVISE them to submitthe request in writing. The request must be
signed by the applicant, co-applicantor a third party authorized to appeal on
the applicant's behalf.

. If an applicantverbally requests that a new type of insurance be added to
their NEMIS record, UPDATE the Insurance Policy frame on the
Assistance screen at that time.

b. Some situations can be resolved by performing a courtesy call to the insurance
company.

i. Sample questions:
1. Homeowners/Renters/Condo Insurance Company:

a. Has aclaim been filed and have you reached a settlement or denial of
coverage?

. Was a disbursement made for recoverable depreciation?
. Is there any available coverage for ALE or LOU?

i. If yes, havethese funds been exhausted?
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2. Mortgage company:

a. Was there a requirementto pay down the mortgage due to a mandatory
pay-off?

i. If yes, whatwas the net amountprovided to the applicantafter the
forced pay-off?

. Flood Insurance Company:
a. Was there a structural settlement with built-in appliance coverage?
i. If yes, whatbuilt-in appliances were covered by the settlement?
ii. If the call attempt is successful:
1. OBTAIN required information from the insurance provider; AND
2. RECORD the response(s)in NEMIS and CONTINUE processing.
iii. If the call attempt is unsuccessful:

1. COMPLETE a review of all other verification requirements and documents
received.

. Ifthereis NOT an insurance settlement or denial letter on file, there is NO
evidence an insurance claimwasfiled, and ithas NOT been 12 months since
the registration was completed; CALL the applicant, provide details of
information required from the insurance provider, resolve any outstanding
questions;and ROUTE to FEMA Complete.

. Ifthere is an insurance settlement or denial letter on file, or it has been more
than 12 months since the registration was completed; PROCESS Home
Repair Assistance, Home Replacement Assistance, or Personal Property
Assistance as Ineligible — Has Insurance (INVINFI) with the appropriate text
insert.

2. Insurance requestfor consent

a. Ifthe insurance company will NOT release information overthe phone without
consentfrom the applicant, CALL the applicantto explain the need to call the
insurance company and give them consentfor FEMA to obtain the needed
information.
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i. PROCESS the initial INVINFI determination with the Missing Insurance
Settlement Approval or Denial Letter insert.

b. If the initial INVINFI determination was previously processed and there is
information missing for processing:

i. GENERATE an Appeal Request Documentation (ADOC) letter to request the
insurance settlementor denial;AND

1. ADOC letter selections:
a. Missing Homeowners INS Settlement or Denial
b. Missing INS Letter Exhaustion of ALE/Loss of Use

ii. CALL the applicantto explain reason for the ADOC.

C. Processing Eligible Assistance

1. General processing information

. PROCESS an eligibility determination for all Uninsurable items such as wells,
septic systems, access routes (roads/bridges), etc., with or withoutinsurance
documentation in the file, regardless of the cause of damage or insurance policies
held by the applicant.

. Aninsured applicantwill NOT be eligible forinsured Personal Property Assistance,
Home Repair Assistance, or Home Replacement Assistance unless an insurance
settlement, denial letter, or verbal confirmation with the insurance company is
provided to FEMA.

NOTE: An insurance estimate is NOT acceptable in place
of an insurance settlement.

. Insurance information must be addressed when itis received.

i. The Insurance Substantiation/Settlement frame should be
reviewed and updated as necessary when an insurance document
is received or verbally verified with the insurance company and
prior to processing any eligible or ineligible determinations.

. Staff should critically review insurance settlements or denial letters to ensure:

i. The insured property address matchesthe DD,;
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ii. The date of loss matches the incidentperiod; AND

iii. The denialis specificto the peril(s) generally covered by thatinsurance type, as
well as the cause of damage to which the comparison is being made.

1. For example: A Homeowners Insurance (HOI) denial for water damage
should NOT be considered a denial from Flood Insurance

. If the applicant DOES NOT receive a settlement for a peril(s) thatis
generally covered, e.g. Wind COD with HOI coverage, CONFIRM with the
insurance company thata claim was filed for that peril.

e. If the settlement or denial is NOT in the file foranyinsured line items, CALL the
insurance company to VERIFY if a claim was filed and, if so, to VERIFY the
insurance determination.

f. Anapplicantwith insurance fora covered peril will be ineligible for assistance from
FEMA forinsured RP items if they failed to file a claim within the allotted timeframe
established by theirinsurance company (insurance contract, terms, and/or
conditions).

g. Aninsured applicant may be eligible for FEMA assistance when any adjusted net
insurance settlementfor RP/PP loss is less than the financial HA and/or ONA
maximum award.

i. The financial HA and ONA maximum award changes annually on October 1 and
should be verified prior to processing an award.

. The netinsurance settlementis the amountthe applicantreceived from the
insurance company for Temporary Housing (ALE/LOU), RP (structure), or PP
(contents).

i. Deductibles are NOT includedin a netinsurance settlement.

ii. The RP adjusted netinsurance settlement may include recoverable depreciation
fundsif disbursed to the applicantat the time of review.

1. Referto Section IV, Recoverable Depreciation Calculation for additional
information.

. If an itemized insurance settlementis available in the applicant’s file, DEDUCT
PP, outbuildings, other structures, e.g. sheds, fences, etc.; or other items NOT
covered under Home Repair Assistance or Home Repl.acement.ASS|stan ce
(traditional NEMIS line items). These items must be deducted from the RP net
settlement.

1. PP net settlements will be calculated similarly to RP net settlements.
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a. If an itemized insurance settlementis available in the applicant’s file,
DEDUCT jewelry or other items NOT covered under PP Assistance

(traditional NEMIS line items). These items must be deducted from the
PP/content net settiement.

. In instances where an applicantreceives insurance proceeds for multiple
items covered under PP Assistance, such as five televisions, NO
additional adjustments/deductions are made. The entire amountwill be
considered as part of the PP net settlement.

iv. The adjusted net settlement amountfor each type of insurance policy mustbe
compared to the financial HA and/or ONA maximum award separately in order
to determine if the applicantis eligible for the unmet need for that specific
covered peril.

. If the adjusted netinsurance settlementamountfor a covered peril is greater

than or equal to the financial HA and/or ONA maximum award, the applicantis
NOT eligible for assistance for the covered peril.

1. When the applicantis determined to be ineligible because the adjusted net
insurance settlementforall insured perils is greater than the financial HA
and/or ONA maximum award, USE the INVINFI letter with the Insurance
Settlement exceeds FEMA Eligible Damage (FVL or Max) insert.

. Ifthe applicantis determined to be eligible for any Uninsurable items, USE
the EHR eligibility determination.

I. If any adjusted netsettlement is less than the financial HA or ONA maximum
award, an inspection mustbe requested, if NOT. previously completed.

If any adjusted netsettlement is less than the financial HA and/or ONA maximum
award, a comparison of like peril FVL to the adjusted net settlement for like

insurance coverage will be performed based on the information recorded during the
inspection.

An itemized list of each item paid by the insurance company is NOT required and
should NOT be requested.

i. IDENTIFY the types of insurance the applicanthas and the cause of damage to
RP/PP. For example:

1. HOI settlements will be compared to the RP/PP FVL for insurable RP/PP
items recorded for Wind-driven Rain (WDR) and perils traditionally covered
by HOL.
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2. Flood Insurance settlements will be compared to the RP/PP FVL for
insurable RP/PP items damaged by flood and perils traditionally covered by
Flood Insurance.

k. The applicantwill be reviewed for the unmetneed up to the established program
limit NOT to exceed the FVL.

i. When the applicantis determined to be eligible because the adjusted net
insurance settlementis less than the FVL of like insured RP/PP items, USE the
EHR/EHRZ, ERPL/ERPLZ, or EPP/EPPZ eligibility determination. This would

also include paymentforany Uninsurable or Not Insured items.

. When the applicantis determined to be ineligible because the adjusted net
insurance settlementforall insured perils is greater than the FVL, USE the
INV/INFI letter with the Insurance Settlement exceeds FEMA Eligible Damage
(FVL or Max) insert.

FEMA will NOT request or require an insurance settlementif the COD the inspector
recorded in the line items is NOT covered by any insurances the applicanthas
reported.

I. If an itemized breakdown is voluntarily submitted with a different COD than what
the FEMA Inspector found, they must be reviewed for possible duplication of

benefits (DOB) with insurance.

. When items are found on an insurance settlementwith a different COD than
whatthe FEMA Inspector found, they must be reviewed for possible DOB with
insurance.

1. If the applicantis NOT underinsured and there are clearly duplicated items in
the settlement such as water heater, furnace, or other singular RP items,
DEDUCT those line item amounts from the award.

a. This DOES NOT apply to paint, drywall, flooring, or other items that
CANNOT be considered an exact duplicate.

2. Recoverable depreciation

a. Recoverable depreciation is an amountthat may be paid to the homeownerby the
insurance company after repairs have been made. Only deductthis amountif the
fileincludes clear documentation or a verifiable contactthat the applicantreceived
these funds.

i. If recoverable depreciation has been disbursed at the time the eligibility is
determined, it will be included in the adjusted net insurance settlementamount

14
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and compared to the financial HA maximum award and the FVL prior to
determining the Home Repair Assistance award.

1. CALL the insurance company to VERIFY if recoverable depreciation was
disbursed to the applicant.

a. Once verified, recoverable depreciation will be added to the adjusted net
insurance settlementtotal prior to an IHP determination being made for
Home Repair Assistance.

a. Referto Section IV, Recoverable Depreciation Calculation for additional
information.

3. Mandatory pay-offs and lender/forced placed policies

a. To determine if the insurance policy had a mandatory pay-off requirement, including
force-placed policies;

i. CALL the insurance company to CONFIRM the amount of the net settlement
and how much was paid to the mortgage company and the applicant; AND

ii. CALL the mortgage company to verify if the applicantwas required to pay down

the mortgage, e.g. force-placed, lender-placed, or other conditions such as a
property lien; or had the option to choose between paying down the mortgage or
keeping the net settlement. One call attempt is required for each verification.

1. If the applicanthad to pay down the mortgage and received NO benefit, the
net settlement is zero.

. If the applicanthad to pay down the mortgage and received some benéfit,
the netsettlement is the amountreceived after the mandatory pay-off.

. If the applicanthad the option to pay down the mortgage or keep the
settlement, the net settlement is the amount paid to the mortgage company
plus the amountthe applicantreceived.

iii. Referto B.1. Verification Calls and Force-Placed or Lender Placed Insurance
Policy FAQ for additional information.

4. Mobile Home Insurance

a. An applicantwith Mobile Home Insurance will be ineligible forinsured RP/PP line
items until the applicantfiles a claim with theirinsurance company and
demonstrates an unmetneed by providing an insurance settlementor denial letter.

15
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i. For DR-4563-AL and forward, applicants who stated they have
applicable insurance coverage at the time of registration, will
receive a No Decision — Insured letter, INS.

1. Applicants accessing theironline DAC accountwill view a “Not Approved”
status.

These applicants will have 60 days from the date of letter to provide copies of an
insurance settlementapproval or. denial letter,

ii. Applicants who DO NOT provide copies of insurance settlement or denial within
60 days of INS letter, will receive IINR - Ineligible Insured No Response.
Once applicants receive the lINR, they mustinclude an appeal letter with any
submission of insurance documents.

. Although a standard Mobile Home Insurance policy may NOT. cover flood damage,
confirmation of flood insurance coverage is required.

i. The declaration page will display all covered perils. If the applicantsends
information that shows flood is NOT covered undertheirinsurance policy, the
applicantcan then be processed for all eligible disaster-caused flood damages.

ii. However, if the applicantalso incurred Wind Driven Rain damage or other,

damage normally covered by Mobile Home Insurance, then the applicantmust
submit the settlement or denial from the insurance company so an accurate
amount of FEMA assistance can be determined.

5. Case processing with NO previous inspection

a. Cases are generally processed in FEMA Manual Determination - Insurance sub-
queue.

. Insured applicants will receive an inspection when any adjusted net insurance
settlement for RP loss is less than the financial HA maximum award.

i. IDENTIFY the type(s) of insurance held by the applicant.
i. IDENTIFY the cause(s) of damage to the RP/PP.

iii. COMPARE the adjusted netinsurance settlementfor each type of insurance to
the financial HA and/or ONA maximum award.

iv. If the adjusted netinsurance settlementfor any covered peril is less than the

financial HA and/or ONA maximum award, REQUEST an inspection, if NOT.
previously issued.
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c. If each of the adjusted netinsurance settlements for covered perils is greater or
equal to the financial HA and/or ONA maximum award, NO inspection would be
requested.

i. Exception: Aninspection is requested when itis identified that damages
occurred to Uninsurable items. Assistance for uninsurable items is processed
regardless of the applicant’s insurance coverage.

d. Forapplicants with HOI, Flood, or a combination of the two types of insurance:

Fiscal Year
Maximum (FY21)

Insurance

Adjusted Net Insurance Settlement
Types

Request Inspection

B Structure HOI settlement for
Tornado/Wind = $55,000.00 Yes, if ONA Referred,
HOI only $36,000.00 e.g. SBA = FIT orwhen
Content HOI settlement for referred to ONA by SBA.
Tornado/Wind = $10,000.00
| Structure HOI settlement for
Tomado/Wind = $25,000.00
HOI only $36,000.00
| Content HOI settlement for
Tornado/Wind = $10,000.00
Structure HOI settlement for No, ineligible for HA and
Tormado/Wind = $45,000.00 ONA (insurance overthe
HOI only $36,000.00 financial HA and ONA
| Content HOI settlement for maximum in both
Tomado/Wind = $36,000.00 categories).
Yes, the inspection will
verify disaster caused
damage to the structure,
Flood only | Flood = Any Amount $36,000.00 habitability, contents,
and/or potential losses
to Uninsurable items
damaged by flood.
| Structure HOI for Hail/Rain/Wind Yes, the inspection will
Driven Rain = $36,000.00 verify disaster caused
damages to the
| Structure Flood = $24,000.00 $36,000.00 structure, habitability,
contents and/or potential
| Content Flood = $9,300.00 losses to Ul items
damaged by flood.

HOI and
Flood

Table 1: Requests for Inspection
e. Torequestan initial inspection:

i. Referto Inspection Requestis and Comparisons SOP.

6. Case processing with inspection completed

a. Cases are generally processed in FEMA Manual Determination - Insurance sub-
queue.
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b. REVIEW all submitted insurance documents and conducta comparison of FVL
againstcovered perils and category types (HA vs ONA).

. REVIEW all FVL reported by the inspector.

. COMPARE the total netsettlement(s) (adjusted if necessary) of covered perils to
the corresponding FVL cause of damage. For example, COMPARE an HOI
settlement againsta wind damage FVL.

i. The applicanthas an unmet need if the losses are NOT insured (noinsurance to
cover the damage type), under-insured (FVL is greater than the net settlement)
for any cause of damage, or if there is a forced payoff requirement.

ii. After completing the insurance comparison, Insured items and Not Insured
items may be processed for assistance.

7. Housing and/or Personal Property awards

a. If an applicant meets the verification requirements listed under Eligibility
Verifications;

i. UPDATE flood-damaged insurable RP line items from Insured to Not Insured
when paying EHRZ flood damages in Flood Zone A, V or W; and UPDATE
flood-damaged PP line items from Insured Yes to Insured No when paying
EPPZ flood damages in Flood Zone A, V or W.

ii. PROCESS the Eligible Assistance (EHR/EHRZ; ERPL/ERPLZ or EPP/EPP2)
award(s):

1. Referto Home RepairBasic Processing Steps section of the Web NEMIS
Initial Assistance Reference Guide for additional information.

2. Referto the Appendix forinformation on using the Eligibility Calculators.

iii. ADD a Comment explaining the eligibility, including information aboutthe
verification items, AND

iv. ROUTE to FEMA Approval NON-DRM unless instructed to do otherwise by
Preshift, Supervisor/Point of Contact (POC), or other authorized source.

1. ROUTE to FEMA Approval NON-DRM when there is a combination of
eligible and ineligible determinations.

D. Processing Ineligible Decisions
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1. INS or INSF| Status

a.

INS and INSFI are typically auto-determination decisions created when the
applicanthas insurance coverage for the perils recorded during Registration Intake
or during the inspection process. These determinations are generally made prior to
any comparison with actual insurance settlementor denial documentation.

i. These determinations may require manual entry when:

1. The applicantcontacts Helpline and changes Home Damages or PP
Damages from No or Unknown to Yes;

2. The applicanthas insurance coverage for the perils listed as the COD; AND

3. Floodis NOT listed asa COD.

. For RP and ONA assistance categories, applicantsin itially determined INS or INSFI

have 12 months from the registration date to provide an insurance settlementor

denial letter for review of the specifictype of insurance, e.g. Homeowners, Flood,
etc. For Temporary Housing, applicants have the entire perlod of assistance (18

months)to submit theirinsurance documentation for review.

i. For DR-4563-AL and forward, applicants who stated they have applicable
insurance coverage at the time of registration, will receive a No Decision —
Insured letter, INS.

1. Applicants accessing theironline DAC accountwill view a “Not Approved”
status.

. These applicants will have 60 days from the date of letter to provide copies
of an insurance settlementapproval or denial letter.

. Applicants who DO NOT provide copies of insurance settlementor denial
within the 60 days of INS letter, will receive IINR - Ineligible Insured No
Response. Once applicants receive the lINR, they mustinclude an appeal
letter with any submission of insurance documents.

ii. Once the applicanthas submitted insurance information for RP or ONA losses,
and received a decision (INI or INFI), they have 60 days from that decision date
to submitan additional appeal.

. When reviewing a previously determined INS/INSFl insurance case in FEMA

Manual Determination and the applicanthas NOT submitted the necessary
insurance documents:
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i. [Ifthe submitted documents DO NOT include a settiement or denial letter, there
is NO evidence an insurance claimwas filed, and it has NOT been 12 months
since the registration was completed:

1. CALL the applicantand EXPLAIN the need to file an insurance claim and
submit the insurance settlementor denial letter for review. EXPLAIN they
have 12 months from the registration date to submitthe requested
information. One call attempt is required; AND

2. ROUTE to FEMA Complete.

If the submitted documents do include a settlement or denial letter, but they DO
NOT include enough information to determine eligibility:

1. USE the INVINFI determination with the Missing Insurance Settlement
Approval or Denial Letter insert;

. If the applicantappeals the initial INVINFI decision, USE the Appeal A-INI/A-
INFI determination;

. GENERATE the INI/INFI or A-INI/A-INFI Eligibility letter (DO NOT send to
mail queue); AND

. ROUTE to FEMA Ineligible.

2. Inspection and ineligible processing sequence

Manual Review

Post Registration

a. Updating the Non-
Referral status.
AND

. IDV_PASS and
OCCV_PASS

Non-Flood
decision/status

INS - Applicant has
damage forinsured peril.

Flood decision

Inspection Request

REQUEST an initial
inspection if:

a. The applicant has
damages from flood
and they have Flood
Insurance; OR

. The applicant has
both HOl-covered
damage and Flood
Insurance-covered
damage and has
coverage from both
insurance types.

Initial review — No
inspection

a. First document(s)
submitted.

HA: INI
ONA: INI

HA - Letter Insert options:

HA: INFI
ONA: INI

HA - Letter Insert options:

REQUEST an initial
inspection if:

a. The adjusted net
insurance settlement

Backto Top
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Non-Flood

decision/status

a. Insurance Settlement
exceeds FEMA
Eligible Damage.

Missing Insurance
Settlement Approval
or Denial Letter.

Insurance Covers
Living Expenses.

Flood decision

a. Insurance
Settlement exceeds
FEMA Eligible
Damage.

Missing Insurance
Settlement
Approval or Denial
Letter.

Inspection Request

forany covered peril
in HA or ONA is less
than the financial HA
and/or ONA
maximum award;

. The applicant has
damages from flood,
and has HOI and/or
Flood Insurance;

The applicant
submits a written
statement indicating
they have NO
insurance
whatsoever; OR

Uninsurable items
are identified.

Initial review - Post
Inspection

a. Documents,
received, orverbal
verification attempt
completed.

HA: INI
ONA: INI

HA - Letter insert options:

a. Insurance Settlement
exceeds FEMA
Eligible Damage.

Missing Insurance
Settlement Approval
or Denial Letter.

C. Insurance Covers
Living Expenses.

HA: INFI
ONA: INI

HA - Letter insert options:

a. Insurance
Settlement exceeds
FEMA Eligible
Damage.

Missing Insurance
Settlement
Approval or Denial
Letter.

Appeal review

a. Afterthe initial INI or
INFI decision.

HA: A-INI
ONA: A-INI

HA - Letter Insert options:

a. Insurance Settlement
exceeds FEMA
Eligible Damage.

. Missing Insurance
Settlement Approval
or Denial Letter.

C. Insurance Covers
Living Expenses.

HA: A-INFI
ONA: A-INI

HA - Letter Insert options:

a. Insurance
Settlement exceeds
FEMA Eligible
Damage.

Missing Insurance
Settlement
Approval or Denial
Letter.

Table 2: Inspection and Ineligible Processing Sequence
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3. Allstandard ineligible insurance determinations can be used when processing requests
with insurance coverage. Standard ineligible determinations and reasons for denial
include:

a. Ineligible - Insured (INS) or Ineligible - Has Flood Insurance (INSFI):

i. Applicants who have insurance which covers the reported cause of damage will
receive an INS or INSFI status until the required insurance documentation is
received and reviewed.

. For DR-4563-AL and forward, Applicants who stated they have applicable
insurance coverage at the time of registration, will receive a No Decision —
Insured letter, INS.

1. Applicants accessing theironline DAC accountwill view a “Not Approved”
status.

iii. These applicants will have 60 days from the date of letter to provide copies of an
insurance settlementapproval or denial letter.

iv. Applicants who DO NOT provide copies of insurance settlement or denial within
the 60 days of INS letter, will receive lINR - Ineligible Insured No Response.

Once applicants receive the IINR, they mustinclude an appeal letter with any
submission of insurance documents.

. Ineligible - Has Flood Insurance (INFI):
i. Insurance Settlement exceeds FEMA Eligible Damage (FVL or Max); OR
ii. Missing Insurance Settlement Approval or Denial Letter.
. Ineligible - Has Insurance (INI):
i. Insurance Settlement exceeds FEMA Eligible Damage (FVL or Max);
ii. Missing Insurance Settlement Approval or Denial Letter; OR
. Insurance Covers Living Expenses.
1. When unmetneeds for Temporary Housing is identified, e.g. ALE/LOU is
exhausted; applicants can submit their request for Temporary Housing
assistance with the required documents any time during the eligible period of

assistance (18 months), but they must initiate the request for Temporary
Housing assistance before the financial closure of the disaster.
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2. Temporary Housing assistance DOES NOT have a financial maximum.
Eligibility is only limited by the eligible period of assistance (18 months)
unless Disaster Specific Operating Procedures exist.

d. Ineligible — Insurance Coverage (lINS) - generally used in ONA related
determinations:

i. The applicantreceived assistance from another source;

ii. The applicantdirectly received insurance funds equal to or in excess of the
disaster-caused expense; OR

i. The applicantfailed to file an insurance claim within the allotted timeframe
established by theirinsurance company (insurance contract, terms, and/or
conditions).

4. To process theineligible determination:

a. Referto Home Repair Basic Processing Steps section of the Web NEMIS Initial
Assistance Reference Guide for additional information.

b. ADD a Comment:

i. EXPLAIN the eligibility, including information aboutthe reason(s)for denial,
AND

c. ROUTE to FEMA Ineligible unlessinstructed to do otherwise by Preshift,
Supervisor/POC, or other authorized source.

i. ROUTE to FEMA Approval NON-DRM when thereis a combination of eligible
andineligible determinations.

E. Joint Option DisasterInformation (ONA Only)

This category is NOT applicable to this guidance. (Alternative language below).

1. If processing a Joint Option Disaster:

a. ONA categories are only processed by the STT.

b. FEMA staff is authorized to process Housing Assistance (HA) categories.

2. If incoming mail generatesa WP to a FEMA processing queue:
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a

. REVIEW/PROCESS any outstanding issues within HA categories. Refer to the
Appendix forinformation on using the Eligibility Calculators.

i. Ifan additional WP is available in a state processing queue orsubqueue such
as State Manual, State Appeal, or State Supervisor Review, NO further
action for ONA is required.

3. If an additional WP is NOT availablein an STT queue AND

a. There are NO HA categories to address:
i. ROUTE the existing WP to the State Manual Determination queue.
b. There are HA categories to address:

i. On the Confirmation screen, SELECT the appropriate Routing location for all
HA categories;

ii. SELECT State Manual Determination for all ONA categories; AND

iii. CLICK Submit.

F. Appeals

. Once insurance information or documents are reviewed, and an initial eligible
(EHR/ERPL/EPP)orineligible (INI/INFI) determination has been made, applicants
have 60 days from the eligible/ineligible determination to submit an appeal for
reconsideration or additional assistance.

a. Referto the Appeal Processing SOP for more information.

. Applicants who DO NOT provide theirinsurance documentation within 60 days of the
INS letter will automatically receive the lINR letter. Once the applicantreceives the
IINR, they mustinclude an appeal letter with any submission of insurance documents.
The appeal letter and insurance documents mustbe submitted within 12 months of
registration.

b. Referto the Appeal Processing SOP for more information

G. Exceptions

There may be unique scenarios NOT specifically identified within this SOP thatmay require
additional assistance.
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1. If unable to determine eligibility using available SOPs, DSOPs, or other posted
information:

a. CALL the IHP Helpdesk at_or the applicable extension number; or
EMAIL the appropriate Supervisoror POC.

i. If after review by the IHP Helpdesk Specialistor Supervisor/POC itis
determined additional clarification is required, the IHP Helpdesk Specialist or
Supervisor/POC will:

1. EMAIL a request for clarification to the appropriate team via the Helpdesk
(FEMA-IHPHelpdesk@fema.dhs.gov).
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IV. EXAMPLES AND FAQS
Insurance Matrix

1. The insurance matrix and associated eligibility charts in the following section contain examples of eligibility decisions

for applicants who have insurance.

INSURANCE
TYPE

Homeowners

PROPERTY COVERED

All RP, including separate structures;
removal of debris deposited by covered
peril; PP, and ALE/LOU for covered
perils.

PROPERTY NOT
COVERED

Seawalls; retaining
walls; washouts
(access)

PERILS COVERED

Wind; hail; lightning; falling
objects including trees;
freezing of plumbing; weight
of ice, snow, or sleet; fire;
smoke; volcanic eruption;
power surge; explosion; riot
or.civil disturbance.

PERILS NOT COVERED

Surface waters orflood; rain through
doors, windows, or bad roof;
seepage; landslides; mudslides;
earthquake; sewer backup (SBU)..

Sewer backup is usually covered in
an endorsement to the policy.

Renters
(Contents Only)

All PP, including PP away from
premises and ALE/LOU forcovered
perils.

RP, seawalls;
retaining walls;
washouts (access)

Wind; hail; lightning; falling
objects including trees;
freezing of plumbing; weight
of ice, snow, or sleet; fire;
smoke; volcanic eruption;
power surge; explosion; riot
or civil disturbance..

Surface waters or flood; rain through
doors, windows, or bad roof;
seepage; landslides; mudslides;
earthquake; sewer backup (SBU).

Sewer backup is usually covered in.
an endorsement to the policy..

Mobile Home

Mobile home, including separate
structures; removal of debris deposited
by covered peril; cost of emergency
repairs or removal to protect the mobile
home; ALE/LOU for covered perils; and
all PP, including PP.away from
premises.

Seawalls; retaining
walls; washouts
(access)

Wind; hail; lightning; falling
objects including trees;
freezing of plumbing; weight
of ice, snow, or sleet; fire;
smoke; volcanic eruption;
power surge; explosion; riot
or civil disturbance..

Flood may or. may NOT be
covered depending on the
contract.

Sewer. backup; leakage from rain,
snow, orsleet; freezing or electrical
failure, mudslide, earthquake;
depending on the contract, flood may
or may NOT be covered.

Electrical failure DOES NOT pertain,
to power surges, but only to
situations where electrical service
stops and there is NO damage to the
home.
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INSURANCE
TYPE

Condominium

FEMA

PROPERTY COVERED

Unit: Structural elements NOT shared
by other tenants or owned by the
association, generally from the
sheetrock in, including sheetrock,
paneling, wall covering; ALE/LOU for
covered perils; all PP, including PP
away from premises.

Master: Structural elements shared by
other tenants orowned by the.
association, generally from the wall
studs out.

CIVIL ACTION No. 5:21-cv-071

7th Interim Response
000179

Insurance Processing for HA and Personal Property
Effective Date: September22,2021

PROPERTY NOT
COVERED

Seawalls; retaining
walls; washouts
(access)

PERILS COVERED

Wind; hail; lightning; falling
objects including trees;
freezing of plumbing; weight
of ice, snow, or sleet; fire;
smoke; volcanic eruption;
power surge explosion; riot or
civil disturbance.

PERILS NOT COVERED

Surface waters or flood; rain through
doors, windows, or bad roof;
landslides; mudslides; earthquake;
sewer backup; Ieakag_e_from rain,
snow, orsleet; freezing or electrical
failure.

Owners Only: all RP from the first floor
up; RP in basement below ground level
necessary for habitability, e.g. structural
wall, furnace, water heater, main panel;
separate structures. such as storage
buildings; cost of preventing flood
damage to home; removal of debris
deposited by covered peril.

Homeowners and Renters: property in
basement necessary for habitability,
e.g. washer and dryer, all PP.in dwelling
and separate enclosed structures (see
property NOT covered); PP stored away
from premises..

RP: Water wells;
well pumps; oil or
propane tanks;
septic tanks;
seawalls; retaining
walls; washouts
(access), dikes.

ALE/LOU

PP: property stored
in basements
below grade level
as identified by the
individual policy..

General condition of flooding,
e.g. overflow of inland ortidal
waters; the unusual and rapid
run-off or accumulation of
surface waters from any
source; mudflow/mudslide;
sewer backup caused by
flood; seepage caused by
flood, e.g. ground saturation
or seeping under doors from
rising water..

Anything other than perils listed, e.g.
WDR; landslide; sewer backup when
NO general flood exists; seepage
NOT caused by flood, e.g. melting
snow.or WDR blowing water under.
doors.

Earthquake,
Sewer Backup,
and other riders

Any property covered by the policy
rider,

Any property
excluded from
coverage under the
policy the rider is
attached to.

Only the peril(s) specified on
the rider.

All perils except those specified by
the rider.

Table 3: Insurance. Matrix
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2. Insurance eligibility charts for Rental Assistance, Home Repair Assistance, and
Personal Property Assistance.

a. USEthe charts in this section to assist in identifying the appropriate eligibility
codes for Rental Assistance, Personal Property Assistance,and Home Repair
Assistance in cases where the applicant was inspected and received a
settlement for coverage that is greater than the FVL and/or for ALE/LOU
coverage thatis greater than 1 month Fair Market Rent (FMR).

i. Step 1: DETERMINE the type of dwelling: Single-family or mobile home.

i. Step2: DETERMINE the cause of damage or multiple causes of damage.

iii. Step 3: Choose the chart that best describes the case: One COD, Multiple
CODs, or Mobile Home. Within the chart, locate the row that contains the
criteria that best matches your case. Criteria includes:

1. Type of Line ltems
2. Whether Habitability Repairs are Required (HRR = YES/NO)

3. Whetherthe applicantwill relocate while repairs are being made or as a
result of damage (as indicated by MOVED = YES/NO)

4. Insurance Types

iv. The criteria are found in the firstfourboxes of the row. The last column will
give the Eligibility Determination.

v. Example:

RA HR
Eligibility  Eligibility
Code Code

Applicant has 11D IID IID

flood damage (Ineligible | (Ineligible | (Ineligible —

with or without _ _ Homeowners —Home is | -Home is | Minimal or

uninsurable Safe to Safe to No Repairs

items. Occupy) Occupy) Required)
Table 4; RA, HR, PP Eligibility Chart

Type of Line PP Insurance

HRR Moved PP Eligibility
Items Dmg Types

Code

b. In all cases where COD = Flood, and the Flood Zoneis A, V, or W, USE EHRZ -
Eligible Home Repair, Flood Insurance Required and/or EPPZ - Eligible
Personal Property, Flood Insurance Required.

. Agents must review insurance documents on file or receive verbal verification
from the insurance company of settlement/denial/lack of coverage before
processing determinations forinsured damages.
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i. Applicantsinitially determined INS or INSFI have 12 months from the
registration date to provide an insuran ce settlementor denial for review of RP
and PP assistance for the specific type of insurance, e.g. Homeowners,
Flood, etc. For Temporary Housing, applicants will have the entire period of
assistance (18 months)to submittheir insurance documentation for review.

1. For DR-4563-AL and forward, applicants who DO NOT provide copies of
insurance settlementor denial within the 60 days of INS letter, will receive
IINR - Ineligible Insured No Response. Once applicants receive the
IINR, they mustinclude an appeal letter with any submission of insurance
documents.

ii. Forcurrentdisasters:
1. USE the INVINFI determination with the applicable insertfor the situation.
After the applicantappeals the decision, USE the Appeal A-INI/A-INFI

determination.

d. REVIEW the Rental Assistance SOP before processing Temporary Housing
Assistance.

NOTE: PROCESS Uninsurable items as eligible,

regardless of insurance coverage or COD.
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COD = Flood
Type of Line Items.
Flood Damage Only

No

No
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MNone t:'rai\n)ur Type

IID

IID

Effective Date: September22, 2021

T L 1 T Y LY

IID

Flood Damage Only

Flood Damage Only

Yes

Yes

Ye_é

Yes

No.

Yes.

None, Homeowners w/
or w/o SBU
None, Homeowners w/.
or w/o SBU

INR

ER

EHR/EHRZ

EHR/EHRZ

EPP/EPPZ

EPP/EPPZ

Flood Damage Only

Yes

No.

Flood

INFI

INI

Flood Damage Only

Yes

Yes.

Flood

ER

INFI

INI

Flood Damage Only
Flood Damage Onlyr

Type of L_|ne Items

WDR Damage Only
WDR Damage Only
WDR Damage Only

Yes
Yes

No

No.
Yes.

No.
No
Yes.

Homeowners and Flood
Homeowners and Flood

None or Any Type
MNone or Flood
None or Flood

ER

D
INR
ER

INFI
INFI

D
EHR
EHR

INI
INI

| HRR | Moved | Insurance Types. RA Elig. Code HR Elig. Code PP Elig. Code

D
EPP
EPP,

WDR Damage Only

No.

Homeowners w/ or wio
SBU

INR and INI

INI

INI

WDR Damage Only

WDR Damage Only

COD = SBU or Seepage
Type of Line Items.
SBU Damage Only

SBU Damage Only

SBU Damage Only

SBU Damage Only

| PP Dmg

Yes.

Yes.

No.

Homeowners w/ or w/o
SBU
Homeowners w/or wio
SBU and Flood

Insurance Types
None orAny Type
None or
Homeowners wio.
SBU
None or
Homeowners, w/o.
SBU
Homeowners w/ SBU

INI

INI

RA Elig. Code

INR and INI

INI

INI

HR Elig. Code

INI

INI

| PP Elig. Code

SBU Damage Only
SBU Damage Only

Yes
No

Homeowners w/. SBU
Flood

INI
INR

SBU Damage Only

SBU Damage Only

Yes.

No.

Flood
HOI w/o SBU and
Flood
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SBU Damage Only e

COD = Earthquake (EQ)
Type of Lineltems | PPDmg | HRR
EQ Damage Only No No

EQ Damage Only Xos bt

EQ Damage Only o8 98

No

Yes

CIVIL ACTION No. 5:21-cv-071
7th Interim Response
000183

Insurance Processing forHA and Personal Property

HOI w/o SBU and
Flood

| Moved | Insurance Types |

None orAny Type
None or.
Homeowners w/o EQ
None or
Homeowners w/o EQ

Effective Date: September22,2021
ER INFI INI

| PP Elig. Code

| HR Elig. Code

RA Elig. Code

ER.

EQ Damage Only Yes. Yes
EQ Damage Only Yes Yes

No
Yes

Homeowners w/ EQ
Homeowners w/ EQ

INR or IN]
INI

Scenarios. assume that Homeowners. Insurance covers ALE/LOU.

Remember to process Uninsurable items as eligible regardless of insurance types or COD..

| FEMA will NOT request an insurance. settlement if the recorded COD is NOT a covered peril within the applicant’s insurance coverage.
Table 5: Initial Determinations for Inspected Applicants with 1 Cause of Damage

COD = Flood, Sewer Backup, and Wind Damage

Type of Line ltems PP Dmg HRR
Flood, SBU, and Wind
Damage

Moved

Insurance Types
None orAny Type

RA Elig. Code HR Elig. Code PP Elig. Code

D, ID.

Flood, SBU, and Wind
Damage

MNone

EHR/EHRZ EPP/EPPZ

Flood, SBU, and Wind
Damage

MNone

ER EHR/EHRZ EPP/EPPZ

Flood, SBU, and Wind
Damage

Homeowners wfo SBU

INR and INI EHR/EHRZ (Flood &

SBU items only)

EPP/EPPZ (Flood
& SBU items only)

Flood, SBU, and Wind
Damage

Homeowners wfo SBU

INI EHR/EHRZ (Flood &
SBU items only)

EPP/EPPZ (Flood
& SBU items only)

Flood, SBU, and Wind
Damage

Homeowners w/ SBU

INR and INI EHR/EHRZ (Flood

items only)

EPP/EPPZ (Flood
items only)

Flood, SBU, and Wind
Damage

Homeowners w/ SBU

INI EHR/EHRZ (Flood
items only)

EPP/EPPZ (Flood
items only)

Flood, SBU, and Wind
Damage

Flood

INR EHR (WDR items
only)

EPP (WDR items
only)
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Flood, SBU, and Wind
Damage.

Yes

Flood

ER

FHR (WDR items only)

EPP (WDR items
only)

Flood, SBU, and Wind
Damage

Yes

Homeowners and
Flood

INR and INI

INI and INFI

INI

Flood, SBU, and Wind
Damage

Type of Line ltems

Flood and,
SBU/Seepage

Yes

COD = Flood and SBU/Seepage Da

PP Dmg
No

No

Homeowners and
Flood

Insurance Types
None or Any Type

INI

RA Elig. Code

INI and INF]

HR Elig. Code
1D,

INI

PP Elig. Code
IID.

Flood and
SBU/Seepage

Yes

Yes

None or Homeowners,
w/o SBU

EHR/EHRZ

EPP/EPPZ

Flood and
SBU/Seepage

Yes

Yes

None or Homeowners,
w/o SBU

ER

EHR/EHRZ

EPP/EPPZ

Flood and
SBU/Seepage

Yes

Yes

Homeowners w/. SBU

INR and INI

EHR/EHRZ (Flood
items only)

EPP/EPPZ (Flood
items only)

Flood and
SBU/Seepage

Yes

Yes

Homeowners w/ SBU

INL

EHR/EHRZ (Flood
items_only)

EPP/EPPZ (Flood
items only)

Flood and
SBU/Seepage

Yes

Yes

Flood

INR

INFI

INI

Flood and
SBU/Seepage

Yes

Yes

Flood

ER

INFI

INI

Flood and
SBU/Seepage

Yes

Yes

No

Homeowners wio SBU
and Flood

INFI

INI

Flood and
SBU/Seepage

Yes

Yes

Yes

Homeowners wio SBU
and._Flood

INFI

INI

Scenarios assume that Homeowners Insurance covers ALE/LOU.

Remember. to process Uninsurable items as eligible regardless. of insurance types or COD.

FEMA will NOT request an insurance settlement if the recorded COD is NOT a covered peril within the applicant's insurance coverage..
Table 6: Initial Determinations for Inspected Applicants with Multiple Causes of Damage

COD = Flood

Type of Line ltems PP Dmg HRR Moved Insurance Types RA Elig. Code HR Elig. Code | PP Elig. Code
Flood Damage Only No No No None or Any Type
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Flood Damage Only ] None INR EHR/EHRZ EPP/EPPZ
Flood Damage Only . None ER EHR/EHRZ EPP/EPPZ
Flood Damage Only Mobile Home INR and INI INFI INI
Flood Damage Onl Mobile Home INI INFI INI

[ Type of Line ltems._ | R ed | Insurance Types | RA Elig
WDR Damage Only s} None or Any Type 1ID.
WDR Damage Only ! None INR
WDR Damage Only y None ER.
WDR, Damage Only ] Any Type INR. and INI
Any Type IN|

Type of Line Items IRR. [ Insurance Types RA Elig. Code R_Elig.. PP Elig. Code
Flood and WDR Mo MNone or Any Type ] liD.
Damage
Flood and WDR Yes. Yes o None EHR/EHRZ. EPP/EPPZ
Damage
Flood and WDR Yes Yes ! None ER EHR/EHRZ EPP/EPPZ
Damage
Flood and WDR Yes. Yes No Maobile Home INR and IN] INI and INFI INI
Damage
Flood and WDR Yes Yes, Yes. Mobile Home INI INI and INFI INI
Damage
Scenarios assume that Homeowners Insurance covers ALE/LOU.

Remember to process Uninsurable items as eligible regardless. of insurance types or COD..

FEMA will NOT request an insurance settlement if the recorded COD is NOT. a covered peril within the applicant’s insurance coverage..
Table 7: Initial Determinations for Inspected Applicants with Mobile Home Insurance
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Recoverable Depreciation Calculation

1. Recoverable depreciation will ONLY be included in the adjusted net settlement
amountwhen ithas been verified by the insurance company thatit was disbursed to
the applicant.

a. Verbal verification of a recoverable depreciation paymentwith the insurance
company is required. Once verified, the amount of the recoverable depreciation
payment will be included in the adjusted net settlement prior to an IHP
determination for Home Repair Assistance.

i. If verified with the insurance company that the applicant did receive the
recoverable depreciation, the adjusted net insurance settlement (depreciation
recovered) for their RP would be $14,668.56.

Summary for CoverageA_Dwelling

Line Item Total 13,879.04
Overhead 1,387.92
Profit 1,387.92
Material Sales Tax 513.68

Replacement Cost Value $17,168.56
Less Depreciation (2,905.74)

Actual Cash Value $14,262.82
Less Deductible (2,500.00)

Net Claim $11,762.82
—_—

Total Recoverable Depreciation 2,905.74

Net Claim if Depreclation is Recovered 514,668.56
——

Figure 1: Insurance Summary for Dwelling
ii. If verified with the insurance company thatthe applicant DID NOT receive the
recoverable depreciation, the adjusted net insurance settlementfor their RP
would be $11,762.82.
Comparing the Adjusted Net Settlementto the FVL

. IDENTIFY the type(s) of insurance held by the applicant.

. IDENTIFY the cause(s) of damage to RP/PP.

. CALCULATE the FVL for each COD.

. Following the sequence of delivery, COMPARE losses for Home Repair Assistance
and Home Replacement Assistance before reviewing ONA.

. Forlike perils:

a. COMPARE the adjusted netinsurance settlement, if less than the financial HA
maximum award, with the FVL for RP Insured and Not Insured items.
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6. If the adjusted netinsurance settlementfor a covered peril is greater than the FVL
andthere are NO Not Insured or Uninsurable items:

a. The applicantwill be ineligible forlosses from the covered peril.

b. If there are NO other covered perils, GENERATE an INI/INFI letter with the
corresponding text insert.

7. If the adjusted netinsurance settlementfor a covered peril is less than the FVL:

a. The applicantwill be eligible for the unmetneed up to the established program
limit NOT to exceed the FVL.

. DEDUCT the adjusted net insurance settlementfor each applicable insurance
type from the total FVL for the like damage type.

. The applicantwill be eligible for the unmetneed using either EHR/ERPL,
EHRZ/ERPLZ, or EPP/EPPZ eligibility codes.

Example 1: Review of Peril (COD) NOT Cover by Insurance Policy

1. The applicantDID NOT report having other damage and the inspection only
recorded damage caused by flood in a Flood Zone A. The applicantis NFIRA

compliant, DID NOT have flood insurance, and SBA = HAPP. The applicant DID
NOT provide insurance settlementor denial information. Refer to the Appendix for
information on using the Eligibility Calculators.

FEMA Verified Insurance Net Insurance
Losses (FVL) Types Settlement
Home Repair
Flood only Assistance _ $20,000.00
$20,000.00.

Potential Award

Table 8: FEMA Verified Losses Example

a. First, IDENTIFY the insurance type (in this case HOI) with the associated
insurance settlement/denial information (in this case, NO insurance documents
were received).

i. FEMA will NOT request an insurance settlementif the peril is NOT covered
by the applicant’sinsurance.

. Second, COMPARE the FVL to the netinsurance settlementby category and
insurance type: The FVL $20,000.00 — $0.00 HOI Net Insurance Settlement =
$20,000.00 Unmet Need.

Result: PROCESS Home Repair Assistance (EHRZ) in the
amountof $20,000.00.
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Example 2: Comparison of multiple insurance settlements, perils (CODs), and

categories

1. The applicantDID. NOT report having other damage and the inspection recorded

damage caused by WDR, power surge, and flood. The applicantis NFIRA compliant
and has both HOI and flood insurance. The applicant DID NOT provide an itemized

list of each item paid by the insurance companies. Referto the Appendix for
information on using the Eligibility Calculators.

Hail/Rain/Wind
Driven Rain

FEMA Verified
Losses (FVL)
Home Repair
Assistance
$10,000.00

Insurance
Types

HOI - Structure

Net Insurance
Settlement

$11,000.00.

Potential Award

$0

Flood

Home Repair
Assistance
$12,000.00

Flood -
Structure

$9,000.00

$3,000.00

Power Surge

PP $4,000.00

HOI - Content

$3,000.00

$1,000.00

Table 7: FEMA Verified Losses Example.

a. First, IDENTIFY the insurance types (with the associated insurance
settlement/denial information) and the losses identified by category and COD.

. Second, COMPARE the FVL to the netinsurance settlementby category and
insurance type.

i. WDR: The Home Repair Assistance FVL ($10,000.00) —($11,000.00) Net
Insurance Settlement(HOI Structure) = (-$1,000.00). NO unmetneed
(insurance settlementis greater than the FVL).

. Flood: The Home Repair Assistance FVL ($12,000.00) — ($9,000.00) Net
Insurance Settlement (Flood Structure) = ($3,000.00) unmetneed.

iii. PowerSurge: The PP FVL ($4,000.00) — ($3,000.00) Net Insurance
Settlement (HOI Content)= ($1,000.00) unmet Need.

Result: PROCESS Home Repair Assistance (EHR/EHRZ)
in the amountof $3,000.00 ($0.00 HOI + $3,000 Flood
Ins), AND

PROCESS PP Assistance (EPP) in the amount of
$1,000.00.

Itemized Insurance Settlements
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