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MISSION

The Louisiana Home Land Security and Emergency Preparedness office is responsible for development and implementation of the State Administrative Plan for the administration and closeout of the Other Needs Assistance provision of the Individual and Households Program (see subsection (e) and (f) of the Stafford Act).  The plan includes policies and procedures that assure the delivery of assistance to eligible disaster victims, provides details on State monitoring, tracking and reporting responsibilities, and explains the financial and grants management roles and responsibilities of the State.  The State of Louisiana chooses to let FEMA administer the entire IHP in NEMIS as established in the State Administrative Plan and Federal Regulations at 44 CFR 206.101-111.
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PRE-PLANNING PORTION OF STATE ADMINISTRATIVE PLAN

INDIVIDUALS & HOUSEHOLDS PROGRAM (OTHER NEEDS ASSISTANCE)

This plan sets forth the organization, staffing and procedures for administration of the Individual and Households Program (Other Needs Assistance) under the authority of section 408 of the Stafford Act, 42 U.S.C. 5174, in the State of Louisiana subsequent to a major disaster declaration by the President.

ADMINISTRATION OF OTHER NEEDS ASSISTANCE CHOICE

The Federal Emergency Management Agency (FEMA) and the State of Louisiana must establish a partnership for the delivery of assistance under Subsections 408 (e) & (f) of the Robert T. Stafford Disaster Relief and Emergency Assistance Act  (Stafford Act), 42 U.S.C. 5174 (e) and (f).  FEMA and the State of Louisiana are executing this SAP to govern the delivery of assistance for implementation following Presidentially declared major disasters.

The State of  Louisiana selects the FEMA Option for the administration of the “Other Needs” portion of the program.  The State selects the following administrative option for the effective period, which is from the date of execution to Dec. 31st, 2003.

 FORMCHECKBOX 
 FEMA Option:
FEMA Administers & Processes:  Initial here ______ to select.

 FORMCHECKBOX 
 JOINT Option:
State Administers & FEMA Participates:  Initial here ______ to select.

 FORMCHECKBOX 
 FEMA Processing System Auto-determination ON
 FORMCHECKBOX 
 FEMA Processing System Auto-determination OFF

 FORMCHECKBOX 
 STATE Option:
State Administers & Processes:  Initial here ______ to select.

· Percentage of IHP Maximum Award dedicated for ONA: ______
The State establishes will pay the following awards:

Vehicle Repair Lump Sum: $500
Vehicle Replacement Lump Sum: $4,500
Funeral Up to the Max: $6,000
This administrative option is agreed upon by:

	STATE AUTHORIZING SIGNATURE
	
	FEMA AUTHORIZING SIGNATURE

	
	
	

	Governor or Designee
	Date:
	
	Regional Director or Designee
	Date:


STATE ADMINISTRATIVE PLAN (SAP)

The delivery of assistance will be by FEMA.

AUTHORITIES & REFERENCES

All implementation procedures will be in compliance with Federal laws and requirements, State laws and procedures, including 44 CFR 206.120.

TIMEFRAMES

(1)
Timeframe for submission of SAP. A signed SAP or renewal will be provided to the FEMA Regional Director prior to November 30 of each year. This SAP shall be effective for three years.

(2)
Renewals. Annual updates/revisions to the SAP will be submitted by November 30 of each year for FEMA's review and approval by December 31. If the SAP does not need to be updated/revised, a letter from the State of Louisiana stating the SAP is still current must be submitted by November 30 to document the SAP submission requirement.

(3)
Amendments. The State acknowledges that it may request amendments to the SAP at any time except as limited below during a Presidentially-declared disaster. An amendment is effective upon signature by the FEMA Regional Director and the Governor or his/her designee. The State may request an amendment to the administrative plan as follows:

(i)
During non-disaster periods. The State may submit any proposed amendments to the SAP in writing to the FEMA Regional Director. FEMA shall review the request and respond to the Governor or his/her designee within 45 days of receipt of the proposed amendment;

(ii)
During Presidentially-declared disasters. The State shall submit any proposed amendments to the SAP in writing to FEMA within three days after disaster declaration. FEMA shall review the request and respond to the Governor or his/her designee within three days of receipt.

PROVISION OF STATE’S 25% SHARE

The State of Louisiana agrees to provide its 25% share of all funds awarded. The State of Louisiana recognizes that bills will be sent monthly and agrees to pay each bill within 30 days. The state acknowledges that if each bill is not paid within 30 days, interest and penalties will accrue. 

GRANT APPLICATION PROCEDURE

(1)
The State must submit an Other Needs Assistance application to the Regional Director within 72 hours of the major disaster declaration before IHP assistance may be provided. FEMA will work with the State to approve the application or to modify it so it can be approved.

(2)
The application shall include:

(i)
Standard Form (SF) 424, Application for Federal Assistance;

(ii)
FEMA Form (FF) 20-20 Budget Information--Non Construction Programs;

(iii)
Copy of approved indirect cost rate from a Federal cognizant agency if indirect costs will be charged to the grant. Indirect costs will be included in the administrative costs of the grant allowed under paragraph (a) of this section; and

(iv)
Disaster specific changes to the State Administrative Plan, if applicable.

CONSIDERATIONS FOR ALTERNATIVE FORMS OF TRANSPORTATION

The State of Louisiana considers alternative forms of transportation (such as boats) eligible primary forms of transportation. Therefore, any form of transportation that an inspector deems primary to any individual applicant may be auto-determined for the stated automobile repair and replacement amounts.

ADMINISTRATIVE SETUP

In accordance with having chosen the FEMA Option, the State agrees to use the FEMA Standard as governance for all processing decisions and toggle settings. In addition, the following is requested:

	Other Needs Assistance (ONA)/Letter Information

	Information Required
	State Default
	Disaster Specific

	ONA Auto Repair Amount
	$500
	

	ONA Auto Replace Amount
	$4,500
	

	Funeral Maximum Amount
	$6,000
	

	Use State Seal
	Yes
	

	Use Governor’s Name
	Yes
	

	Insert Spanish Text
	Yes
	


APPENDIX A: FEDERAL AUTHORITIES

· 42 U.S.C. 5174, Individual and Households Program

· 42 U.S.C. 5151, Nondiscrimination in Disaster Assistance

· 42 U.S.C. 5155, Duplication of Benefits

· 42 U.S.C. 5156, Standards and Reviews

· 42 U.S.C. 5157, Criminal and Civil Penalties

· 42 U.S.C. 5161, Audits and Investigations

· 42 U.S.C. 5189a, Appeals of Assistance Decisions

· PL 93-234, Flood Disaster Protection Act of 1973
· PL 103-325, National Flood Insurance Reform Act 1994, Section 521, Nonwaiver of Flood Purchase Requirement for Receipts of Federal Disaster Assistance

· PL 103-325, National Flood Insurance Reform Act 1994,Section 582, Prohibited Flood Disaster Assistance

· PL 104-193, Welfare Reform Act (Title IV of the Personal Responsibility and Work Opportunity Reconciliation Act of 1996)

· Executive Order 11988, Floodplain Management

· Executive Order 11990, Protection of Wetlands

· FEMA Regulations, 44 CFR 9, Floodplain Management

· FEMA Regulations, 44 CFR 10, Environmental Considerations

· FEMA Regulations, 44 CFR 11, Claims

· FEMA Regulations, 44 CFR 13, Uniform Administration Required for Grants and Cooperative Agreements to State and Local Governments

· FEMA Regulations, 44 CFR 61, Insurance Coverage and Rates

· FEMA Regulations, 44 CFR 206, Federal Disaster Assistance for disasters declared on or after November 23, 1988

· OMB Circulars A-87, A-102, A-110, A-133
NOTE:  This is not an exhaustive list of Federal statues, regulations or national policies the State must comply with.  The State, when submitting a SAP must be in compliance with Federal laws and requirements, State laws and procedures, and paragraphs 44 CFR 206.120(c) and (d).

(1) State

· Louisiana Emergency and Disaster Act of 1993, as amended

VI.
PROGRAM DESCRIPTION / ASSUMPTIONS

(1) Description of the Individuals and Households Program -- Other Needs Assistance.  The IHP Other Needs Assistance provides financial assistance to eligible individuals and households who, as a direct result of a major disaster or emergency, have uninsured or under-insured necessary expenses and serious needs and are unable to meet such expenses or needs through other means.  
(2) Definitions
· Louisiana Home Land Security and Emergency Preparedness (LHLS/EP) – this Office, under the Louisiana Disaster Act of 1993, as amended, is charged with preparing and maintaining a State Disaster Plan. This plan provides for cooperation and the coordination throughout the state of activities relating to disaster preparedness, response, recovery and mitigation by agencies and officers of this State to include Local, State and Federal Governments and private relief organizations. Administratively, this office is in the State’s Military Department in the Office of the Governor. 

· Appeal Authority – The state or Federal official(s) who make decisions on applicant appeals related to Other Needs Assistance.  FEMA shall be the Appeal Authority when the State chooses not to administer the Other Needs Assistance portion of IHP.

· Disaster Field Office (DFO) – A temporary facility where Federal and State officials along with representatives of various relief agencies coordinate relief and recovery efforts.

· Disaster Recovery Center (DRC) – An information center for disaster victims shared by State, Federal and volunteer agencies, which may include accepting registrations via use of phone banks installed in the DRC to access the National Teleregistration Centers.

· Governor’s Authorized Representative (GAR) – The State person named by the Governor in the Federal-State Agreement to execute on behalf of the State all necessary documents for disaster assistance and evaluate and transmit local government, eligible private facility and State agency requests for assistance to the FEMA Regional Director following a major disaster or emergency declaration.

· Grant Coordinating Officer (GCO) – The State official assigned management responsibility for IHP when the State chooses to administer the Other Needs portion of IHP.  Also, see Program Manager.

· IHP Program Manager  - The person to whom day-to-day responsibilities in the IHP Program are assigned.  This person may also be the GCO.

· Regional Director (RD) – The chief official of the Federal Emergency Management Agency regional office VI.

· State Coordinating Officer (SCO) – The State person appointed by the Governor to act in cooperation with the Federal Coordinating Officer.

I. TIMEFRAMES:

(1) Timeframe for submission of SAP.  A signed SAP, or renewal, must be provided to the FEMA Regional Director prior to November 30 of each year.  A SAP shall be effective for at least one year, and must be resubmitted in full every three years.
(2) Renewals.  Annual updates/revisions to the SAP must be submitted by November 30 of each year for FEMA’s review and approval by December 31.  If the SAP does not need to be updated / revised, a letter from the State stating the SAP is still current must be submitted by November 30 to document the SAP submission requirement.

(3) Amendments.  The State may request amendments to the SAP at any time.  An amendment is effective upon signature by the FEMA Regional Director and the Governor or his/her designee.  The State may request an amendment to the administrative plan as follows:

(A) During non-disaster periods.  The State may submit any proposed amendments to the SAP in writing to the FEMA Regional Director.  FEMA shall review the request and respond to the Governor or his/her designee within 45 days of receipt of the proposed amendment;

(B) During Presidentially-declared disasters.  The State shall submit any proposed amendments to the SAP in writing to FEMA within three days after disaster declaration.  FEMA shall review the request and respond to the Governor or his/her designee within three days of receipt.  

II. ASSIGNMENT OF GRANT PROGRAM RESPONSIBILITIES TO STATE OFFICIALS OR AGENCIES. 

III. STAFFING SCHEDULE:  Identify the position, salary and percent of time for each staff person assigned to program administration and / or implementation.
IV. PROCEDURES FOR INTERACTION WITH APPLICANTS: 

(1) Procedures for notifying potential grant applicants of the availability of the program, to include the publication of application deadlines, pertinent program descriptions, and further program information on the requirements which must be met by the applicant in order to receive assistance; 

(2) Procedures for registration and acceptance of applications, including late applications, up to the prescribed time limitations as described in 206.112; 

(3) Procedures for damage inspection and/or other verifications

(4) Eligibility Determinations. 

(A) Under a Cooperative Agreement:  The procedure for eligibility determinations when the FEMA application and inspection systems are used by the State but additional eligibility criteria are necessary to make State eligibility determinations.

(B) Under a Grant.  The procedure for eligibility determinations when the FEMA application and inspection systems are not used by the State, including the method for determination of costs for personal property and provide a standard list for personal property items with allowable costs identified for each item.

(5) Procedures for checking compliance for mandated flood insurance in accordance with section 206.110(k)(3); 
(6) Procedures for notifying applicants of the State's eligibility decision; 

(7) Procedures for disbursement of funds to applicants;

(8) Procedures for applicant appeal processing.  Procedures must provide for any appealable determination as identified in 206.115;

(9) Procedures for investigation of fraud;

(10) Provisions for safeguarding the privacy of applicants and the confidentiality of information, in accordance with section 206.110(j).
(11) Provisions for complying with subsection 206.116, Recovery of Funds.

V. PROCEDURES FOR FINANCIAL MANAGEMENT, ACCOUNTABILITY AND OVERSIGHT.

(1) Procedures for verifying by random sample that grant funds are meeting applicants' needs, are not duplicating assistance from other means, and are meeting flood insurance requirements. 

(2) Provisions for specifically identifying, in the accounts of the State, all Federal and State funds committed to each grant program; for repaying the loaned State share as of the date agreed upon in the FEMA-State Agreement; and for immediately returning, upon discovery, all Federal funds that are excess to program needs.

(3) Provisions for Accounting for Cash in compliance with State law and procedure and the Cash Management Improvement Act of 1990, as amended.

(4) Reports.


(A) Procedures for preparing and submitting Quarterly and Final Financial Status Reports in compliance with 44 CFR 13.41.  

(B) Procedures for submitting Program Status Reports in compliance with 206.120(f)(2)(iii).
(C) Procedures for preparing and submitting the PSC 272, Federal Cash Transactions Report.  
(5) Procedures for inventory control, including a system for identifying and tracking placement of equipment purchased with grant funds or loaned by FEMA to the State for purposes of administering the Individuals and Households Program.
(6) Procedures for Return of Funds to FEMA.

(7) State criteria and requirements for closing out Federal grants.

(8) Process for Retention of Records.

VI. APPLICATION FOR ASSISTANCE PROCEDURE.  This section describes the procedures that must be followed by the State to submit an application to administer the Individuals and Households Program through a Grant Award or a Cooperative Agreement.  The State must submit an Other Needs Assistance application to the Regional Director within 72 hours of the major disaster declaration before IHP assistance may be provided.  FEMA will work with the State to approve the application or to modify it so it can be approved.  The application shall include:  
(1) Standard Form (SF) 424, Application for Federal Assistance;

(2) FEMA Form (FF) 20-20 Budget Information -- Non Construction Programs;

(3) Copy of approved Indirect Cost Rate from a Federal cognizant agency if indirect costs will be charged to the grant.  Indirect costs will be included in the administrative costs of the grant allowed under paragraph (a) of this section; and

(4) Disaster specific changes to the State Administrative Plan, if applicable.  

VII. GRANTS MANAGEMENT OVERSIGHT.

(1) All costs must be incurred within the Period of Assistance, which is 18 months from the date of the disaster declaration.  This period of assistance may be extended if requested in writing by the State and approved in writing by the FEMA Associate Director.  The State must include a justification for an extension of the assistance period.  

(2) Reporting Requirements.  

(A) The State shall provide financial status reports, as required by 44 CFR 13.41. 

(B) The State shall provide copies of PSC 272, Federal Cash Transactions Report to FEMA.  The PSC 272 is required quarterly by the Department of Health and Human Services from users of its SMARTLINK service.  

(C) The State shall provide weekly program status reports which include the number and dollar amount of applications approved, the amount of assistance disbursed and the number of appeals received.

(3) Ineligible Costs.  Funds provided to the State for the administrative costs of administering Other Needs Assistance shall not be used to pay regular time for State employees, but may be used to pay overtime for those employees.

VIII. CLOSEOUT.  The State has primary responsibility to closeout the tasks approved under the Grant Award.  In compliance with the period of assistance, as identified in the award, the State must reconcile costs and payments, resolve negative audit findings, and submit final reports within 90 days of the end of the period of assistance.  The State must also provide an inventory of equipment purchased with grant funds and loaned to it by FEMA for purposes of administering IHP, which lists the items, dates, and costs of equipment purchased.
IX. RECOVERY OF FUNDS.  FEMA  is responsible for recovering assistance awards from applicants obtained fraudulently, expended for unauthorized items or services, expended for items for which assistance is received from other means, and awards made in error.  
(A) Adjustments to expenditures will be made as funding is recovered and will be reported quarterly on the Financial Status Report.  

(B) A list of applicants from whom recoveries are processed will be submitted on the quarterly progress report to allow FEMA to adjust its program and financial information systems.

(C) FEMA will reimburse the State for the State share of awards not recovered through quarterly financial adjustments within the 90 day close out liquidation period of the grant award.  

(D) If FEMA does not reimburse State within the 90 day close out liquidation period, a Bill for Collection will be issued.  The State will charge interest, penalties, and administrative fees on delinquent Bills for Collection in accordance with the Debt Collection Improvement Act.  Recovered funds, interest, penalties, and fees owed to the State through delinquent Bills for Collection may be offset from other FEMA disaster assistance programs from which the FEMA is receiving funds or future grant awards from State or other Federal agencies.  Debt collection procedures will be followed as outlined in 44 CFR Part 11.
X. AUDIT REQUIREMENTS.  Pursuant to 44 CFR 13.26, uniform audit requirements apply to all grants provided under the Individuals and Household Program.  
XI. DOCUMENT RETENTION.  Pursuant to 44 CFR 13.42, States are required to retain records, including source documentation, to support expenditures/costs incurred against the grant award, for 3 years from the date of submission to FEMA of the Final Financial Status Report.  The State is responsible for resolving questioned costs that may result from an audit conducted during the three-year record retention period and for returning disallowed costs from ineligible activities.  
ADDENDUM A

ORGANIZATIONAL CHARTS
OFFICE OF EMERGENCY PREPAREDNESS
I.
The Governor’s Authorized Representative (GAR) is the Assistant Director of the Office of Emergency Preparedness, Military Department. For the purposes of the IHP Program, the GAR and his Office are responsible for:

· Damage assessment and data collection.

· Recommending implementation of the IHP to the Governor and FEMA.
· Arranging for the State’s 25% funding match, or requesting a loan.

· Receiving the Federal Letter of Credit.

· Monitoring program progress and expenditures.

· The requesting of additional funding.

· Cooperating with audits and the “close out” of the program.

· Negotiating terms of the FEMA / State agreement.

II.
The Individual Assistance Officer is the individual responsible for the development of the State Administrative Plan, the manual of policies and procedures as related to the IHP Program, as well as administration of the program when implemented. Administrative responsibilities include:

· Liaison activities between the LHLS/EP and FEMA.

· Negotiating with State and Federal representatives and other disaster assistance programs or providers.

· Coordinating program representation in Disaster Recovery Centers.

· Providing clarification or interpretation of program policies.

· Cooperating with the FEMA Public Information Section in preparing program information.

· Monitoring the status of funds and requesting, through the GAR, additional funding as necessary.

· Reporting suspected fraud or criminal activity on the part of state employees involved with the administration of the program to the Disaster Recovery Manager and to the State Coordinating Officer within 20 days of discovery.

· Ensuring that recovered funds are credited to the appropriate IHP accounting system.
· Ensuring that adequate staff is assigned and adequately trained.

· Respond to verbal or written enquiries.
C.
FUNDING AND ADVANCES

The cost of meeting the disaster related needs of eligible applicants is met by 75% Federal funds and 25% from State funds. 

When the State cannot initially meet its 25% obligation, a request for a loan of the State share can be made only for catastrophic, multiple or concurrent disasters. The loan will bear interest at the treasury rate. The request must contain the following:

1. A certification that the State is unable to immediately meet its 25% share and the reason(s) for this liability.

2. A statement of the specific action the State will take to enable it to pay its 25% share.

3. A certification that the State will repay the advance and the date of the repayment.

D.
DISSEMINATION OF PUBLIC INFORMATION
FEMA has lead responsibility for coordinating and providing information relating to a declaration to all available news media. The Individual Assistance Officer will cooperate in supplying information regarding the IHP. News releases which become necessary subsequent to the departure of FEMA Public Information staff will be the responsibility of the State Coordinating Officer.

Information provided will include the location of Disaster Recovery Centers; the dates during which applications can be accepted; IHP intent, its categories of assistance and eligibility requirements.
E.
PROGRAM

When a disaster occurs in Louisiana, an assessment of damages and the resultant impact on area citizens and their homes and / or communities is made by the LHLS/EP. The Assistant Director of this office is the GAR and, as such, he may involve representatives from local government and other State or private agencies in determining the disaster impact. Regional FEMA personnel are involved as early as the GAR deems appropriate.

When the findings result in a request by the Governor’s office for a major disaster declaration, the request containing an approximation of the numbers of families affected, the projected cost and an identification of parishes or areas to be included is forwarded to the President via the Regional FEMA office. Under the President’s approval, the parishes / areas as defined by FEMA and LHLS/EP become a Presidentially declared disaster area and therefore eligible for federal assistance.


The IHP is designed to assist eligible individuals or families whose disaster related needs / losses cannot be met by other means, such as insurance. The Program is implemented when a disaster is declared by the President for the purpose of assisting residents of an affected area in overcoming the effects of a natural disaster.


Federal financial participation amounts to 75% of grants paid and are conditioned upon the State providing the remaining 25%. Duplication of assistance from other sources is prohibited by Federal Regulations.


In order for a disaster victim to avail themselves of assistance through this program, they must meet criteria set forth in federal regulations which are as follows:

1.
NATIONAL ELIGIBILITY CRITERIA

These criteria must be applied uniformly in all states and in all declarations regardless of the cause:

A.
GENERAL ELIGIBILITY CRITERIA
· Make application to all applicable disaster assistance programs , including insurance, the Disaster Housing Program (DHP), and the Small Business Administration (SBA), for assistance to meet necessary expense or serious need and be determined not qualified for such assistance , or demonstrate that the assistance received does not satisfy the total necessary expense or serious need, and;
· Not have previously received or refused assistance from other means for the specific necessary expense or serious need, or portion thereof, for which application is made, and;

· Certify to refund to the state that part of the grant for which assistance from other means is received, or which is not spent as identified in the grant award document.

· Attest to his or her being a U.S. citizen, a non-citizen national or a qualified alien in the U.S. by signing the FEMA Form 90-69D, “Declaration of Applicant”, and providing a form of identification to confirm his or her identity. Applicants who do not meet citizenship requirements or fail to sign the Form 90-69D or provide confirmation of identity are ineligible for IHP funds.
B.
CITIZENSHIP / RESIDENCY

Individuals or families who incur a necessary expense or serious need in the major disaster area may be eligible for assistance under this section without regard to their residency in the major disaster area or their residency within the state in which the major disaster has been declared. Such assistance does not include the “Housing” category.


For each disaster, a National Processing Service Center (NPSC) Citizenship Verification Program (CVP) audit group obtains a randomly selected list of IHP applicants from FEMA Headquarters. Each randomly chosen applicant must provide documentation of citizenship upon request. Anyone who fails to provide the requested documentation will be referred to FEMA for recoupment of all IHP funds awarded. 
C.
FLOOD INSURANCE

The Flood Disaster Protection Act of 1973, Public Law 93-234, as amended, and the National Flood Insurance Reform Act of 1994, Public Law 103-325, impose certain restrictions on approval of federal financial assistance for acquisition and construction purposes in special flood hazard areas. Subpart K, of Part 205 implements Public Law 93-234 for FEMA assistance generally. These restrictions do not apply in non-flood situations.

For the purpose of this paragraph, “financial assistance for acquisition or construction purposes” means a grant to an individual or family to repair, replace, or rebuild the insurable portions of a home, and / or to purchase or repair insurable contents. Assistance for purposes of acquisition and / or construction will be available when the following conditions are present:
The community in which the structure is located is participating in the National Flood Insurance Program (NFIP), the sale of flood insurance is available, and the applicant obtains “adequate” coverage and maintains such coverage until such time as he / she moves to another address. “Adequate” flood insurance is defined as $14,400 contents coverage for renters, and $14,400 for homeowners, to be applied to either the building or contents damage or to both kinds of damage.


If the grantee is a homeowner, flood insurance coverage must be maintained on the residence at the flood damaged property address for as long as the structure exists if the grantee, or any subsequent owner of that real estate, ever wishes to be assisted by the Federal government with any subsequent flood losses to real or personal property, or both. If the grantee is a renter, flood insurance coverage must be maintained on the contents for as long as the renter resides at the flood damaged property address. The restriction is lifted once the renter moves from the rental unit.


Individuals named by the state as eligible recipients under Section 411 of the Stafford Act for an IHP award for flood damage as a result of Presidential major disaster declaration will be included in a Group Flood Insurance Policy (GFIP) established under NFIP regulations, at 44 CFR 61.17.


The premium for the GFIP is a necessary expense within the meaning of this section. FEMA shall withhold this portion of the IHP award and provide it to the NFIP on behalf of individuals and families who are eligible for coverage. The coverage shall be equivalent to the maximum grant amount established under Section 411(f) of the Stafford Act.

The FEMA IHP staff shall provide the NFIP with records of individuals who received an IHP award and are, therefore, to be insured. Records of IHP grantees to be insured shall be accompanied by payments to cover the premium amounts for each grantee for the 3 year policy term. The NFIP will then issue a Certificate of Flood Insurance to each grantee. Flood insurance coverage becomes effective on the 30th day following receipt of records of GFIP insured and their premium payments from FEMA, and terminates 36 months from the inception date of the GFIP, i.e., 60 days from the date of the disaster declaration.


Insured grantees would not be covered if they are determined to be ineligible for coverage based on a number of exclusions established by the NFIP. Therefore, once grantees / policy holders receive the Certificate of Flood Insurance that contains a list of the policy exclusions, they should review that list to see if they are ineligible for coverage. Those grantees who fail to do this may find that their property is, in fact, not covered by the insurance policy when the next flooding incident occurs and they file for losses. Once the grantees find that their damaged buildings, contents, or both, are ineligible for coverage, they should notify the NFIP data-tracking system. (If the grantee wishes to refer to or review a Standard Flood Insurance Policy, it will be made available by the NFIP upon request).

FEMA may not make a grant to any individual or family who received Federal disaster assistance for flood damage occurred after September 23, 1994, if that property has already received federal flood disaster assistance in a disaster declared after September 23, 1994, a flood insurance purchase and maintenance requirement was levied as a condition or result of receiving that Federal disaster assistance, and flood insurance was, in fact, not maintained in an amount at least equal to the maximum IHP grant. However, if that property was determined to be ineligible for NFIP flood insurance coverage and is in a special flood hazard area located in a community participating in the NFIP, then the IHP may continue to make grants to those individuals and families that receive additional damage in all subsequent Presidentially declared major disasters involving floods.


FEMA may not make a grant or acquisition for construction purposes to an applicant who is required to apply to SBA or Consolidated Farm Service Agency (CFSA), and who is denied loan assistance because of failure to have obtained and / or maintained a flood insurance policy required as a condition of previous loan assistance.

2.
RELATIONSHIP TO OTHER PROGRAMS

Federal statutes prohibit duplication of benefits and provide that the applicant must apply for available assistance, be denied that assistance, or still have unmet needs after being determined eligible before he can be provided a grant. FEMA will not assign applications for completion until decisions are received from other programs.

An exception may be made if assistance from another source is unavoidably delayed due to circumstances beyond the control of the applicant and, upon approval of the Program Manager, FEMA will execute a written agreement with the applicant regarding repayments of grant funds.


Applicants will be referred to the American Red Cross when costs of sustained damages exceed the maximum grant.

The following illustrates the relationship between the IHP and other sources of assistance.

A.
SMALL BUSINESS ADMINISTRATION (SBA)

Grant applicants who have a necessary expense or serious need for the repair, replacement or rebuilding of real or personal property or for transportation must apply to SBA for loan assistance and be determined ineligible, or the assistance SBA provides must be insufficient, before being considered for grant assistance. An applicant may not misrepresent his income or circumstances or, in any other way, cause his ineligibility for loan assistance.

B.
DISASTER HOUSING PROGRAM (DHP)


This FEMA program provides temporary housing to those individuals or families who require such assistance as a result of a major disaster. Because the IHP does not provide “temporary” housing, applicants are not required to apply for this program. However, duplication must be explored when minimal home repairs are provided through the DHP Minimal Repair Program (MRP). DHP staff will provide a statement of assistance provided to disaster victims for use by the IHP.
C.
INSURANCE

Proceeds received as a result of an insurance claim for any category of assistance must be considered in determining eligibility and allowance for that category. Life insurance proceeds are not considered an available resource. In cases of flooding, a statement of coverage and settlement will be provided by the NFIP. Insurance funds that are withheld by a lien holder are not deducted from the needs amounts. Only funds actually received by the applicant are considered.

D.
WELFARE-RELATED PROGRAMS

For purposes of determining grant eligibility, programs such as the Family Independence Temporary Assistance Program (FITAP) are not considered governmental disaster assistance programs, nor are they considered assistance from other means. Accordingly, grant applications need not apply for or be denied this assistance before being determined eligible for a grant. Assistance received from the IHP by recipients of benefits from welfare related programs is not considered income, therefore is does not adversely affect the assets or personal resources of such recipients and should not affect their benefits.

E.
PRIVATE AND CHARITABLE ORGANIZATIONS

Any assistance received from private or charitable organizations must be considered when determining grant eligibility and grant amounts. However, there is no requirement that a grant applicant apply to a private or charitable organization as a condition of grant eligibility.

F.
INTERNAL REVENUE SERVICE

Proceeds resulting from an IRS refund are considered a resource to the victim and are not counted in determining eligibility for any other assistance. The IRS should be considered as a possible resource to disaster victims who might be eligible for a refund because of an amended return.

G.
CONSOLIDATED FARM SERVICE AGENCY (CFSA)

CFSA assistance is essentially the same as SBA and should be administered accordingly with one important difference: farm losses associated with a farming business, such as crops, machinery, livestock and fences are not eligible for grant assistance. Emergency loans for homes and personal property must be considered for grant assistance.

3.
NON-DESCRIMINATION

In executing responsibilities relating to the IHP, the State will comply with the Disaster Relief Act of 1993, as amended. The State shall ensure that the processing of applications and any other relief and assistance activities shall be accomplished in an equitable and impartial manner, and without regard for race, color, religion, nationality, sex, age or economic status. 

4.
PRIVACY / CONFIDENTIALITY

The State will provide for the privacy of applicants and for maintaining the confidentiality of information concerning the individual or family. Information may be provided as follows:

· To agencies or organizations who require the information to make eligibility decisions for disaster-related assistance.

· To prevent duplication of benefits.

· To State or Federal agencies responsible for audit or program review.

· To FEMA or the General Accounting Office for audit purposes or program reviews.


The State may not release applicant information to federal, state or local law enforcement agencies. If such a request is made, the state must refer the agency to the Regional FEMA Director.


Any other request must be in writing and must contain the client’s signed consent. The Department / Office shall maintain a roster of names and amounts paid. The State may not release to third party information not provided to the applicant, such as inspection report.

5.
TIME LIMITATIONS

In the implementation and administration of the IHP, time limitations shall be as follows:

· If the implementation of the IHP is not part of the State’s original request for a major disaster declaration, the Governor’s intention to implement must be made within 7 days following the declaration date.

· Applications will be accepted for a 60 day period beginning with the date of declaration. An additional 30 days are allowed to consider applications from victims who were prevented from applying by reasons beyond their control. The State must accept applications to the IHP based on these time-frames.

· Applicants who are subsequently denied by SBA through no fault of their own will have their applications accepted for processing up to 120 days beginning with the date of the declaration. If applicants exercising their responsibility to first apply to SBA do so after application period expires and SBA accepts their case for processing due to the “substantial cause” doctrine and provides a formal decline or insufficient loan based on their SBA criteria, then such application referral to State is considered as meeting the IHP deadline. The State may then apply its own criteria in determining whether to process the case for grant assistance. The State automatically has an extension of time to complete the processing, eligibility, and disbursement functions.
· All grant award activity (eligibility determinations, grant awards, appeals) must be completed 180 days following the declaration date. Extensions may be approved by the Regional Director. Such approvals are limited to a period not to exceed 90 days. The request for an extension must be made by the GAR. If the state requires more than a 90 day extension, the request is submitted to the Regional Director who forwards the request to FEMA headquarters.
· Administrative activities and final reports must be submitted within 90 days following completion of grant award activity. An extension may be requested, with appropriate justification, by the GAR. The GAR must submit any request for an extension of the administrative activity period to FEMA Regional Director who must forward the request to FEMA headquarters.


There is no time limitation for the expenditure of IHP funds although they are usually spent immediately upon receipt. If funds are not spent at the time of a PRES review, the applicant must provide a statement as to the amount of money still unspent and the plans to spend the money. The planned expenditure must be for allowable items; otherwise, recoupment must be initiated.

6.
FLOOD ZONE DETERMINATION

When flooding is the reason for a declaration, these determinations will be made by FEMA staff in the DRC and / or the Disaster Field Office (DFO) and / or the National Processing Service Center. The State may assume this responsibility when FEMA personnel are no longer available.
7.
ASSISTANCE CATEGORIES

The “serious need-necessary expense” concept shall be applied to all categories of assistance. A “serious need” exists if an item or service is essential for an applicant to reduce or overcome a disaster-related hardship, injury or adverse condition. A “necessary expense” is the cost of that item or service. Grants are awarded either to meet the cost of serious needs or in some cases to reimburse the applicant for necessary expenses already incurred.

Effective May 1, 1996, IHP assistance for real and / or personal property is only awarded to individuals or families with IHP eligible losses totaling $201.00 or more. Those individuals with damages or losses of $200.00 or less to real and / or personal property are ineligible.

An applicant may be eligible for one category or he may have needs which fall into several separate categories. A grant cannot exceed the program’s maximum regardless of the extent of need involved. An IHP recipient may spend the awarded funds among any of the categories for which he received funding. For applicants that receive assistance in only one category, all IHP funds should be spent in that one category. 

The categories in which assistance can be provided are as follows:

A.
Real Property – With respect to primary residences (including mobile homes) which are owner-occupied at the time of the disaster, grants may be authorized to:
· Repair, replace or rebuild.

· Provide access. When an access serves more than one individual or family, an owner-occupant whose primary residence is served by the access may be eligible for a proportionate share of the cost of jointly repairing or providing such access. The owner-occupant may combine his / her grant funds with funds made available by the other individual or families if a joint use agreement is executed or if joint ownership of the access is agreed to.

· Clean or make sanitary.

· Remove debris from such residences. Debris removal is limited to the maximum required to remove health or safety hazards from or protect against additional damage to residence.

· Provide or take minimum protective measures required to protect such residences or the contents against immediate threat of damage, which means that the disaster damage is causing potential safety hazard and, if not repaired, will cause actual safety hazards from common weather or environmental events, such as additional rain, flooding, erosion, wind.

· Minimization measures required by owner-occupants to comply with the provisions of 44 CFR Part 9 (Floodplain Management and Protection of Wetlands) to enable them to receive assistance from other means, and / or to enable them to comply with a community’s floodplain management regulations.

FEMA determines real property prices which are used by the IHP.

B.
Personal Property – Proof of ownership of personal property is not required. This category includes:

· Clothing;

· Household items, furnishings, or appliances;

· Tools, specialized or protective clothing, and equipment which are required by an employer as condition of employment;

· Repairing, cleaning, sanitizing any eligible personal property item;

· Moving and storing to prevent or reduce damage;

· Vehicle safety items, such as infant car seats, if required by state law;

· Durable medical equipment owned prior to the disaster.


FEMA determines award amounts for personal property items using price lists.

C.
Transportation – Grants may be authorized to repair or replace privately owned vehicles, or to provide public transportation or to repair a boat, bicycle or motorcycle if such item served as the sole means of transportation.


The transportation grant awards will be based on the following:

· Repair costs will be paid on the basis of the actual cost of repairs or estimates of the cost necessary to meet requirements for safe, reliable transportation, not to exceed the maximum allowable for replacement of a vehicle.
· The maximum replacement cost of a vehicle will be determined by the State, presently established at a set amount of $4,500.00 per vehicle.

· The cost of public transportation will be the actual cost based on receipts.

D.
Medical or dental expenses – Estimates / verification will be secured by FEMA staff. Grant awards will be based on actual costs or verified estimates, not to exceed the maximum grant amount.
E.
Funeral expenses – Grant may include funeral and burial (and / or cremation) and related expenses not to exceed the maximum funeral allowance set by the State. Awards will be based on receipts or invoices.

F.
Cost for estimates – Required for eligibility determination under the IHP. Housing and personal property estimates will be provided by FEMA. However, an applicant may appeal to the State if he/ she feel the government estimate is inaccurate. The cost of an applicant-obtained estimate to support the appeal is not an eligible cost. If documentation is provided, the cost of an estimate by a doctor, dentist, funeral director or vehicle repair firm is an eligible expense.
G.
Other – A state may determine that other necessary expenses and serious needs are eligible for grant assistance. If such a determination is made, the state must summarize the facts on which the case determination is made and thoroughly document its finding of eligibility. The FEMA Associate Director and the FEMA Regional Director also may determine that other necessary expenses and serious needs are eligible for grant assistance. Following such a determination, the State Plan must be amended to include these items and must be approved by the Regional Director.
8.
INELIGIBLE CATEGORIES

Assistance under this section shall not be made available for any item or service in the following categories:

· Business losses, including farm business and self-employment;

· Improvements or additions to real or personal property except those required to comply with paragraphs E.7.I. e. and f. of this section.

· Landscaping;

· Labor costs for disaster-related labor performed by applicant or members of the applicant’s household;

· Real or personal property used exclusively for recreation;

· Real property for secondary homes;

· Financial obligations incurred prior to the disaster; and

· Food.

9.
APPLICATION / ELIGIBILITY DETERMINATION PROCESS

Applications for assistance through the Individual and Household Grant Program are a part of the FEMA effort in making disaster related assistance available to residents of an affected area.  FEMA will accept disaster registrations through the National Teleregistration Center (NTC) and, if applicable, through Disaster Recovery Centers established with the cooperation of the State’s Office of Homeland Security and Emergency Preparedness.  Applications are electronically transmitted to the IHGP using the on‑line FEMA system.

The State will provide a location for processing grant applications.  Whenever practical, IHGP staff will co-locate with FEMA in the Disaster Field Office.
10.
VERIFICATION

All categories of assistance require verification and/or documentation.  FEMA will provide verification for victims who are not potentials for SBA loan assistance and who have needs/losses in the categories of Housing, Personal Property and Transportation.  Site visits are made to the applicant's damaged dwelling and assessments of damages are provided FEMA.  FEMA inspectors verify ownership and primary residency on real property claims.  In the case of a beneficial ownership (lifetime occupancy rights to property for which formal title is vested in another) it will be necessary for the inspector to secure an affidavit from the legal owner of the property.

In cases where the applicant was initially denied for the IHP due to insurance coverage and subsequently advised all disaster-related needs were unmet by insurance, the applicant will notify FEMA by the toll free number.  FEMA will then perform any necessary inspections and forward the inspection specifications and insurance settlement information to the IHP.

FEMA will assume verification responsibilities for medical, dental and funeral expenses as well as for applicants with needs in only the transportation category.

FEMA assumes responsibility for the validity of all verifications provided by the FEMA Inspectors.

11.
ELIGIBILITY DECISION

FEMA will determine the eligibility of applicants by:
· Reviewing the Teleregistration in the FEMA computer system;

· Providing the FEMA Form 90-69D, “Declaration of Applicant”, to the applicant on all cases where the applicant is applying for assistance in an IHP category that does not require a FEMA inspection and verifying that all applicants have signed the Form 90-69D and provided confirmation of identity before disbursing any IHP funds;

· Verifying, when necessary, disaster related losses/needs and obtaining required documentation;

· Determining benefits available from other sources;

· Computing the net grant allowance;

· Explaining to the applicant, when applicable, the responsibilities inherent in receiving an IHP Grant; 

· Ensuring that the Flood Insurance requirement, if applicable, has been appropriately applied by enrolling the applicant in the GFIP; and

· Making any line item changes necessary to determine eligibility, printing IHP decision letters, and entering IHP decisions into the FEMA computer system.
12.
SPECIAL CONSIDERATIONS IN FLOODING DECLARATIONS
1. Applicants who live in Flood Zones "A" or "V" will be notified of the flood insurance requirement and advised that the state is submitting the required premium on their behalf to the National Flood Insurance Program in order to satisfy the requirement that they purchase insurance by enrolling them on the Group Insurance Flood Policy (GFIP) established for that particular disaster.  Applicants will be advised of the need for the insurance to be maintained for as long as residency in the damaged dwelling is maintained.  Applicants are advised that they are to maintain flood insurance coverage at the maximum grant amount after the GFIP expires in order to be eligible for IHP Program assistance for subsequent flood losses.
2. Applicants who received IHP assistance for flood damage occurring after September 23, 1994, are ineligible for flood damages for real and/or personal property  in subsequent disasters if that property:
· has already received federal flood-disaster assistance in a disaster declared after September 23, 1994 and
· a flood insurance purchase and maintenance requirement was levied as a condition or result of receiving that Federal disaster assistance and
· flood insurance was not maintained in an amount at least equal to the maximum IFG grant amount.
3.  
Applicants discussed in item number 2 above would be eligible for IHP assistance if the property was ineligible for NFIP flood insurance coverage.
4.
Applicants who reside outside of Flood Zone "A" or "V" are not required to purchase and maintain flood insurance, even if the losses are the result of flooding.  Consequently, the State cannot purchase a GFIP certificate for these applicants.
13.
NOTIFICATION TO APPLICANTS

All applicants will be notified in writing of the disposition of their application.  Notices will address the following decisions:

· Approval - This notice will contain the categories for which the applicant is eligible; the amount of the grant; the responsibilities including the Flood Insurance requirement, if applicable, inherent in the receipt of grant funds; the right to have the decision reviewed and instructions for making such a request.

· Denial - This notice will contain the reason the applicant cannot be approved for a grant; the right to have the decision reviewed and instructions for making such a request.

14
DISBURSEMENTS

Case data of eligible applicants is computer transmitted to the payment center where checks are produced twice a week or more often, if necessary. Mailing takes place on the day following the date the check is produced, except for weekends/holidays. Checks returned for better addresses are referred to the Program Manager for clearance and instructions regarding re-mailing or other disposition.

15
RECONSIDERATION/APPEAL PROCESS

Applicants who are denied IHP assistance or recipients who are approved in an amount less than the program maximum may request to have the program decision reviewed.  The applicant has 60 days from the date of the original decision letter to file an appeal.  The date of the request is the date the applicant makes his request known to the agency.  If the request is made by mail, the date of the request is the date of the postmark.  Notices of the program's decision will state the applicant's right to appeal the decision, the time limit in which to file an appeal request and a phone number and address to be used for filing the request.


All requests for a review of the original program decision will be reviewed by a member of the supervisory staff who will make a determination regarding re-evaluation of the contested decision.


The first request is treated as a reconsideration, an informal review of the original determination of grant eligibility.  Requests for reconsideration may be made verbally or in writing.  This informal review will be conducted by a member of the supervisory staff.  The applicant/recipient is notified in writing of the decision made on the reconsideration and is given formal appeal rights if he is not satisfied with the reconsideration decision.  The request for a formal appeal must be made within 15 days of the date of the reconsideration decision letter or the 60th day from the date of the original decision, whichever is later.  Appeal requests may be made verbally or in writing. 


Any initial request for additional funds or an appeal hearing which is received later than 60 days from the date of the original decision shall be denied.  If the request is not made within the specified time limit, FEMA shall notify the claimant that the appeal is not accepted and a copy of the denial letter shall be sent to LHLS/EP.  An appeal decision is to be rendered within 90 days of the receipt of the appeal.

16
CIVIL AND CRIMINAL PENALTIES

Any person who knowingly misapplies the proceeds of a grant obtained under this Act shall be subject to a fine equal to one and one-half times the misapplied amount of the proceeds or cash benefit.


Any person who knowingly violates any order or regulation issued under this Act shall be subject to a civil penalty of not more than $5,000 for each violation.


These penalties are in accordance with Section 314 of Public Law 93-288.

17
REPORTING TO FEMA

The IA Officer is to report all cases suspected of fraud, false claims and/or theft of funds or instances of suspected criminal activity on the part of state employees engaged in the administration of the IHP to the FEMA Disaster Recovery Manager and State Coordinating Officer within 20 working days of their discovery.  Notification to FEMA and the State Coordinating Officer may be made verbally or in writing.


The State is responsible for completion of the Status Report Form 76-28 as often as deemed necessary.  The Status Report is submitted to the Regional Director.


The State is responsible for completion of the Final Statistical Report Form 76-29 as part of the program close-out package.
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