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Work Instruction

 DOCPROPERTY  DocumentTitle  \* MERGEFORMAT 
Purpose

The purpose is to outline the steps to conduct community meetings, determine whether an appeal period is required, prepare and distribute a LFD letter, manage the map adoption status of communities affected by the study, create a revalidation letter, and produce the final map products which will be sent to the MSC.  

Prerequisites

· Preliminary maps have been mailed.
· Post-preliminary processing has been assigned to a specific organization/contractor.
Navigation

	Via Menu Path
	Home ( Workbench (Work Items

then

Determine Community Meeting Schedule


Work Steps

1.
Click on: [image: image1.png]


 to claim the task you want to perform.

Note: The first task in the Post Preliminary Process is to set up any Community Meetings (aka Final Meeting or Open House).  This task starts after the completion of the "Distribute Preliminary" task.
2.
Click on: [image: image2.png]Determine Community Meeting Schedule



 link to enter the task and upload data.
3.
Click on: [image: image3.png]


 radio button to indicate there will be a meeting for the County.
4.
Click on and enter Meeting Date. 


Note: You should do this for each community in the project.  For this example, we will assume that only the county will require a meeting. 
5.
Type 10/01/2006.

6.
Click on: [image: image4.png]Continue >




 to advance to the review screen.
7.
After verifying that all information is correct (it is!) click on: [image: image5.png]Continue >




 to complete this task.
8.
Click on: [image: image6.png]Complete Task




 to advance the workflow to the next step.  The next step is for MODHQ to confirm the meeting schedule.  We won't see this task.
9.
Click on: [image: image7.png]


 to claim the task you want to perform

Note: This task will not appear until MODHQ has confirmed our meeting schedule.
10.
Click on: [image: image8.png]Prepare Final Community Meetings



 link to enter the task.
11.
Click on: [image: image9.png]




Note: You would need to confirm this information for each community, if more than one had a final meeting.

Each of these fields is required.  Click all 3 boxes.
12.
Click on: [image: image10.png]



13.
Click on: [image: image11.png]



14.
Click on: [image: image12.png]Continue >




 to advance to the Review screen.
15.
Click on: [image: image13.png]Continue >




 to complete the task.
16.
Click on: [image: image14.png]Complete Task




 to advance the workflow to the next task, which is "Hold Final Community Meetings".
17.
Click on: [image: image15.png]| Refresh



 link to update your view to see any available tasks.
18.
Click on: [image: image16.png]


 to claim the task you want to perform.
19.
Click on: [image: image17.png]Hold Final Community Meetings



 link to enter the task.
20.
Click on: [image: image18.png]Modify



 to enter details from the meeting.
Note: You would do this for each community, if there is more than one that had a final meeting.
The information you entered in the "Determine Community Meeting Schedule" step is saved here. 
21.
Click on and enter Meeting Time.
.
22.
Type 09:00 AM.

23.
Click on and enter Meeting Location.
24.
Type County Courthouse.
25.
Click on: [image: image19.png]


 radio button to enter that the community attended.
26.
Click on: [image: image20.png]


 to enter that you collected the Meeting Minutes.
27.
Click on Name and enter the name of the person the meeting minutes were submitted to.
28.
Type Mr. Jones.

29.
Click on the Organization dropdown box and select the organization that received the minutes. In this example, select ICON Engineering.
30.
Click on: [image: image21.png]



31.
Click on and enter Meeting Summary.
32.
Type County excited with maps.  Provided few comments.
33.
Click on: [image: image22.png]


 to save changes.  Remember to edit the information for each meeting.
34.
After all information has been entered, click on: [image: image23.png]Continue >




 to advance to the Review screen.
35.
Verify that all information is correct (it is!).  Click on: [image: image24.png]Gontinue >




to advance to the Complete Task screen.
36.
Click on: [image: image25.png]Complete Task




 to advance the workflow.  The next step is "Determine if Appeal Period Required".
37.
Click on: [image: image26.png]


to claim the task you want to perform..
38.
Click on: [image: image27.png]Determine If Appeal Period Is Required



 link to enter the task.
39.
Click on: [image: image28.png]




Click the Appeal Period Required check box for any community that requires an Appeal Period.  In general, if BFE Changes are present, an Appeal Period will be needed.
40.
Click the Appeal Period Required checkbox to indicate Walsenburg will also need an Appeal Period.

Note: Review each community to determine Appeal Period Requirements.
41.
After you have indicated which communities require an Appeal Period, click on: [image: image29.png]Continue >




to advance to the Review screen.
42.
Verify that all information is correct (it is!). Click on: [image: image30.png]Continue >




to advance to the  Complete Task screen.
43.
Click on: [image: image31.png]Complete Task




 to advance the Workflow to the next step, which is "Create BFE Notice".
44.
Click on: [image: image32.png]


 to claim the task you want to perform.
45.
Click on: [image: image33.png]Create BFE Notice



 link to enter the task.
46.
Click on and enter Second Publication Date.  This date will kick off the 90-day Appeal Period.

Note: The Second Publication Date is very important, as it sets the timer for the Appeal Period, and is transferred into CIS.
47.
Type 07/09/2006.

48.
Click on and enter Newspaper name.
49.
Type Tri County Times.

50.
Click on: [image: image34.png]


 to indicate that BFEs on the Web Notification was also used.
51.
Click on: [image: image35.png]Continue >




to advance to the Review screen.
52.
Verify that all information is correct (it is!). Click on: [image: image36.png]Continue >




to advance to the Complete Task screen.
53.
Click on: [image: image37.png]Complete Task




 to advance the workflow.  The next task is "Approve BFE Notice", which is a MODHQ task.  We will not see this task.
54.
Click on: [image: image38.png]


 to claim the task you want to perform.

Note: This task only appears after FEMA has completed and approved the Review BFE Docket step.
55.
Click on: [image: image39.png]Distribute BFE Notice



 link to enter the task.
56.
Click on and enter Date Notice Sent to Communities. 

57.
Type 07/10/2006.

58.
Click on: [image: image40.png]Continue >




 to advance to the Review screen.
59.
Verify that all information is correct (it is!). Click on: [image: image41.png]Continue >




 to advance to the Complete Task screen.
60.
Click on: [image: image42.png]Complete Task




 to advance the workflow.  The next step is "Receive BFE Publication Affidavit".
61.
Click on: [image: image43.png]


 to claim the task you want to perform.
62.
Click on: [image: image44.png]Receive BFE Publication Affidavit



 link to enter the task.
63.
Click on and enter Newspaper name. 

64.
Type Tri County Times.

65.
Click on and enter Affidavit Date.
66.
Type 11/01/2006.

67.
Click on and enter 1st Actual Publication Date.
68.
Type 07/12/2006.

69.
Click on and enter 2nd Actual Publication Date.
70.
Type 07/19/2006.

71.
Click on and enter BFEs on the Web Posting Date. 
72.
Type in 07/19/2006.
73.
Click on: [image: image45.png]o



 to advance to the Review Screen.
74.
Verify that all information is correct (it is!)  Click on: [image: image46.png]Continue >




 to advance to the Complete Task screen.
75.
Click on: [image: image47.png]Complete Task.




 to advance the workflow to the next task, which is "Record Appeal or Protest".
76.
Click on: [image: image48.png]Record Appeal or Protest.



 link to enter the task and record any Appeals or Protests.

This task only appears after the 90 day Appeal Period has closed. 
77.
Click on the dropdown box to select a community.  
If no Appeals/Protests were received for the study, leave all fields blank and click continue. In this example, select Huerfano County*.
78.
Click on: [image: image49.png]



79.
Click on: [image: image50.png]




Select the Type of comment. In this example, select Appeal.
80.
Click on: [image: image51.png]



81.
Click on and enter Date Received. 
82.
Type 12/17/2006.

83.
Click on and enter Acknowledgement Date. 

84.
Type 12/21/2006.

85.
Click on the Date field and enter the date the community was contacted.  
86.
Type 12/28/2006.

Note:  This field is to enter any “unofficial” community contacts.  If none, enter the same date as Acknowledgement Date.
87.
Click on and enter Appellant Name.
88.
Type Mr. Brown.

89.
Click on Appellant Type dropdown box and select the type (source) of appellant. In this example, select Community.
90.
Click on: [image: image52.png]



91.
Click on Comments field and enter comments about the Appeal.
92.
Type Says we mislabelled street name.

93.
Click on: [image: image53.png]Add Appeal/Protest




 to save the information.  Repeat for each appeal or protest received for a community.
94.
Click on: [image: image54.png]Continue >




 to advance to the review screen.

For this example, this is our only appeal. 
95.
Verify that all information is correct (it is!). Click on: [image: image55.png]


 to advance to the Complete Task screen.
96.
Click on: [image: image56.png]Complete Task






Click Complete Task to advance the workflow to the next task, which is "Review Appeal or Protest".
97.
Click on: [image: image57.png]Claim




 to claim the task you want to perform.
98.
Click on: [image: image58.png]Review Appeals and Protests



 link to enter task.
99.
Click on and enter Recommendation Summary. 


This information will appear on FEMA's Review screen.  
100.
Type Relabel street, per community request.
101.
After doing this for each Appeal, click on: [image: image59.png]Continue >




 to advance to the next screen.
102.
Click on: [image: image60.png]


 to indicate that you Reviewed with FEMA Contact.
103.
Click on and enter Date of Review of the date you reviewed the appeal or protest with FEMA.
104.
Type 12/31/2006.

105.
Click on: [image: image61.png]


 to indicate whether any appeals or protests are valid.
106.
Click on: [image: image62.png]


 to advance to Review screen.
107.
Verify that all information is correct (it is!).  Click on: [image: image63.png]


to advance to the Complete Task screen.
108.
Click on: [image: image64.png]~Complete Task |}



 advance the workflow to the next step, which is "Prepare Appeal Package".
109.
Click on: [image: image65.png]


 to claim the task you want to perform.
110.
Click on: [image: image66.png]Prepare Appeal Package



 link to enter the task.
111.
Click on: [image: image67.png]


 to indicate that you are preparing a Resolution Letter.
112.
Click on and enter Date Package Sent to FEMA. 

Note: If the appeals/protests result in a Revised Preliminary FIRM or FIS, you would click these check boxes to indicate that.
113.
Type 01/03/2007.

114.
Click on and enter Comments.
115.
Type Relabelled street, no revised preliminary needed.

116.
Click on: [image: image68.png]Continue >




 to advance to the Review screen.
117.
Verify that all information is correct (it is!). Click on: [image: image69.png]Continue >




 to advance to the Complete Task screen.
118.
Click on: [image: image70.png]Complete Task.




 to advance the workflow.  The next step is "Review Appeal Package", which is a FEMA task.  We will not see this task.
119.
Click on: [image: image71.png]


 to claim the task you want to perform.

Note: This task only appears after FEMA has approved the Appeal Resolutions.
120.
Click on: [image: image72.png]Distribute Appeal Resclution



 link to enter the task.
121.
Click on and enter Distribution Date.
122.
Type 01/05/2007.

123.
Click on: [image: image73.png]


 to advance to the Review screen.
124.
Verify that the information entered is correct (it is!).  Click on: [image: image74.png]


 to advance to the Complete Task screen.
125.
Click on: [image: image75.png]Complete Task




 to advance the workflow.  The next steps are "Prepare Final Map Products" and "Prepare LFD Docket".
126.
Click on: [image: image76.png]


to claim the task you want to perform.

Note: According to PM42, Final Map Products must be through the national QA prior to an LFD being issued.  For practice, we will complete the Map Products task prior to the LFD tasks.
127.
Click on: [image: image77.png]Produce Final Map Products



 link to enter this task.
128.
Click on: [image: image78.png]¥ Expand All



to see all the information.
129.
Click on: [image: image79.png]Data Submission Form




 to upload more information. This will open a new window.
130.
Click on the dropdown box to select your Internet Connection speed. In this example, select T1/HDSL (1.544 Mbps).
131.
Click on: [image: image80.png]



132.
Click on and enter File Size.
133.
Type 4.

134.
Click on: [image: image81.png]Units v




 to select file size units. In this example, select MB(s).
135.
Click on: [image: image82.png]



136.
Click on: [image: image83.png]O Upload via MIP





Select the method that you will deliver data.  In this example, select the Upload via MIP radio button.
137.
Click on: [image: image84.png]| Browse.



 to find the file(s) you are interested in. In this example, select 
07-10-120S_FinalMapProducts.
138.
Click on: [image: image85.png]




Select 07-10-120S_FinalMapProducts.
139.
Click on: [image: image86.png]


 after you have selected the file you are interested in.
140.
Click on Choose a Destination and select a destination. In this example, select \1109746.
141.
Click on: [image: image87.png]



142.
Click on: [image: image88.png]Upload



 to begin uploading.
143.
Click on: [image: image89.png]


 to overwrite any files of the same name in this folder.
144.
Click on: [image: image90.png]


 to close the Upload window.

You will see a progress bar.  Once complete, the screen will indicate if the upload was successful.
The "FEMA: Mapping Information Platform: Work Items " screen appears:

[image: image91.png]0 O RNRv L0 A UHADS
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145.
After both Metadata and DFIRM have passed Validation, click on: [image: image92.png]


 to enter more information about the Map Products.

Note: In order to continue, both the Metadata and DFIRM have to pass QA.  You may click Refresh Status to get an update.
146.
Click on and enter Number of Printed Panels. [image: image93.png]



147.
Type 24.

148.
Click on: [image: image94.png]Continue >



 to advance to the Review screen.
149.
Click on: [image: image95.png]W Expand All



to see all the information.
150.
Verify that all information is correct (it is!). Click on: [image: image96.png]Continue >




 to advance to the Complete Task screen.

Note: Remember that you must PASS DFIRM QA before you can advance.  
151.
Click on: [image: image97.png]


 to advance the workflow.  The next tasks are "Prepare LFD Docket" and "Submit MSC Deliverable"
152.
Click on: [image: image98.png]


 to claim the task you want to perform.
153.
Click on: [image: image99.png]Prepare LFD Docket



 link to enter the task.
154.
Click on and select  New 60.3 Code for this community. In this example, select Regulation 60.3(b).

Note: The projected LFD displayed here was entered by the manager.  Update only if incorrect.  For this example, we will assume it is correct.
155.
Click on: [image: image100.png]



156.
Click on New 60.3 Code dropdown box and select Regulation 60.3(b). 

Repeat for each community. 
157.
Click on: [image: image101.png]



158.
Click on New 60.3 Code and select Regulation 60.3(d).

Repeat for each community. 
159.
Click on: [image: image102.png]



160.
Click on New 60.3 Code dropdown box and select Regulation 60.3(a).

Repeat for each community. 
161.
Click on: [image: image103.png]



162.
Click on: [image: image104.png]Continue >




 
Note:  You will not be able to continue until the FINAL SOMA is complete for each community.  If you need to update any information, use the SOMA tool, as shown in the Preliminary Producer Module.


Note: You should upload your LFDs through the LFD Submission section.  FEMA will download your submission for review.
163.
Verify that all information is correct (it is!). Click on: [image: image105.png]Continue >




 to advance to the Complete Task screen.
164.
Click on: [image: image106.png]Complete Task.



 to advance the workflow to the next task, "Review LFD Docket", which is a FEMA task.  We will not see this task.
165.
Click on: [image: image107.png]


 to claim the task you want to perform.

Note: Because we know the importance of getting maps to communities as soon as possible, we are going to get the Maps to the MSC prior to Distributing our LFD.
166.
Click on: [image: image108.png]Submit MSC Deliverable



 link to enter the task.
167.
Click on: [image: image109.png]¥ Expand All



 to see all the information.
The " FEMA: Mapping Information Platform: Work Items " screen appears:
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168.
Once all needed files have been uploaded (we assumed they are already there), click on: [image: image111.png]Continue >




 to advance to the Review screen.

This screen displays the MSC checklist.  All of these items must be uploaded at this step for National QA. 
169.
Click on: [image: image112.png]¥ Expand All



to see all the information.
170.
Verify that files are uploaded and all information is correct (it is!). Click on: [image: image113.png]


 to advance to the Complete Task screen.
171.
Click on: [image: image114.png]Complete Task.




 to advance the workflow to the next step, which is "National QA", also known as the C2D2 check.  This task is completed by MODHQ, thus we will not see this task.
172.
Click on: [image: image115.png]


 to claim the task you want to perform.

This screen only appears after FEMA has approved the LFD Docket.
173.
Click on: [image: image116.png]Distribute LFD



 link to enter the task.
174.
Click on: [image: image117.png]




Note: No information can be edited on this screen, because the LFD has to be mailed as FEMA approved it.  However, you would not able to click Continue if the Final SOMA was incomplete.  
175.
Click on: [image: image118.png]Complete Task




 to advance the workflow.  The next step is "Prepare Revalidation Letter".
176.
Click on: [image: image119.png]


 to claim the task you want to perform.
177.
Click on: [image: image120.png]Prepare Revalidation Letter



 link to enter the task.
178.
After you enter any comments (optional), click on: [image: image121.png]


 to advance to the Review screen.
Note: You can click View Revalidation Letter link to view the Revalidation Letter generated from the data in the SOMA tool.
179.
Verify that the information you entered is correct (it is!).  Click on: [image: image122.png]Continue >




 to advance to the Complete Task screen.
180.
Click on: [image: image123.png]Complete Task




 to advance the workflow to the next step, "Review LFD Docket", which is a MODHQ task.  We will not see this task.
181.
Click on: [image: image124.png]


 to claim the task you want to perform.

Note: This task will only appear after FEMA has completed the Approve Revalidation Docket task.
182.
Click on: [image: image125.png]Distribute Revalidation Docket



 link to enter the task.
183.
Click on and enter Date Letter Sent to Communities.

184.
Type 09/28/2007.

185.
Click on: [image: image126.png]Continue >




to advance to the Review screen.
186.
Verify that the information is correct (it is!). Click on: [image: image127.png]Continue >




 to advance to the Complete Task screen.
187.
Click on: [image: image128.png]Complete Task




 to COMPLETE THE WORKFLOW!
	Results

	The results are that the study goes through the appeal period (if required), the LFD is sent out, the new 60.3 regulations are adopted by the community, the maps are sent to the MSC, the revalidation letter is sent out, and the study is effectively complete.
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