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This document is a guide for the usage of the NFIP IT Services Forms
application. This guide is divided into several parts. The first part
provides background information on the application and its benefits
to NFIP stakeholders. The second part serves as a user guide for the

Web-based access method for the application.

The Forms was developed under the NextGen Bureau Systems
Modernization Project and is released as a production application.
With your suggestions and feedback, NFIP IT Services continues to

improve production applications with new featuresand enhancements.

Feel free to provide feedback by sending e-mail to

nextgen@ostglobal.com or calling (202) 467-7602.
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FORMS OVERVIEW

NG

Forms is an NFIP IT Services application that facilitates the process of completing official NFIP forms. Incomplete or inaccurate data on NFIP forms requires additional
effort on the part of FEMA personnel and other stakeholders to verify and correct forms. The purpose of Forms is to provide NFIP stakeholders with the ability to

complete print-friendly, official NFIP forms in a Web-based tool that performs calculations on derived fields and validates the entry of all required fields.

J

Forms provides a number of benefits for all NFIP stakeholders. Below is a list of
major benefits.

e Facilitates completion and printing of official NFIP forms

e Improved accuracy and completeness for received forms

NFIP IT SERVICES FORMS

Many of the forms used by the NFIP are integrated into NFIP IT Services applications,
providing an electronic workflow for users to complete forms, save them for future
access, submit them to FEMA for review and check the status of submitted forms.
Not all forms have been integrated with NFIP IT Services applications and access to
the forms that have been integrated is limited to pilot users. The Forms application
provides all stakeholders, regardless of their affiliation with the NFIP, with the ability
to complete and print NFIP forms through a Web-based portal.

The Forms application provides users with the ability to complete forms, save a
PDF copy to their local workstation and print a copy to submit to FEMA. Unlike
those forms that are integrated with NFIP IT Services applications, information
entered into Forms is not saved online for future retrieval and editing. The primary
purpose of Forms is to facilitate completion and printing of the forms, not to submit
the information electronically.

( FORMS C OVERVIEW )

The following table provides a list of the typographic conventions used in this
document.

Typeface m

Italic Italic style is used to denote variable text that must be replaced filenamel
with the appropriate value, such as filenames and form field values. default-value
It is also used for emphasis.

Bold Bold style is used to denote GUI elements and text that is to be Start Menu
entered, such as window or form field names and keyboard input text. | ed ..

Monospace A monospace font is used to denote command names, on-screen mkdir
computer output and filenames. config.sys
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REAL-TIME PERSON-TO-MACHINE (WEB-BASED) TRANSMISSION METHOD

The Forms QuickStart is a mini guide to help users get started with the NFIP IT Services Forms application.
NFIP IT Services Forms is an application that allows users to complete, validate and save NFIP forms
through a Web portal.

This guide provides information for all users of the Forms application, including how to enter data into
forms and download completed forms for saving and printing.

For a complete listing of NFIP IT Services QuickStarts and additional help, refer to

http://www.nfipbureau.fema.gov/help.html.

OBJECTIVES AND PREREQUISITES

After reading this guide, users should possess the following skills and knowledge.

* Users should be able to access the Forms application.
* Users should be able to enter data into forms and validate the appropriate fields.
* Users should be able to create a PDF version of their completed forms.

SYSTEM REQUIREMENTS

¢ Microsoft Internet Explorer 5.5 or better - Microsoft Internet Explorer for Windows can be downloaded
for free at http://www.microsoft.com/downloads/results.aspx?productID=&freetext=IE&Display
Lang=en.

* Adobe Reader - The Adobe Reader application can be downloaded for free at http://www.adobe.com.

OPEN ACCESS

All NFIP stakeholders can access the Forms application at http://www.nfipbureau.fema.gov. Forms
does not require an authorized username and password.
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FORMS ACCESSING FORMS

Forms is accessible through the NFIPBureau.FEMA.Gov Web Portal. The following process describes how to access the Portal and the Forms application.
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u.FEMA.Gov - Home Page - Microsoft Internet Explorer
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NFiPBureau FEMA Gov Web Portal

n/ices

Welcome to NFIPBureau.FEMA gov Web Portall This is your one-stop shop for FEMA,
NFIP Bureau, WYO company, flood vendor and state NFIP needs, which includes access
NFIP IT applications, forms, information and much more.

Over the next few months, you will see multiple upgrades to this Web Portal as we
transition from www NFIPStat.com to NFIPBureau. FEMA.gov. The transition phase is
scheduled to start in January and end March 31, 2008. Come back oftan to see our
progress! The NFIP Bureau NextGen Pilot Website for testing purposes will remain
www nfipnextgen. com.

The NFIP Bureau Service production applications are listed below.

Location Validation sllows NFIP stakeholders to standardize, validate, and geo-code an
address. All addresses are validated by the US Postal Database, standardized based on
NFIP standards, and system geo coded. Production Level 1.0 | January 2008

FREE (Flood Rating Engine Environment) allows users to generate a flood insurance
quote for Submit-For-Rate, Emergency Program, and seme Regular Program policy in

Open Internet Explorer. Shortcuts for Internet Explorer are typically located in
the Start Menu or on the Desktop.

Type http://www.nfipbureau.fema.gov in the Address bar and press <Enter> or
click the Go button.

Click the Forms link. Please note that there are several Forms links on the page.
All of the links will take you to the Forms application.

NFIP IT Tip
Please note that http://www.nfipbureau.fema.gov requires Internet Explorer
5.5 or better. Performance on other browsers may vary.

Forms allows users to complete online NFIP forms, for printing or downloading purposes.
Production Level 1.0 | January 2008

My Profile allows usars to modify their production user account online (i.e., change
password, change contact information, request forgotten password). Production Leve!
1.0 | January 2008

Attention NextGen Pilot Users: The NextGen Team is in the process of verifying our
current NextGen pilot users for access to the production level applications as they
bacome available. Your pilot user account will be updatad. You will receive an amail with
instructions and the upgrades to your account during the transition penod.
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FORMS GETTING STARTED

The Forms page is where users can select a FEMA NFIP form that they wish to complete. The page displays a list of claims and underwriting forms that are available

for users to access. The list also includes forms that are currently under development, in order to inform stakeholders of which forms will be available in the future.

y

N

-
forms

\ Select a form name from the list to access the form.

Welcome to MextGen forms! We are in the midst of creating web-based forms
that tie into our NextGen applications. For example, if you use the MNextGen?s
quoting application, FREE, to generate a quote then the appropriate FEMA form
{s) will automatically be completed with the entered quote data. The

(FEMA 81-44) form for demonstration purposes.

Note: This QuickStart will use the Statement of Full Cost of Repair or Replacement

appropriate form could be the Application for Flood Insurance FEMA Form 81-16

or Worksheet - Building FEMA Form 81-41. All forms will be accessible within NFIP IT Tip
MNextGen applications. You can print or download these forms to your local ) ) ) )
machine. This QuickStart can be accessed through the QuickStart link on the Forms

page. For a complete listing of NFIP IT Services QuickStarts, please refer to
Since not everyone has access to our NextGen applications, we are offering . -
web-based forms for printing or downloading purposes. Unlike forms that are http://www.nfipbureau.fema.gov/help.html.

tied-into our NextGen applications, the data entered in these forms in not

saved or submitted to the NFIP Bureau or MextGen systems. The QuickStart is
a quick way to learn how to use the Forms application. Click on the name of
the form below to get started.

NFIP Claims Forms

s Notice of Loss (FEMA Form 81-43)

e Adjuster Preliminary Damage Assessment (FEMA Form §1-109) - Under
Development

e NFIP Preliminary Report (FEMA Form 81-57)

e NFIP Final Report (FEMA Form 81-58) (NEW)

s MNFIP Marrative Report (FEMA Form §1-59) - Under Development

s Worksheet - Contents - Personal Property (FEMA Form 31-40)

o Worksheet - Building (FEMA Form 81-41)

e Proof of Loss (FEMA Form 81-42)

s Statement of Full Repair or Replacement {(FEMA Form 81-44)

e Increased Cost of Compliance Proof of Loss Form (FEMA Form 81-424)
o Manufactured (Maobile) Home / Travel Trailer Waorksheet (FEMA Form 81-96)
e Increased Cost of Compliance (ICC) Adjuster Reporkt (FEMA Form 81-98)
e Re-Inspection Report

e Cause of Loss and Subrogation Report (FEMA Form 81-63) - Under
Development

NFIP Underwriting Forms

m GETTING STARTED
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FORMS INPUT PAGE

After selecting a form name from the Forms page, the input page used to enter form data is displayed.

LTILY
FEMA NFIP Forms = QuickStart = Privacy Act Statement & Paperwork Burden Disclosure Notice

Une 30, 2007

o

Back to NFIPNextGen.com = Help = Logout

Agency at:

Insured: First Hame/ Company
Property Address:
AptiUnit/Building Number:

Zip Code:

Type of Property Involved in Claim: I

Date of Loss:

1. Full Amount of Insurance Applicable to the Property for Which Claim Is Presented VWas

2. Full Replacement Cost of the zaid Property at the Time of the Loss Was

3. The Full Cost of Repair or R{

4. Applicable Depreciation is

5. Actual Cash Value Loss is
iLine 2 minus Line &)

. Less Deductibles and/or P4

7. Actual Cash Value Claim iz
iLine & minug Line &)
8. Supplemental Claim, to be F)

Coverage Within I Day:
(This Figure Wil be That Portion o|

Insured Hame:
Adjuster Name:
Cowe] (o] |

Policy Number FL:
I Agent Name:
I Last Hame:
| City:
| stte
5| 00
5| .00
Policy Number FL: [5128475282 \
Agency at: | Agent lame:
Insured: First Name/ Company [oity Last Name: Garcia
Property Address: [8252 Oak Parkway City: Iizzoula
AptiUnitiBuilding Number: | State: lontana
Zip Code: 292
Type of Broperty Involved in Claim:  [Resizential
Date of Loss: 12 [1z Jz008
1. Full Amount of Insurance Applicatle to the Property for Which Claim Is Presented Vas < 125000 00
2. Full Replacement Cost of the said Property at the Time of the Loss Was < 150000 00
3. The Full Cost of Repair or Replacement is < 100000 00
4, Applicable Depreciation is < 10004 00
5. Actual Cash Value Loss i =-
(Line 3 minus Line £) 3 oo
8. Less Deductibles and/or Participation by the Insured s 1000 gp
7. Actual Cash Value Claim is < I
(Line & minus Line &) 3 oo
8. Supplemental Claim, to be Filed in Accordance Vith the Terms ang Conditions of the Replacement Cost
Days from Date of Lose as Shown Above, Wil Not Exceed s 00

Shown on Lines 4 and & Which Iz Recoverable)

Qﬂnrinua

INPUT PAGE ELEMENTS

Forms Primary Navigation Menu - These links provide access to the list of
available forms, the Forms QuickStart and the Privacy Act Statement & Paperwork
Burden Disclosure Notice.

e Forms Secondary Navigation Menu - These links provide access to return to the
NFIPBureau.FEMA.Gov Portal homepage, access Forms online help and logout

of NFIP IT applications.

FORMS VALIDATION

Some of the form fields contain data validations; for instance, certain fields may be
required in order to complete the form, other fields may require numeric entry, while
others may require input of a certain length. Additionally, some form field values may
be calculated based on the input in other fields; these fields will be indicated in gray
and users will be unable to enter data in these fields.

Enter data into the fields on the form. Not all fields are required, however, users
should provide as much information as possible.

o Click Continue to validate the data entered on this page and continue to the next
page.

Click Reset to erase the contents of the form fields and start over with data
entry.

( )

Forms Tip

A user may return to the input page to edit the values they have already
entered and validated, using the Edit button on the review page. In this
situation, the Reset button will not erase the contents of the form fields;
instead, the fields will be re-set to the previously validated values.

J
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FORMS VALIDATING INPUT

After entering data into a form and clicking Continue, the application will validate the data. If any of the data entered does not pass validation, the data entry page

will be display with information on the fields that did not pass validations.

N J

" N a The error messages that are displayed under the form name must be satisfied
before the user may successfully continue.

FEMA NFIP Forms = QuickStart = Privacy Act Statement & Paperwork Burden Disclosure Notice Back to .com = Help = Logout s

STATEMENT OF FULL COST OF REPAIR OR REPLACEMENT | 81-44 | 1660-0005 | June 30, 2007

* Agent Hame is reguirsd

+ ZipCode i invalid

» Depreciation must be a whele number. (s.g., 28, 10000} Forms Tip
Palicy Number FL: [E123e76283 Users should try to provide complete, accurate data on their forms. This
Agency at I Agenthames | should help minimize validation errors, especially with required field
I d: First H : Company |Ewy Last N [ Val|dat|0n5.
Property Address: |5352 Oak Parkway City: IM':ssquﬂ
Apt/Unit/Building Number: | State:
Zip Code: 5883

Type of Property Involved in Claim:  [Residential

Date of Loss: 12 12 2006

T
T
ot o0
T

1. Full Amount of Insurance Applicable fo the Property for ¥Which Claim le Prezented VWas
2. Full Replacement Cost of the =aid Property at the Time of the Lozz Was
3. The Full Cost of Repair or Replacement

4. Applicable Depreciation i

LI )

5. Actual Cash Value Loss is

Line 3 minus Line 4)

8. Less Deductibles andior Participation by the Insured

7. Actual Cash Value Claim is.

iLine § minug Ling &)

8. Supplemental Claim, to be Filed in Accordance With the Terms and Conditions of the Replacement Cost
Coverage Within Days from Date of Loss as Shown Above, Will Not Exceed 5 00
(Thiz Figure Will bz That Portion of the Amounts Shown on Lines £ and & Which |z Recoverable)

m VALIDATING INPUT
FORMS 1 8
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FORMS REVIEWING FORM DATA

After completing the form and correcting validation errors, if any, the page for reviewing form data is displayed. This page allows users to check the information they

have entered and view any calculated fields.

y

(&

o

FEMA NFIP Forms = QuickStart = Privacy Act Statement & Paperwork Burden Disclosure Notice Back to 1.com = Help = Logout
STATEMENT OF FULL COST OF REPAIR OR REPLACEMENT | 81-44 | 1660-0005 | June 30, 2007
Policy Humber FL: 5128476283
Agency at: Agent Name: JILLIAN REYNOLDS
Insured: First Name/Company BlLLy Last Name: GARCIA
Property Address: 8392 CAK PARMWAY City: MissOULA
AptiUnitiBuilding Number: State: MT
Zip Code: 53807 -
Type of Property Involved In Claim: RESIDENTIAL
Date of Loss: 12712/ 2008
1. Full Amount of Insurance Applicakls to the Property for Which Claim l2 Prezented Was §125000.00
2. Full Replacement Cost of the =aid Property at the Time of the Loss Was §150000.00
3. The Full Cost of Repair or Replacement iz $100000.00
4. Applicable Depreciation Is $5000.00
el ol
6. Less Deductibles and/or Participation by the Insured £1000.00
7. Actual Cash Value Claim l=
iLine 5 minus Line &) $534000.00
8. Supplemental Claim, to be Filed in Accordance With the Terms and Conditions of the Replacement Cost Coverage
Within  Days from Date of Los= as Shown Above, Wil Not Exceed 5.00
(Thig Figure Will be That Pertien of the Amounts Shewn on Lines 4 and § Which le Recoverable)
e BILLY GARCIA Insured Signature:
HENRY THOMAS Adjuster Signature:

m REVIEWING FORM DATA

e Click Edit to modify any form input elements. This will return users to the form
entry page with the fields pre-populated with the information displayed on this
page.

o Click Download | Print to create a PDF version of the form. This feature allows
users to save the form to their computer and/or print a copy of the form.

NFIP IT Note

The Adobe Reader application is required to be able to access PDF versions
of forms. Refer to the System Requirements for information on how to acquire
the Adobe Reader application.

FORMS 1 9
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FORMS DOWNLOAD AND PRINT FORMS
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When you select the Download | Print button, a PDF version of the form will be created with the information entered by the user.

éhttp:,’.’www.nﬁpnextgen.comiNGFormsigeneratePdf.do - Microsoft Internet Explorer

Favorites  Help

E]}Selen Zﬁ Qv 13 ‘£| ® (9% |- @ |D‘-

File Edit GoTo

=1

il ‘ Y!ﬂ| Adobe‘Reader‘]k]

»

DEPARTMENT OF HOMELAND SECURITY

'0.M.B. No. 1660-0005
007

E . RAL EMERGENCY MANAGEMENT AGFEI E June 30,
8 (il TIONAL FLOOD INSURANCE PROGRAM
@
z Statement as to full cost of repair or replacement
v under the replacement cost coverage, subject
& to the terms and conditions of this policy*
{See Next Page for Privacy Act Statement and Paperwork Burden Disclosure Notice)
Policy No. FL: | 5128476283
B Agency at: Agent Name:  Jillian Reynolds
Insured: First Name | Company: Billy Last Mame:  Garcia
Address: 8392 Qak Parkway City: Missoula
“
W
E AptfUnit/:Bldg Ma: State: Montana
G
b
7 Zip Code: 58801
42 Type of Property Invalved in Claim: |Residential
W
£
£
S Date of Loss 12 |12 ||2006
oy
0] S PA—— fesbia o th meachefoe sibiehs elaies s [»I
@ = LI Wl g
= 14 4 1ef2 P’P’H‘@ .-_f/| [U)H H o
Qane @ Unknown Zone %

m DOWNLOAD AND PRINT FORMS

o Clicking the Save icon will allow you to save the form to your desktop so that you
can keep a copy for your records.

o Clicking the Print icon will allow you to print a copy of the form to your printer.

FORMS I 10



FORMS PRIVACY ACT & PAPERWORK BURDEN

This page provides users with Privacy Act and Paperwork Burden information for every form that is available through NFIP IT Services Forms.

(" forms )

FEMA NFIP Forms = QuickStart = Privacy Act Statement & Paperwork Burden Disclosure Notice  e—— Back o NFIPNextGen.com = Help = Logout

Please choose a form number or name from the dropdowns below to view its privacy act statement and paperwork
reduction notice:

Selecta Form Mumber

Selecta Form Name MI

Privacy Act Statement

The information requested is necessary to process the subject loss. The authority to collect the information is Title 42,
U.S. Code, Section 4001 to 4028. It is voluntary on your part to furnish the information. Howewver, omission of an item
may preclude processing of the form. The information will not be disclosed outside of the Federal Emergency
Management Agency, except to the servicing agent, acting as the government's fiscal agent; to claims adjusters to
enable them to confirm coverage and the location of insured property; to certain Federal, State and Local Government
agencies for determining eligibility for benefits and for verification of agencies for acquisition and relocation-related
projects, consistent with the National Flood Insurance Program and consistent with the routine uses described in the
program's system of record. Failure by you to provide some or all of the information may result in delay of processing or
denial of this claim and/or application.

Paperwork Reduction Act Notice

Public Reporting burden for the collection of information titled Claims for National Flood Insurance Program (NFIP) is
estimated to average 4 hours per claim. This estimate includes the time, effort, or financial resources expended by
persons to generate, maintain, retain, disclose, or provide information to the Mitigation Division or its agent. The
reporting burden for this form as part of the collection of information is highlighted below. You are not required to
respond to this collection of information unless a currently valid OMB control number and expiration date is displayed in
the upper right corner of the highlighted form. You may send comments regarding the accuracy of the burden estimate
and suggestions for reducing the burden to: Information Collections Management, U.S Department of Homeland
Security, Federal Emergency Management Agency, 500 C Street, SW, Washington, DC 20472, Paperwork Reduction
Project (1660-0005). Note: Do not send your completed form to the above address.

Back to Top

\ EEMA Forms - Burden Hours )

PRIVACY ACT & PAPERWORK

o Select either the Form Number or the Form Name from the respective pull-down
menu. The page will display the Privacy Act Statement & Paperwork Burden
Disclosure Notice specific to that form.
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