[bookmark: _Toc119658822]Steady-State Requests for Hazard Mitigation Data Personally Identifiable Information 
[bookmark: _Toc119658823]Instructions for Using this Template
Copy the template below onto official letterhead for submission. The format of the template can be modified as needed. Update all of the highlighted sections of the cover letter, then complete the table that follows. Omitting highlighted or requested information may delay the processing of the ISAA request. If your community is located in New Jersey, New York, Puerto or the United States Virgin Islands, please submit all request letters and supporting documentation to fema-r2-nfip-datarequest@fema.dhs.gov
[bookmark: _Toc119658824]Request Letter Template
*Use Official State/Local/Tribe/Territory/Entity Letterhead*
{Date}
Re: Privacy Act Request for FEMA Files/Information
Dear {FEMA Regional Office ___}:
I am writing to request that the Federal Emergency Management Agency (FEMA) provide me with FEMA data {insert the type of data – for example: policyholder, claims, repetitive loss data, damage assessment data, disaster data, property violation data} related to {insert the community, USA}.
My office is requesting the data {insert the purpose for the data – for example, assess damages after a recent flood disaster, seek to offer mitigation advice to those policyholders who may be able to take simple action to improve their insurance rating, update a hazard mitigation plan, or participate in the Community Rating System}. 
Specifically, we plan to {insert how the data will be used – for example, use the data provided to review and assist in hazard mitigation application or identify structures that have been substantially damaged}. 
I am requesting that the above information be provided pursuant to the “routine use” provision of the Privacy Act of 1974, 5 U.S.C. 522a. The supporting SORNs for this data request are  DHS/FEMA 003 –NFIP Files System of Records, 79 FR 28747 (May 19, 2014); DHS/FEMA-008 Disaster Recovery Assistance; and DHS/FEMA-009 Hazard Mitigation, Disaster Public Assistance, and Disaster Loan Program. The information is supported under the above SORNs Routine Use, G, I, L, M N, O, R and T for the NFIP SORN or H or J of the Disaster Recovery SORN. 
My office will not disclose this information to other entities unless they are identified on the form or use the information for any purpose other than that stated above. Any other entities that require identical data files for the purposes outlined in this letter will contact FEMA separately with their request for information. The applicant information will be protected in accordance with the Privacy Act of 1974. Once the personally identifiable information is utilized for the legitimate and appropriate purposes as stated above, the further transmission of these data files, electronic and analog/paper, will cease and the personal information contained therein will be destroyed. 
If you or your staff has any questions or need additional information about this matter, please contact me at (___)___-____.
Sincerely,
Name
Title
Applicable ROUTINE USES - DHS/FEMA 003 –NFIP Files System of Records, 79 FR 28747 (May 19, 2014)
Routine Use G: To an appropriate federal, state, tribal, local, international, or foreign law enforcement agency or other appropriate authority charged with investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or order, when a record, either on its face or in conjunction with other information, indicates a violation or potential violation of law, which includes criminal, civil, or regulatory violations and such disclosure is proper and consistent with the official duties of the person making the disclosure.
Routine Use I: To federal, state, local, and tribal government agencies, insurance companies, and established voluntary organizations in order to determine eligibility for benefits, verify non-duplication of benefits following a flooding event or another disaster, and provide needs unmet by NFIP claims payouts within their jurisdictions and service areas.
Routine Use L: To state, local, and tribal government agencies to ascertain the degree of financial burdens they expect to assume in the event of a flooding disaster within its jurisdiction.
Routine Use M: To state, local, and tribal government agencies to further NFIP outreach and education activities within their jurisdiction.
Routine Use N: To state, local, and tribal government agencies that provide names, addresses of policyholders within their jurisdictions, and a brief general description of their plan for acquiring and relocating their flood prone properties for the purpose of ensuring that communities engage in floodplain management, improved real property acquisitions, and relocation projects that are consistent with the NFIP. This is contingent upon the Federal Insurance Mitigation Administration determining that the use furthers the flood plain management and hazard mitigation goals of the agency.
Routine Use O: To the Army Corps of Engineers and federal, state, local, and tribal government agencies to review NFIP policy and claims information for properties within its jurisdiction in order to assist in hazard mitigation and floodplain management activities, and in monitoring compliance with the floodplain management measures adopted by the community.
Routine Use R: To federal, state, local, and tribal government agencies to conduct research, analysis, and feasibility studies of policies and claims within its jurisdiction.
Routine Use T: To community officials and representatives to provide repetitive loss records of properties within that community.
Please note: 
· Routine Uses I and N – As they include policy holder names – require additional description verifying the “need to know” aspect for such requests. Provide details on what mitigation activities your community is pursuing warranting determining duplication of benefits and/or grant eligibility.  
· Routine Use M – While any address lists shared as part of a data request may be used for the purpose of developing a mailing list, they may not be used as a stand-alone mailing list.  To the extent that (1) property owners without federally backed mortgages are not required to carry flood insurance and (2) private flood insurance may be available in a community, it must be assumed that policy holder lists provided as part of a FEMA data share will present an incomplete picture of structures in the area.  

Applicable ROUTINE USES DHS/FEMA-008 Disaster Recovery Assistance (March 14, 2022) 
Routine Use G: To an appropriate federal, state, tribal, local, international, or foreign law enforcement agency or other appropriate authority charged with investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or order, when a record, either on its face or in conjunction with other information, indicates a violation or potential violation of law, which includes criminal, civil, or regulatory violations and such disclosure is proper and consistent with the official duties of the person receiving the information.
Routine Use J: To federal, state, tribal, or local government agencies charged with the implementation of hazard mitigation measures and the enforcement of hazard-specific provisions of building codes, standards, and ordinances. FEMA will only disclose information for the following purposes: 
1. For hazard mitigation planning purposes, to assist federal, state, tribal, or local government agencies in identifying high-risk areas and preparing mitigation plans that target those areas for hazard mitigation projects implemented under federal, state, tribal, or local hazard mitigation programs. 
2. For enforcement purposes, to enable federal, state, tribal, or local government agencies, to ensure that owners repair or rebuild structures in conformity with applicable hazard-specific building codes, standards, and ordinances.
Applicable ROUTINE USES - DHS/FEMA-009 Hazard Mitigation, Disaster Public Assistance, and Disaster Loan Program (MARCH 24, 2014) 
Routine Use G: To an appropriate federal, state, tribal, local, international, or foreign law enforcement agency or other appropriate authority charged with investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or order, when a record, either on its face or in conjunction with other information, indicates a violation or potential violation of law, which includes criminal, civil, or regulatory violations and such disclosure is proper and consistent with the official duties of the person making the disclosure.
Routine Use H: To the state, local, tribal government whose area has been declared, approved, and subject to said grant/loan efforts, or to a federal, state, tribal, or local government agency charged with administering federal mitigation or disaster relief programs in order to prevent a duplication of efforts by FEMA or the said agency, or a duplication of benefits to an individual applying for mitigation grant programs administered by FEMA.
Routine Use J: To federal, state, tribal, local governments, voluntary organizations, utilities, and hospitals/health care providers to address unmet needs of individuals seeking assistance, or to restore/provide essential services, determine the status of ongoing projects or requests for assistance, and verify eligibility for/prevent a duplication of assistance.


DATA REQUEST QUESTIONNAIRE: The following information is required to facilitate this request:
	Requestor Name:
	Click or tap here to enter text.
	Name of State/Local /Tribal/Territorial (SLTT) External Entity:
	Click or tap here to enter text.
	Community ID Number(s) If Applicable:
	Click or tap here to enter text.
	Purpose for Data:

Please check the appropriate boxes and elaborate below.
	☐ Community Rating System 
☐ Hazard Mitigation Plan 
☐ Floodplain Management 
	☐ Grants 
☐ Substantial Damage Assessments 

	
	Fully describe your purpose for using the data:
Click or tap here to enter text.

	Type of Data:

Please check the appropriate boxes and elaborate below.
	☐ Repetitive Loss
☐ Active Policies
☐ Claims
☐ Policyholder Names*
	☐ Compiled Disaster data (includes IA data)
☐ Increase Cost of Compliance (ICC) claims 
☐ NFIP Property Violation 

	
	Fully describe the type of data needed:
Click or tap here to enter text.

	Routine Uses:

Please check the appropriate boxes and also list below.
	Routine Uses:


	G ☐ 
I ☐ 
L ☐ 
M ☐ 
	N ☐ 
O ☐ 
R ☐ 

	T ☐ 
H ☐ 
J ☐

	
	List the routine use:
Click or tap here to enter text.

	Third-Party Data Sharing:
Y ☐
N ☐
	If Yes:
Contractor name: Click or tap here to enter text.
Contract/Purchase Order/Agreement Number: Click or tap here to enter text.
Date of effect of contract: Click or tap here to enter text.
Specific role of contractor in fulfilling data request purpose:
Click or tap here to enter text.

	Points of Contact: 

Please include name, title, phone number and email address. The requestor signatory is who will sign the agreement. 

**The requestors/ recipients of the data must be from the same government agency, company, etc., except for in contract agreements containing third-party sharing, which can and must include at least one contact from the third party.
	Requester signatory (one contact):
Name: Click or tap here to enter text.
Title: Click or tap here to enter text.
Phone: Click or tap here to enter text.
Email address: Click or tap here to enter text.

Additional data recipient/third-party contractor contacts (up to four total):
Name: Click or tap here to enter text.
Title: Click or tap here to enter text.
Phone: Click or tap here to enter text.
Email address: Click or tap here to enter text.

Additional data recipient/third-party contractor contacts (up to four total):
Name: Click or tap here to enter text.
Title: Click or tap here to enter text.
Phone: Click or tap here to enter text.
Email address: Click or tap here to enter text.

Additional data recipient/third-party contractor contacts (up to four total):
Name: Click or tap here to enter text.
Title: Click or tap here to enter text.
Phone: Click or tap here to enter text.
Email address: Click or tap here to enter text.

Additional data recipient/third-party contractor contacts (up to four total):
Name: Click or tap here to enter text.
Title: Click or tap here to enter text.
Phone: Click or tap here to enter text.
Email address: Click or tap here to enter text.

	Does this request for data pertain to a declared disaster or emergency?
Y ☐
N ☐
	If Yes:
Type: Disaster ☐   Emergency ☐
State/Territory Name: Click or tap here to enter text.
Declaration date: Click or tap here to enter text.
Name or number of disaster/emergency: Click or tap here to enter text.

	Additional Information or Comments:
	Include all relevant information and justification for receiving policyholder names, insurance policy numbers or claims payouts.
Click or tap here to enter text.


*Additional justification/need to know is required to receive policyholder names. Routine Use I or N must be selected. 
** The requester should list persons that will have access to the data. The recipients must work for the requesting SLTT or external entity.
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