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These instructions explain to communities participating in the National Flood Insurance Program’s (NFIP) Community Rating System (CRS) how to make updates on the NFIP Repetitive Loss (RL) Update AW-501 Worksheet.  If you have any questions on how to apply these instructions or any other repetitive loss issues, we suggest contacting either the person responsible for NFIP Repetitive Loss Updates identified on page 3 of this document or your assigned ISO/CRS Specialist. 

Please read Section 501 in the 2002 CRS Coordinators Manual before completing these worksheets. All communities applying to and participating in the CRS with one or more repetitive loss properties will receive the NFIP Repetitive Loss Update Worksheet. We recognize there are many reasons why the property address information needs to be corrected on the community repetitive loss list. The RL Update Worksheet was developed to update any known errors on the list while making this process as easy and simple to use as possible.
PROCEDURES:  It is the responsibility of all CRS communities with at least one repetitive loss property to review and update the worksheets if applicable.  Please review the properties listed under “Current Property Address” and note any desired updates in one or more of the seven boxes provided in the REQUESTED UPDATES section. All requested updates should be clearly printed in ink.  You should keep a photocopy of the original document for your records. Please submit only those RL Update Worksheets with updates.  If you are submitting a new application, modification, or will be undergoing a cycle application in 2003, the updated worksheets should be included in the documentation materials provided to your ISO/CRS Specialist. If you are providing voluntary updates, please send the updated worksheets and all necessary supporting documentation to NFIP Repetitive Loss Updates as soon as possible but, no later than December 1, 2003.
“Repetitive Loss Number” -- This number is assigned by the RL database computer and is primarily for internal use only. It will be used for the duplicate listing update discussed later and may be referred to in correspondence or discussions concerning your updates. 

“Current Property Address” -- This address will always be the most recent address known for a property. If you have noted an update on previous worksheets, it should be shown here.

“Previous Property Address” -- This is the second most recent address for a repetitive loss property. There is no need for you to do anything with this old superseded address.  It is shown here and on subsequent listings for comparison purposes - so that you can see the current or revised address and community ID number vs. the old or previous address and community ID number. 

“Last Claimant” --The data shown here is the name of the insured that reported the latest claim for the property and may or may not be the current owner. In an effort to help you locate the property, this data is provided for informational purposes only and should not be updated in any manner.  If this is the only discrepancy you detect do not submit the worksheet for update.

“Insured” -- If our records indicate this property is currently insured under the NFIP, a “Y” will be shown in this field and the current name shown on the existing Policy will be shown after the Named Insured. Once again this data is only for informational purposes and is not intended for you to update.   

“Dates of Losses” - The dates are shown as year/month/day.

REQUESTED UPDATES
· INFORMATION PROVIDED NOT SUFFICIENT TO IDENTIFY PROPERTY:  Before selecting this update it is expected that the community will have thoroughly researched the provided information including the last claimant name or current insured name.  The claimant name provided is associated with the last reported loss for the property and may or may not be the current property owner or may have been a past renter or occupant of the property. Possible sources of additional information that may help you identify the current property address are local tax records for the years of the claims, current and old phone books, utility records and the post office.  In addition, the Internet may be of some use in locating a current phone number or address for the name provided.  If all else fails, talk to long time citizens of your community to see if they can assist you in identifying the correct address of the flooded property. Please describe the steps you took to accurately identify the property in the additional comments section of the worksheet.  Properties updated in this manner in the past will be identified on the worksheet and will continue to be provided to the community on future worksheets.  If you were previously unable to locate the property and are seeing the name of the last claimant or current insured for the first time, please take the time to try to identify the property again using the newly provided information.      

· COSMETIC CHANGES REQUIRED TO THE ADDRESS:  Use this area to correct misspellings, street suffixes etc. or to provide newly established address information.  To better help you locate these addresses; we have provided the policyholder name that was associated with the last reported claim. The last claimant name associated with the insured location will change automatically if a future claim is paid.  Please do not submit forms for which the only update is the spelling or accuracy of the claimant or insured name provided.  Since this is an historical record, we are unable to make these types of updates. The names will be updated automatically, in the event of any future reported claims or changes of the named insured.

· PROPERTY NOT IN OUR COMMUNITY OR JURISDICTION:  If, in using the information provided, you have positively identified the RL Property and have determined that the building is not located in your community, please provide the correct location in the spaces provided.  It is critical that you provide the correct community name including county (and the NFIP community ID number, if possible).  Without this information, the property will remain on your listing of RL Properties.  If necessary, please make any known cosmetic updates as well, to assist the new community in locating the building in the future.

· FLOOD PROTECTION PROVIDED:  Check this box only if some type of structural intervention has occurred to either the building, property or the source of flooding that would provide protection to the building from those types of flooding events that have occurred in the past.  You also must provide the Mitigation Action and Funding Codes that best describes the mitigation project.  Please attach all available documentation to the RL Update Worksheet that supports the mitigation action taken, along with any evidence available that indicates the mitigation was effective.  It will also be necessary to provide a copy of a recent Elevation Certificate if the building was retrofitted or replaced.

Note:  If the property was previously updated in this manner and the Mitigation Code boxes are blank, to avoid the update from being removed in the future, you must now provide the appropriate codes. Simply write the appropriate codes ( a – f ) and ( j – v ) from the back of the RL Update Worksheet in the spaces provided.

· NO BUILDING ON PROPERTY:  Only check this box if the building in question can be positively identified as the previously flooded building and documentation is available to support that due to acquisition, relocation or demolition, an insurable building no longer exists at this location. You also must provide the newly created Mitigation Action and Funding Codes that best describes the mitigation project.  Please attach all available documentation to the RL Update Worksheet that supports the mitigation action taken, along with any evidence available that indicates the mitigation was effective.  It will also be necessary to provide a copy of a recent Elevation Certificate if the building was retrofitted or replaced.

Note:  If the property was previously updated in this manner and the Mitigation Code boxes are blank, to avoid the update from being removed in the future, you must now provide the appropriate codes. Simply write the appropriate codes ( g – i ) and ( j – v ) from the back of the RL Update Worksheet in the spaces provided.

FLOOD PROTECTION PROVIDED and NO BUILDING ON PROPERTY are two categories that generally describe why a property is no longer subject to the types of events that caused the original flooding.  If either of these two boxes are checked and properly documented, future worksheets will show the following statement in the additional comments section: “PREVIOUSLY UPDATED – THIS PROPERTY IS NO LONGER CONSIDERED A RL PROPERTY,” and a bold “X” will be placed in the appropriate box.  The property will not be counted as one of the repetitive loss properties used to establish your CRS repetitive loss category.  However, since your community did historically suffer the loss, the property will continue to be listed (even though the problem has been corrected). If another claim is reported, the update will automatically be removed and the property will once again be used to establish your repetitive loss category.  The only way to completely remove a property from your community list is to correctly assign it to another community.   

· DUPLICATE LISTING WITH RL NUMBER ______________________: If you identify two or more worksheets with separate address listings that are for the same building, use this update to identify all identical listings so they can be combined.   On each worksheet that is a duplicate property, list all other RL numbers that are a duplicate to that property. To ensure the proper processing of this type of update, please staple all duplicate listings for each location together.  Also, please identify the appropriate address to use for the creation of the new listing. Remember, if any of the loss dates for the two or more properties are the same, it is not likely that they are a duplicate listing.  It is more likely that there is more than one insurable building on the site that has suffered repetitive claims.  Please investigate the possibility of multiple buildings before requesting this update.     

· HISTORIC BUILDING:  Choose this update if the property identified on the worksheet has been designated as a “Historical Building” on either a State or National Historic Registry. Please attach any appropriate documentation available to support this update to the worksheet.

· ADDITIONAL COMMENTS:  Use this area to provide comments on any of the above updates or to explain a situation that does not fit into one of the above update fields. 

NEW OPTION FOR 2003!

Based on popular demand, we are adding the capability to record your locally relevant property identifications such as, Tax Assessor’s Numbers, Lot & Block; etc. to the database and worksheets.  If you want to see this information on your community’s worksheets next year, please enter your brief property identification information in the “Comments” section before December 1, 2003. 

UPDATES AUTHORIZED BY: The RL Transmittal Sheet must be signed and accompany any requested updates. This requirement applies whether you are submitting updates as part of a new or cycle CRS application or simply as part of your annual review. Any updates submitted without a signed RL Transmittal Sheet will not be processed until the signed Transmittal Sheet is provided.

We appreciate your support and assistance in providing this information.  You may be contacted in the future if we have any questions concerning your updates.  If you have any suggestions or questions for how to update or submit the NFIP Repetitive Loss (RL) Update Worksheets, please contact your ISO/CRS Specialist or Mr. Gabe Gambrill, AIS, CFM; ISO, Inc.; NFIP Repetitive Loss Updates; Post Office Box 3085; Ponte Vedra Beach, FL 32004-3085; phone or fax number  (904) 280-1268.


Under the Privacy Act (5 U.S.C. 552a), personal identifiers, such as names, may be used only for limited purposes. One of the allowable uses of names and flood insurance policy numbers is to analyze the effectiveness of local flood loss reduction efforts. Communities may use personal identifiers for this purpose only and are prohibited from using them for solicitation, or other reasons.
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