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issue NTP
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Jackson

Change Unit Status
to “In Transit”
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1

AHMS
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Release 
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“Pending 
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Schedule 
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Status

Gulfport

Call Center

Change Appl. 
Status to “Ready 

for Occupant 
Packet Delivery”

Gulfport

AHMS

Change App Status 
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Site 
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Housing Dir.

Receive 
Work Order 

from  
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Removal

Haul & Install

Schedule 
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Haul & Install

Deliver & 
Install Unit

Haul & Install
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Final 
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Haul & Install
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Final 
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Deliver & Install
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Pull 
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Unit ID with 
FEMA ID
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Haul & Install
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5

Gulfport
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County County
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Housing Adv.

Contact 
FEMA 

Regarding 
9013

Div. Spvr.

Notified of 
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County
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Status to “Scheduled
For Final Inspection”
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Schedule 

Date

Div. Spvr.

Enter Date 
That FEMA 
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Removed

County County

AHMS 6

Housing Dir.

Record Date 
Unit was 
Delivered

Gulfport
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Transfer Unit 
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Install

Trans Area
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County County County County
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For Final 
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AHMS

Inspector

Perform final 
inspection
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Final Inspection
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install work orders
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Pending

Change 
App. Status 

to “Ready for 
Move In”

Change Unit 
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Repair –

Unit Install.”

Pending W.O. 
Stays on Device 
“Hold for Repair”

6
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Enter Date 
Housing Unit 
is Ready for 
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Enter Date 
Certificate of 
Occupancy 

was Obtained
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Change Unit 
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Change 
Applicant 
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Make 
Repairs to 
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Unit
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Haul & Install
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Complete

County

Inspector

Route Punch-
List to Haul & 

Install 

Site/Property

Inspector

Prepare 
punch-list

Site/Property
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Mail 

Applicant 
List

Gulfport

Call Center

Obtain MOU 
from County

Gulfport

Call Center

Print Out 
Letter of 
Interest

Gulfport

Call Center

Mail Letter 
of Interest 
Certified 

Mail

Gulfport

Call Center

Receive 
Return 
Receipt

Gulfport

Applicant 
Approved 
Program?

Call Center

Receive 
Returned 

Letter

Gulfport

Call Center

File Return 
Receipt in 
Applicant 

File

Gulfport

Call Center

Send 
Approval 

Letter and 
ROE

Gulfport

Call Center

Send Denial 
Letter

Gulfport

Call Center

Count 
Letters 

Returned 

Gulfport

Call Center

Enter 
Returned 

Letters into 
AHMS

Gulfport

Call Center

Call 
Applicant

Gulfport

Call Center

Review 
Eligibility 

Questionnaire 

Gulfport

Call Center

Upload ROE 
& Approval 
Letter into 

AHMS

Gulfport

Call Center

Change 
Applicant 
Status to 

“Letter Sent”

Gulfport

Call Center

Change 
Applicant 
Status to 
“Delivery 

Confirmation”

Gulfport

Call Center

Gulfport
Change App. 

Status to 
“Ready for Occ. 
Packet Delivery”

Call Center

Set 
Applicant 
Status to 
“Denied”

Gulfport

Call Center

Set 
Applicant 
Status to 

“Rejected” 

Gulfport

DENIED

ACCEPTED



Call Center

Release 
Occupant 

Packet

HA Sups

Receive  
Occupant 

Packet 

Cnty Scheduler

Call MS1

Cnty Scheduler 

Review HA 
Appointment 

for 
Availability 

Cnty Scheduler

Schedule 
Initial HA 

Appointment & 
Site Inspection

Cnty Scheduler

HA 
Appointment

Field Insp.

Initial Site 
Inspection 
Complete

Field Insp.

Submit Site 
Plan & EA to 

Field 
Supervisor 

Expediter

Receives 
Site Plan & 

EA 
Application

MEMA Area Coord.

Collect ROE

MEMA Area Coord.

 Receive 
Blank ROE

Does it 
Contain an 

ROE?

Enter 
MS1 into 
AHMS

Cnty Scheduler

Call Applicant 
to Make Initial 

HA & Site 
Inspection 

Appointment

Expediter

Collect Permit 
& Attach to 

Site Plan & EA 
Package

Expediter

Fax EA & 
Site Plan to 
Ops. Center

Ops Center Exp.

Submit EA 
to FEMA

YES

NO

Cnty Scheduler

Receive Site 
Plan

Cnty Scheduler

Receive MS 
Notification 

Enter MS 
Notification 
Into AHMS

Enter 
Permit 
App. & 

Date Into 
AHMS

Alternative
 Site

 Process

Unit Size 
Change 
Process

UFAS 
Change 
Process

Cnty Scheduler

Schedule 
Soil/Pull 

Test

Expediter

Add Soil/Pull 
Test to File 

for Submittal 

Pass 
Soil/Pull 

Test?

Enter Test 
Results 

Into AHMS

Alternative
 Site 

Process

Expediter 
Enters Soil/

Pull Test 
Results 

into AHMS

Expediter

Submits Full 
Package to 
Ops. Center

Work Order 
ProcessYES

NO

Provided Daily by 
Housing Supervisors 

7 56

1211
10

8 4

2
1

9 3 1 Day Apart 
7 56

1211
10

8 4

2
1

9 3
3 Days in 
Advance

1

Field Sup.

Submit Site 
Plan to 

Housing 
Advisor

Housing Advisor 

Submit 
Application 
for Permit

Housing Advisor

Receive  
Occupant 

Packet 

Permit 
Approved?

Alternative
 Site

 Process
NO

YES

Enter Site 
Inspection 
Schedule 
Date into 
AHMS



Logistics

Initial Work 
Order 
Issued

Ops. Center Sch.

Unit Leaves 
Transition 

Site/Call Ops 
Center 

Scheduler
Ops. Center Sch.

County 
Scheduler 

Contacted/QC 
Deployed for 

Install

Haul & Install

3 Day Unit 
Installation

T.L. Wallace

Hand Keys 
to HA Sup.

Tracker

Pick Up 
Keys from 
HA. Sups.

Tracker

Verify 
- Installed

- Code Insp.
- Power On

Tracker

Notify 
Scheduler

Cnty Scheduler

Schedule 
QC 

Inspection

QC Inspector

Perform QC 
Inspection

Passes 
RFO?

QC Inspector

Notify HA Sup. 
Unit Ready for 
Walk Through

Housing Advisor

Walk Through 
Complete

HA Sup. 
Enter 

Occupied

Tracker

Notify 
Deputy Ops. 

Chief of 
Occupancy

Deputy Ops. Chief

Send Daily 
Email of 

Occupied 
Units

Punch List 
Process

YES

NO

Send Email To:
Becky B.
Mike W.

County Sups.
John M.

Johnny D.
Justin S.

Debbie N.

3

2

Tracker 
Enters 
Walk 

Through 
Date



Ops. Expediter

Receive 
Package 

from County 
Expediter

Ops. Expediter

Submit EA 
to FEMA for 

Review

Ops. QC

Perform 
Technical 

Review that 
Package 
Complete

Ops. QC

Submit 
Package to 

HA Supervisor 
for Review

HA Supervisor 

Submit 
Package to 

County 
Supervisor for 

Review
Cnty Supervisor

Submit 
Package to 

Deputy Ops. 
Chief for 
Review

Deputy Ops. Chief

Notify FEMA/
Cnty 

Supervisors/
Troubleshooter/ 
Ops. Scheduler 

Deputy Ops. Chief

Send “Good 
to Go” 

Responses

Ops. Expediter

Submit Prep 
Items to 

Troubleshooter

Troubleshooter

Notify 
Applicant

Troubleshooter

Verify Work 
is Complete

Site 
Prep Work for 

App?

No 
Additional 

Action 
Necessary

NO YES

Ops. Chief

Perform 
Final Review 

T.L. Wallace

Scan Site 
Plan/Notify 
Company 

3X
Logisitcs

Review Unit 
Availability

Deactivators

Schedule 
90-13/

Deactivation 

Ops Scheduler

Schedule 
Install/
Update 

Spreadsheet

Enter 90-
13l Date 

Into AHMS

Logistics 

Issue Work 
Order

1

2
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Meets Code?

Meets 
Requirements?

T.L. Wallace

Receive Final 
Work Order

Gulfport

T.L. Wallace

Email Site 
Plan to 

Code Office 

Gulfport

Code Office

Review Site 
Plan

County
Code Office

Contact T.L 
Wallace to 

Fix Site 
Issues

Gulfport

T.L. Wallace

Receive List 
of Site 
Issues

Gulfport

T.L. Wallace

Site Issues 
Resolved

Gulfport

T.L. Wallace

Obtain 
Electrical 

Permit

Gulfport

T.L. Wallace

Scan Permit 
and Email to 
Ops Sup & 

Housing Dir.

Gulfport

T.L. Wallace

Schedule 
Haul & 

Install Date

Gulfport

T.L. Wallace

Accept Unit 
from 

Transition 
Area

Trans Area

NO

YES

T.L. Wallace

Deliver & 
Install Unit

Gulfport

T.L. Wallace

Install Power 
Pole

Gulfport

T.L. Wallace

Schedule 
Inspection 
with Code 

Office

Gulfport

Code Office

Inspect 
Power Pole 
Installation

County

Code Office

Contact T.L. 
Wallace to  
Fix Power 

Pole Issues

County

T.L. Wallace

Receive List 
of Power 

Pole Issues 

County

T.L. Wallace

Power Pole 
Issues 

Resolved 

County

Power Comp.

Hookup 
Power Lines

County

Code Office

Schedule 
Power Hookup 

with Power 
Company

County

Power Comp.

Send Email 
with 

Confirmation 
Number

County

County Sup.

Enter 
Confirmation 
Number into 

AHMS

Gulfport

County Sup.

Receive 
Confirmation 

Email

Gulfport

NO

YES

Logistics

Transfer 
Unit to Haul 

& Install

Trans Area

T.L. Wallace

Notification 
of Power 

Pole Extras

Gulfport




