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LIST OF ACRONYMS 

CRS  Community Rating System 
CSD  Cumulative Substantial Damage 
CSI  Cumulative Substantial Improvement 
FEMA  Federal Emergency Management Agency 
GIS  Geographical Information System 
ICC  Increased Cost of Compliance 
NFIP  National Flood Insurance Program 
RL  Repetitive Loss 
SD  Substantial Damage 
SDE  Substantial Damage Estimate/Estimator 
SDP  Substantial Damage Management Plan 
SEMA  State Emergency Management Agency 
SFHA  Special Flood Hazard Area (also the 100-year Floodplain) 
SI  Substantial Improvement 
TCO  Temporary Certificate of Occupancy 
UDO  Unified Development Ordinance 
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Introduction 

The following plan has been implemented by the City of Lee’s Summit, Missouri (the City) to 

assist with meeting requirements of the Federal Emergency Management Agency (FEMA) 

National Flood Insurance Program (NFIP) regarding substantial damages (SD) and substantial 

improvements (SI).  This plan provides the City’s definitions of Substantial Damage and 

Substantial Improvement, assesses vulnerable areas, identifies the roles and responsibilities of 

the City’s Substantial Damage Management Team, explains procedures for estimating and 

determining substantial damage, describes the process the City uses to track substantial 

damage and substantial improvement, outlines steps to take before and after a disaster, and 

details procedures for annual reporting.   

The intended purpose of this plan is to increase awareness of flood risk areas and ensure that a 

strategy is in place for damage determinations and enforcing substantial damage requirements 

if a flood occurs.  In addition, this plan fosters communication with residents and elected 

officials and helps develop long-term actions to mitigate properties and reduce future losses. 

 

CRS and Substantial Damage 

The Community Rating System (CRS) is a program developed by FEMA that provides discounts 

on flood insurance to residents of communities who implement measures beyond the minimum 

NFIP standards.  Communities can receive discounts on flood insurance premiums for residents 

and business owners by earning credits for meeting criteria outlined in the CRS Coordinator’s 

Manual.  The number of credits earned correlates with different class levels, which, in turn, 

provide an increasing level of discounts, up to 45%.  The City of Lee’s Summit is currently a Class 

9 CRS community. 

In 2021, FEMA released an addendum to the CRS Coordinator’s Manual that provides a new 

credit opportunity (Activity 512.d) for developing a Substantial Damage Management Plan 

(SDP).  This SDP was not only created to help the City meet requirements of the NFIP program, 

but also to meet some of the CRS Activity 512.d credit requirements. 
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CRS-Required Steps to Develop a Substantial Damage Management Plan   

Three levels of CRS credit are available for Activity 512.d, for a maximum of 140 points.  The 

three levels of credit available are as follows: 

• SDP 1 – base credit for development of an SDP (40 points) 

• SDP 2 (optional) – Pre-population of the FEMA Substantial Damage Estimator (SDE) 3.0 

software, or equivalent (50 points) 

• SDP 3 (optional) – Consideration of pre-event mitigation alternatives (50 points) 

The base credit for SDP 1 must be achieved in order to be eligible for SDP 2 and SDP 3 credit.  

Activity 512.d outlines the following seven requirements needed for SDP 1 credit: 

1. Use appropriate definitions for Substantial Damage.  The SDP must be developed using 

a definition of substantial damage that meets or exceeds the NFIP definition. 

2. Address Cumulative Substantial Improvements and/or lower Substantial Damage 

thresholds, if applicable.  If a community is receiving credit for Cumulative Substantial 

Improvement (CSI) under CRS Activity 430, then the SDP must reference the 

community’s Cumulative Substantial Damage (CSD) definition credited under Activity 

430 and describe the process for tracking CSI. If a community is receiving credit for 

having a lower threshold for Substantial Improvement, then the definition of the lower 

Substantial Improvement must be referenced. 

3. Use the CRS six-step planning process to generate a SDP.  The SDP must be the 

outcome of the CRS-defined six-step planning process.  All steps, outlined in the next 

section are required, but steps 2-5 do not have to be completed in the order listed.  

When the six-step process is followed, the SDP 1 credit requirements will be met.  

4. Prepare an annual SDP evaluation report.  The annual evaluation report must review 

the plan’s pre-event action items, describe which of those items were implemented or 

not, and recommend changes, as appropriate.  The report should highlight any flood 

damage that occurred since the previous report, address any changes or improvements 

to the plan resulting from the event, discuss any updates to the database of properties 

at risk of substantial damage, and note any changes to the community’s regulations that 

affect substantial damage or substantial improvements. 

5. Inform elected officials.  The SDP does not need formal approval or adoption by the City 

Council, but a copy of the SDP must be submitted to the City Council, along with each 

annual evaluation report and any updates to the SDP.  However, if either the SDP or 

annual report are prepared using sensitive or confidential data obtained by FEMA, then 

a summary report must be prepared for the City Council in lieu of the SDP or annual 

report. 
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6. Revise and update the SDP, as appropriate, and make current versions available.  The 

most current version of the SDP, including review of the six planning steps, must be 

provided to FEMA during the CRS cycle verification visit.  If no update or revision has 

been made to the SDP, the annual evaluation report is required to be submitted 

indicating that the previous version of the SDP remains in effect. 

7. Make the SDP available to FEMA and the State Emergency Management Agency 

(SEMA).  A copy of the current SDP must be provided to the SEMA NFIP Coordinator and 

the FEMA Region 7 Office, if requested. 

 

Six-Step Planning Process 

Criteria 3 above requires the City to develop this SDP following a Six-Step Planning Process, 

outlined in the table below.  The City has followed this process in the development of this SDP, 

as described in the sections following the table. 

Six-Step Planning Process Section 
Substantial Damage Vulnerability Assessment 1.0 

Substantial Damage Regulations and Definitions Review 1.1 

Previous Substantial Damage and Improvement Determinations 1.2 

List and Maps of Special Flood Hazard Area Properties 1.3 

Other Considerations, including Tracking Procedures, for Sub. Damage 1.4 

General Description of Buildings on the Potential Sub. Damage List 1.5 

Substantial Damage Management Team 2.0 

Post-Event Efforts Related to Substantial Damage 3.0 

Post-Event Coordination and Communication efforts 3.1 

Damage Estimate and Substantial Damage Determination Procedures 3.2 

Compliance Procedures for Substantial Damaged Structures 3.3 

Database for Substantial Damage Estimates 4.0 

Basic Substantial Damage Property Database 4.1 

Optional SDP 2 Credit Opportunity:  Pre-Populating FEMA SDE 3.0 Software 4.2 

Pre-Event Actions to Address Potential Substantial Damage 5.0 

Education and Outreach 5.1 

Optional SDP 3 Credit Opportunity:  Consideration of Mitigation 5.2 

Plan Implementation and Update Procedures 6.0 

Annual Evaluation and Report Schedule 6.1 

Communication with Elected Officials 6.2 

SDP Update Procedure and Schedule 6.3 

Privacy Act Requirements 6.4 
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1.0  Substantial Damage Vulnerability Assessment 

Developing this SDP requires the City to identify vulnerable areas of the community so that 1) 

substantially damaged properties can be safely identified and evaluated and 2) homeowners 

and business owners can reoccupy their structures.  Identifying areas that are more vulnerable 

can help focus efforts to those areas that may need the most attention after a disaster.  Step 1 

of the Six-Step Planning Process has five components, as identified below.    

1.1 Substantial Damage Regulations and Definitions Review 

The first component of Step 1 requires the City to review the current floodplain ordinance and 

regulatory authority to ensure that the substantial damage regulations meet or exceed NFIP 

requirements, including definitions of substantial damage, substantial improvement, 

cumulative substantial improvement, and thresholds below NFIP standards for substantial 

damage or substantial improvement, if applicable. 

The City has adopted the State of Missouri Model Floodplain Ordinance.  The City’s Floodplain 

Ordinance, identified as the City’s Floodplain Overlay District, can be found on the City’s 

website within Article 5, Division II of the City’s Unified Development Ordinance (UDO): 

https://library.municode.com/mo/lee's_summit/codes/unified_development_ordinance?nodeI

d=ART5OVDI_DIVIIFLOVDI 

Section 5.130 of the City’s UDO includes definitions for Substantial Damage and Substantial 

Improvement (which includes Cumulative Substantial Improvement).  Section 5.150 designates 

the City Engineer as the City’s Floodplain Administrator and explains the related duties and 

responsibilities.  Section 5.150 also identifies the application process for a floodplain 

development permit.  Section 5.170 defines Cumulative Improvement and identifies standards 

for floodway and floodway fringe development; Section 5.200 defines the floodproofing 

certification process; and Section 5.210 explains floodplain management variance procedures.  

Section 5.250 explains penalties for violation of the ordinance. 

REPETITIVE LOSS (RL) – means flood-related damages sustained by a structure on two separate 

occasions during a ten-year period for which the cost of repairs at the time of each such flood 

event equals or exceeds 25 percent of the market value of the structure before the damage 

occurred. 

  

https://library.municode.com/mo/lee's_summit/codes/unified_development_ordinance?nodeId=ART5OVDI_DIVIIFLOVDI
https://library.municode.com/mo/lee's_summit/codes/unified_development_ordinance?nodeId=ART5OVDI_DIVIIFLOVDI
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SUBSTANTIAL DAMAGE – means damage of any origin sustained by a structure whereby the 

cost of restoring the structure to its before damaged condition would equal or exceed 50 

percent of the market value of the structure before the damage occurred.  The term includes 

repetitive loss buildings. 

The term does not apply to: 

1) Any project for improvement of a building required to comply with existing health, 

sanitary, or safety code specifications which have been identified by the Code 

Enforcement Official and which are solely necessary to assure safe living conditions. 

2) Any alternation of a “historic structure” provided that the alteration will not preclude 

the structure’s continued designation as a “historic structure,” or 

3) Any improvement to a building. 

SUBSTANTIAL IMPROVEMENT – means any combination of reconstruction, alteration, or 

improvement to a building, taking place during a ten-year period, in which the cumulative 

percentage of improvement equals or exceeds 50 percent of the current market value of the 

building.  For the purposes of this definition, an improvement occurs when the first alteration 

of any wall, ceiling, floor, or other structural part of the building commences, whether or not 

that alteration affects the external dimensions of the building.  This term includes structures, 

which have incurred “repetitive loss” or “substantial damage”, regardless of the actual repair 

work done. 

The term does not apply to: 

1) Any project for improvement of a building required to comply with existing health, 

sanitary, or safety code specifications which have been identified by the Code 

Enforcement Official and which are solely necessary to assure safe living conditions. 

2) Any alteration of a “historic Structure” provided that the alteration will not preclude the 

structure’s continued designation as a “historic structure,” or 

3) Any building that has been damaged from any source or is categorized as repetitive loss. 

1.2 Previous Substantial Damage and Substantial Improvement Determinations 

The second component of Step 1 requires the City to provide 1) a description of the primary 

flood risk and flood damage history related to that risk and 2) prior damage assessment records 

from the FEMA SDE 3.0 software. 

According to the Flood Insurance Study for Jackson County, Missouri and Incorporated Areas 

and Kansas City dated January 20, 2017, in the Kansas City region, all runoff eventually drains 
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into the Missouri River.  Major floods occurred on the Missouri River in 1844, 1903, 1951, and 

1993. 

The City of Lee’s Summit is located within the Lower Missouri-Crooked and South Grand 

watersheds, both of which ultimately flow to the Missouri River.  Flash flooding along local 

streams is the primary flood risk in the City.  While flooding is not a common occurrence in the 

City, damage from flooding primarily occurs within or near the Special Flood Hazard Area 

(SFHA), also known as the 100-year floodplain or the 1% annual chance flood area.  The primary 

tributaries that experience flooding within the City include: 

• Little Blue River 

• Maybrook 

• East Fork of the Little Blue River 

• Cedar Creek 

• Tributary C2 to Cedar Creek 

• Tributary G1 to Lake Winnebago 

• Tributary P3 to Prairie Lee Lake 

• Tributary P5 to Prairie Lee Lake 

Copies of the City’s substantial damage records from the FEMA SDE 3.0 software can be found 

in Appendix A.  In order to ensure accuracy and compliance within the allotted time frame, the 

City reviews and/or updates this substantial damage list annually, coinciding with annual review 

of this SDP. 

 

 1.3 List and Maps of SFHA Properties Having Potential for Substantial Damage 

The third component of Step 1 requires the City to maintain 1) an inventory of structures that 

are susceptible to substantial damage and 2) maps that identify these structures.   

Appendix B contains the City’s list of structures within the SFHA.  Repetitive Loss structures and 

structures that have undergone previous Substantial Damage estimates are included in the list, 

but Repetitive Loss structures are not specifically identified to ensure privacy is maintained for 

these properties.  Additionally, ownership information has been removed from the list attached 

to this plan for privacy purposes. 

The City utilizes digital geographic information system (GIS) map overlays to identify the 

location of the SFHA across the City.  After a disaster, City staff utilize these maps in the field for 

making substantial damage estimations.  If digital access cannot be achieved during substantial 
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damage estimations, paper copies of the maps are provided to staff.  Exported copies of the 

maps showing the SFHA overlays are included in Appendix C. 

 

 1.4 Other Considerations, including Tracking Procedures, for Substantial Damage and/or 

Substantial Improvements 

The fourth component of Step 1 requires the City to provide 1) procedures for tracking 

cumulative substantial damage and/or improvements and 2) a description of any additional 

considerations the City utilizes to track substantial damage and/or improvements. 

The City tracks cumulative substantial damage using the FEMA SDE 3.0 software.  When a 

substantial damage estimation is completed, the estimated damage cost, market value, and 

other pertinent information is recorded in the software.  As future damages are added, the 

damages to a structure are tracked cumulatively to determine if the total damages exceed 50% 

of the market value over a 10-year period.   

The City tracks cumulative substantial improvements, building permits, and floodplain 

development permits electronically using internal software.  When a floodplain development 

permit is received for improvements to an existing structure within the floodplain, the City 

electronically records the estimated cost of the improvement.  Using these records, City staff 

determine if a cumulative substantial improvement has been triggered.  The City considers the 

sum of improvements to a structure over a 10-year period when calculating cumulative 

substantial improvement. 

One additional consideration related to tracking substantial damage and substantial 

improvement involves Repetitive Loss (RL) properties.  Using the FEMA-provided list of RL 

properties, the City maintains a separate spreadsheet and set of maps to track substantial 

damage and/or requested substantial improvements to RL properties within City limits to 

ensure privacy is maintained for these properties. 

 

1.5 General Description of Buildings on the Potential Substantial Damage List 

The fifth component of Step 1 requires the City to provide a general description of the 

structures on the City’s potential substantial damage list. 

The types of structures within the City include single-family dwellings, multi-family structures, 

commercial buildings, and industrial facilities.  Approximately 34% of the City is zoned as 

residential, 5% is zoned as commercial, 5% is zoned as industrial, 34% is zoned as agricultural, 
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and 6% is zoned as mixed use.   Approximately 95% of the structures within the City’s SFHA are 

residential with the remaining zoned as commercial. 

Copies of the City’s substantial damage records from the FEMA SDE 3.0 software can be found 

in Appendix A.  Appendix B contains the City’s list of structures within the SFHA, which includes 

relevant building data needed to complete a damage assessment, such as address, square 

footage, and building connection attributes.  Ownership information is included in the list but 

has been removed from the copy attached to this plan to ensure privacy is maintained.  The 

City utilizes the FEMA SDE 3.0 software to track substantially damaged structures and uses a 

spreadsheet and GIS to track not only the structures within the SFHA but also those outside the 

SFHA having potential risk.   

 

2.0  Substantial Damage Management Team 

Developing this SDP requires the City to identify the staff and resources responsible for 

enforcement of the floodplain regulations, permitting, field inspections and assessments, 

communications, and tracking.  After a disaster, several City departments and staff are involved 

in the recovery process.  Identifying these resources in advance and ensuring they are trained in 

their roles and responsibilities prior to an event is necessary for a swift and accurate rebuilding 

process.   

Responsible Departments - The Development Services Department is responsible for issuing 

building permits, building inspections, and tracking cumulative substantial improvements.  The 

Public Works Department is responsible for overall floodplain management, ensuring that 

floodplain ordinances are enforced, and tracking cumulative substantial damage.  The Creative 

Services Division of the Administration Department is responsible for timely communications to 

elected officials, business owners, residents, and the public.   

Sufficient Staff – The Substantial Damage Management staff utilize the following FEMA-

generated equation to determine the amount of time and number of staff necessary to 

evaluate all affected structures in the SFHA.  Using this equation helps the Substantial Damage 

Management staff determine if additional assistance is necessary to complete all of the 

substantial damage field inspections in a timely manner.   
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Responsible Staff – The following is a list of City staff that are responsible for the floodplain 

management process, including permitting and enforcement of the City’s floodplain 

regulations, along with their roles and responsibilities.   

Floodplain Administrator/City Engineer 

• Overall management of the SDP 

• Request additional help through mutual aid agreements 

• Identify available resources 

• Communicate with elected officials  

• Notify department heads, including the City Attorney, of upcoming field work 

• Hire, train, supervise, certify, and license staff for field operations 

• Review/approve construction certificates 

• Makes final decisions regarding substantial damage determinations 

Environmental Specialist/CRS Coordinator 

• Ensure the SDP is executed correctly 

• Ensure permits are not issued for repairs on affected structures until damage 

determinations are complete 

• Review and process floodplain development permit applications 

• Mail annual letters to RL properties and residents within and close to the SFHA 

• Provide training and outreach to staff and contractors 

• Coordinate substantial damage field screenings, inspections, and determinations 

• Track cumulative damage trends and obtain market value data 

• Prepare substantial damage documents 

• Write post-event substantial damage letters to residents impacted by flooding 

• Contact Creative Services regarding press releases 

• Provide information on flood hazards, floodplain map data, advisory flood data, and 

compliance to residents and property owners 

• Monitor impacted areas for unpermitted construction activities 

• Coordinate final storage of SI/SD files 

• Process and track requests for floodplain development variances 

# Affected 

Structures 

in SFHA x 
15 – 30 Minutes 

per SD 

Inspection / 
# of SD 

Inspection 

Teams = 
Total Time 

Needed for All 

SD Inspections 
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Certified Floodplain Managers 

• Review construction certificates for accuracy 

Permit Services staff 

• Review and process permit applications 

• Notify residents of permitting procedures for rebuilding in a floodplain 

• Ensure permits are not issued for repairs on affected structures until damage 

determinations are complete 

• Ensure follow up coordination with structure owner is completed 

• Track cumulative substantial improvement 

• Collect applicable permit fees 

• Process, maintain, and track Temporary Certificates of Occupancy (TCO) within the 

floodplain 

• If temporary occupancy within the floodplain is allowed, implement a procedure for 

tracking properties with these certificates to be mitigated as soon as possible, 

keeping in mind the 6-year limit of the Increased Cost of Compliance (ICC) eligibility 

period Plan Services Group 

• Determine if damaged structures have been designated as historic or may be eligible 

for such designation 

• Collect applicable fees 

Inspectors 

• Inspect temporary occupancy structures 

• Conduct substantial damage inspections and determinations 

• Conduct and process condemnation determinations 

• Regularly document and require repairs of existing violations that have been 

previously identified by Codes officials as the minimum necessary to ensure safe 

living conditions.  

• Monitor impacted areas for unpermitted construction activities 

Creative Services Staff 

• Prepare press releases and communications to elected officials and the public 
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Outside Resources – The following outside resources may be contacted in the event that the 

Substantial Damage Management staff determine that City staff are unable to complete post-

disaster activities in a timely manner: 

 

SEMA/State NFIP Coordinator’s Office 

 Karen McHugh or Linda Olsen 

 (573) 526-9129 or (573) 526-9115 

FEMA Region VII Office 

 Todd Tucker, Ally Bishop, or Christopher Parsons 

 (816) 283-7528 or (913) 837-5220 or (816) 283-7980 

Mid America Regional Council 

 Tom Jacobs 

 (816) 474-4240 

As a requirement of NFIP participation, the City has developed a set of Floodplain Management 

Administrative Procedures that incorporate administrative actions related to substantial 

damage and are included in Appendix D of this SDP.   

 

3.0  Post-Event Efforts Related to Substantial Damage 

Developing this SDP requires the City to identify and describe three essential post-event 

components for substantial damage management:  coordination and communication 

procedures, field inspection and assessment procedures, and substantial damage compliance 

procedures.  Identifying these procedures in advance provides the City with specific actions 

needed to complete field work as well as requirements for the administrative process related to 

substantial damage.  A Checklist for Post-Disaster Planning is included in Appendix E, along with 

a checklist for field preparations. 

 

3.1 Post-Event Coordination and Communication 

Staff Training – The staff positions responsible for ensuring the SDP is followed and enforced 

are identified in Section 2.0 of this SDP.  All staff involved are trained not only in the SDP 
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process but also on the roles and responsibilities of each team member prior to, during, and 

after a flood.  The training is provided at least every other year and utilizes training materials 

generated internally from information available through SEMA and FEMA.  New team members 

are trained annually.   

Immediately after a disaster, a meeting is scheduled with appropriate staff as soon as possible 

to review roles and responsibilities and ensure that all staff are not only trained but also have 

all the tools needed to carry out their assignments.  The City’s Floodplain Administrator is the 

designated Substantial Damage Manager during and after an event and is responsible for any 

additional resources needed. 

Communication with Elected Officials – The Floodplain Administrator is responsible for 

communicating with elected officials.  All communications with elected officials regarding flood 

events and related impacts to residents and businesses is required to be reviewed by the 

Floodplain Administrator.  It is of the utmost importance that the City prepare and present 

timely and accurate information to elected officials regarding the disaster at hand so the 

elected officials can properly respond to concerns raised from the community.  The information 

presented to elected officials must include a description of the: 

• NFIP and intent of the program to build back safer, stronger, and more resilient 

• Substantial damage inspection process 

• Cleanup and repair expectations 

• Rebuilding expectations and requirements 

• Building improvement expectations and requirements 

In addition, the Floodplain Administrator provides an annual update of the City’s NFIP status to 

elected officials, regardless of whether a disaster occurred within the calendar year or not.  

Communication with the Public and Property Owners – The Floodplain Administrator is 

responsible for communicating with the residents and businesses impacted by a flood.  After a 

disaster, the City sends a notice letter to property owners located within the SFHA informing 

them of impending damage inspections and permitting requirements.  A template of this 

inspection notice letter is also included in Appendix F.  

An appropriate and informative press release is also prepared.  Items included in the press 

release and communications to the public may include, but are not limited to: 

• Permit requirements 

• Substantial damage requirements, including information of elevation and freeboard 

ordinance requirements 
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• Safety hazards 

• Update on status of public utilities 

• Locations for resources, food, and shelter 

• State and Federal Assistance 

• Procedures for filing flood insurance claims 

• NFIP Increased Cost of Compliance procedure 

• Contact information for additional questions 

Appendix F includes a template Press Release that the City uses for post-disaster 

communication, which can be altered to fit a specific disaster or event.  If there is an instance 

where the City is aware of an impending disaster, particularly if the disaster is weather related, 

relevant information is provided to residents and businesses in advance of the event, typically 

via social media, when possible. 

 

3.2 Damage Estimate and Substantial Damage Determination Procedures 

The CRS-required process for completing substantial damage determinations includes four key 

administrative actions: 1) determining the cost of the damage, 2) determining the structure’s 

market value, 3) comparing the cost of damage and market value to the substantial damage 

threshold adopted in the City’s ordinance, and 4) requiring owners to obtain permits and bring 

substantially damaged structures into compliance. 

Initial Damage Assessment Screenings – Initial damage screenings, led by the Substantial 

Damage Management staff, begin as soon as it is safe to enter the area, typically within 1-3 

days after the event ends.  Initial damage screenings include a visit to all affected areas of the 

SFHA to identify every affected structure and note those with obvious structural damage.  Initial 

screenings are performed by walking along the impacted areas and viewing structures from the 

street.  At that time, damage is estimated based on the high-water mark (in the case of a flood) 

or on other characteristics such as roof damage after a high-wind event.  Additionally, photos 

are taken of affected structures.  A printed map from the City’s GIS system is used to identify 

locations of damaged structures, high-water marks are recorded, and photo logs are created.  

During initial screenings, the map is marked using the following designations: 

Initial Damage Screening Map Designations 

Designation Description 

Green • Structures with low water levels and/or damages 

• Not likely to be substantially damaged 

• Approximately 0 – 40% damaged 
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Yellow • Substantial damage cannot be clearly determined 

• May need more evaluation to determine damage level 

• Approximately 40 – 60% damaged 

Red • Structures that experienced high water levels and/or damages 

• Clearly substantially damaged 

• Approximately 60-100% damaged 

General 
Considerations  

• If a structure has been moved off of its foundation or if there is 
major foundation damage, it is nearly certain that the structure has 
been substantially damaged 

• If flood depths exceed 2 feet above the first (primary) floor on a 
traditionally constructed frame structure, the structure may be 
approaching substantial damage thresholds. 

• If flood depths exceed 1 foot on a mobile or manufactured home, 
the structure may be approaching substantial damage thresholds. 

 

During the initial screenings, notices are posted on structures notifying the owners that damage 

has occurred and that there is a need for inspection before the structure is occupied again or 

repair work begins.  The general notice that the City uses is included in Appendix F.  

Additionally, if the disaster is flood related, door hangers are placed on affected structures 

notifying property owners of substantial damage requirements and the flood recovery process.  

The door hanger that the City uses is also included in Appendix F. 

Information collected during the initial damage screenings not only identifies the addresses 

and/or locations of all affected structures but also is used to 1) define the scope of upcoming 

field inspections for substantial damage and 2) calculate the number of days and staffing 

needed to complete the inspections.  It is important to note that even structures that are 

clearly damaged still must have a substantial damage determination completed. 

Using the information gathered during the initial damage screenings, the FEMA-generated 

equation included in Section 2.0 of this SDP is used by the Substantial Damage Management 

staff to determine the amount of time and staff necessary to evaluate all affected structures in 

the SFHA.   

In compliance with FEMA regulations, no permits are issued by the City for structure repair on 

affected structures until a damage determination is completed.    

Substantial Damage Determinations – When creating teams to conduct substantial damage 

field inspections and assigning work areas, more experienced staff are assigned to areas that 

were marked in yellow during the initial damage screening.  All inspection teams walk the SFHA 

and perform field inspections of affected structures in their assigned areas.  Appendix F 
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includes a copy of a FEMA-created worksheet that the City uses during substantial damage field 

inspections, along with guidance on estimating damages and percentages.  It is important to 

remember that damage estimates need to include all costs required to return structures to 

their pre-damaged condition, regardless of an owner’s intention to fully restore a structure to 

its pre-damage condition.  A list of items that should and should not be considering during the 

substantial damage estimate is also included in Appendix F. 

If a structure is determined to be unsafe, the structure will be posted with a noticed attached 

directly to the structure.  An example of this notice can be found in Appendix F.  Homeowners 

and occupants are also notified of occupancy requirements by letter, even if they are in the 

area at the time of the field inspection. 

After field inspections, City staff contacts the Jackson County Assessor’s Office to request the 

market value of affected structures separate from the associated property.  That information is 

documented and included in the substantial damage determination. 

Once field inspections are complete and market values are determined, the City utilizes the 

FEMA SDE 3.0 software to estimate repair costs.  Since the City tracks substantial damage and 

improvements cumulatively, the estimated repair costs are added to any previous cost of 

damage or improvement that the structure has incurred over the previous 10-year period.  If 

the repair costs from the individual event or from cumulative tracking are determined to be 

greater than or equal to 50% of the market value of the structure, then the structure is 

considered to be substantially damaged. 

 

 

 

 

3.3 Compliance Procedures for Substantially Damaged Structures 

Notifying Property Owners – Once all of the substantial damage determinations have been 

made, a list of impacted structures is provided to all pertinent staff, including permitting and 

inspection staff, and a letter is sent to each impacted property owner to inform them of the 

results.  The City has two versions of the letter, depending on the results:  one for damage less 

than 50% of the market value and one for damage greater than 50% of the market value.  If a 

structure has been determined to be substantially damaged (greater than 50% of the market 

value), City  staff also post the letter directly on the structure.  A substantial damage 

     Cost of Repair/Improvement to Pre-Damage Condition       50% of 
                 Structure Market Value    Market Value > 
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determination triggers the requirement that property owners bring structures into compliance 

with NFIP regulations for new buildings and the City’s ordinance in effect at the time of the 

flood event, which may mean elevating or relocating the structure.  Examples of these 

substantial damage letters are included in Appendix F.     

For property owners with substantial damage, the City recommends the property owners 

contact their insurance provider for information regarding NFIP insurance resources, including 

ICC coverage.      

Owner and Contractor Affidavit – For structures within the SFHA that are determined to not be 

substantially damaged, City staff review permit applications to ensure that substantial 

improvement or cumulative substantial improvement is not triggered.  If either such 

improvement condition is triggered, the property owner is required to bring the structure into 

compliance with NFIP regulations.  Examples of owner and contractor affidavits are included in 

Appendix F. 

Intent to Raze or Demolish – After a structure has been determined to be substantially 

damaged, it is the City’s responsibility to ensure that the structure is mitigated as soon as 

possible and to remain mindful of the 6-year eligibility limit on ICC funds.  One way the City 

ensures compliance and confirms property owner awareness of these requirements is to have 

the property owner sign an Intent to Raze or Demolish form, a copy of which can be found in 

Appendix F. 

Floodplain-related Temporary Certificate of Occupancy – After substantial damage 

determinations have been completed and residents have been notified, the City determines if 

the structure is safe to occupy.  The City may issue a floodplain-related TCO for the time needed 

to bring the structure into compliance.  (Any permits for minimal repairs I(i.e., electrical, 

mechanical, plumbing, structural) granted for temporary occupancy are included in the 

calculation for substantial damage determination.)  In such cases, only minimal repairs are 

allowed to be made so the residence is safe to occupy and no other improvements are allowed 

until the structure meets the City’s substantial damage requirements.  The floodplain-related 

TCO process documents the purpose and need for temporary occupancy of the damaged 

structure along with appropriate time restrictions to ensure damaged homes are brought into 

compliance with local codes and ordinances.  Temporary occupancy is re-evaluated once the 

established time frame has passed. 

Variances – Some property owners may not be satisfied with the City’s substantial damage 

determination.  In such cases, a property owner can apply for a variance to the substantial 

damage determination on the basis of insufficient information, errors, repair/improvement 

costs that should be included or excluded, inappropriate valuations of costs for the proposed 
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work, or an inappropriate method to determine the market value of the building.  Specific 

requirements for requesting a variance are outlined in the Floodplain Management 

Administrative Procedures included in Appendix D and the City’s floodplain management 

variance procedures are defined in Section 5.210 of the City’s Unified Development Ordinance.  

The City includes a link to FEMA Publication 213 “Answers to Questions about Substantially 

Damaged Buildings” on the Public Works Department webpage as a helpful resource for 

impacted property owners. 

Compliance Enforcement – The Floodplain Overlay District of the City’s UDO defines penalties 

for floodplain development violations.  In addition, according to the NFIP, the City must utilize a 

stair-step approach that notifies the offender of the violation(s), providing a timeframe within 

which to remedy the situation prior to issuing fines, injunctions, etc. 

• Administrative Methods:  If a violation is found during inspection of an active 

construction site, the City’s inspector verbally notifies the developer of the violation and 

utilizes the City’s permit tracking system to fail the inspection.  The failed inspection 

provides a timeframe within which the violation is to be corrected.  The inspector then 

follows up with subsequent inspections to ensure compliance.  Such inspections and 

verbal notifications are recorded in the City’s permit tracking system as permanent 

project documentation. 

If the violation is serious or if the problem continues after the initial violation 

notification, the City has the authority to deny inspections, issue Stop Work Orders, 

and/or revoke the Floodplain Development Permit.  Usually, during inspections a Stop 

Work Order is issued before the Floodplain Development Permit is revoked.  Stop Work 

Orders are issued by a City inspector via the City’s permit tracking system.  The 

inspector notifies the developer of the Stop Work Order verbally, via email with an 

electronic copy of the Stop Work Order, and with a paper copy of the Stop Work Order 

posted on-site.  All construction in the SFHA is required to stop at the site until the 

violation(s) are corrected.   

If the situation is severe enough and/or the developer refuses to comply with a Stop 

Work Order, the Floodplain Administrator has the authority to revoke the Floodplain 

Development Permit.  This is done in writing, citing the issues and steps that have been 

taken to date to correct the violation.   

• Fines and Injunctions:  The Floodplain Overlay District of the City’s UDO provides 

mechanisms for court proceedings, financial penalties, and potential civil injunctions if 

the situation cannot be remedied in any other manner. 
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 Notifying the City Attorney – During the event, the City’s Floodplain Administrator is 

responsible for contacting the City Attorney’s Office to inform them that field inspectors are 

entering private property, that substantial damage determinations are in process, and that 

variances may be requested by property owners. 

Notifying FEMA and SEMA – Within 90 days following an event, the City’s Environmental 

Specialist submits electronic copies of any substantial damage documents to both FEMA Region 

7 and SEMA. 

 

4.0  Database for Substantial Damage Estimates 

Developing this SDP requires the City to generate a database of the information needed to 

complete a substantial damage assessment of each structure identified in Step 1 of this SDP 

that is susceptible to substantial damage.  The substantial damage property database must 

include building ownership, property ID number, building address, building type, number of 

stories, foundation type, and square footage of the structure.  This database; however, cannot 

include RL data.   

 

4.1 Basic Substantial Damage Property Database 

The City uses the FEMA SDE 3.0 software database for tracking properties with historic 

substantial damage assessment records.  The City uses GIS and an Excel spreadsheet to 

maintain a list of all properties located within the SFHA.  Copies of the SDE 3.0 records are 

included in Appendix A and a list of the properties within the SFHA is included in Appendix B. 

 

4.2 Pre-Populating FEMA SDE 3.0 Software 

In order to achieve optional SDP 2 credit, the City is required to upload all of the properties 

within the SFHA into the FEMA SDE 3.0 software.  Below is a screenshot of the “View Search 

Records” page of the SDE 3.0 software showing the number of structures that City staff has pre-

loaded into the software. 
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Using the spreadsheet included in Appendix B, the City pre-loaded structures within the SFHA 

into the SDE 3.0 software.  A few properties have missing data that is explained below: 

• Two properties on Anderson Drive do not have an assigned subdivision or lot numbers; 

they were platted before subdivisions and lot numbers were a standard practice at the 

City.  Neither subdivisions nor lot numbers will be added to these properties in the 

future as parcel numbers and legal descriptions exist for the properties that define their 

locations.   

• Two properties on Maybrook Road do not have an assigned subdivision or lot numbers; 

they were platted before subdivisions and lot numbers were a standard practice at the 

City.  Neither subdivisions nor lot numbers will be added to these properties in the 

future as parcel numbers and legal descriptions exist for the properties that define their 

locations.   

• None of the properties have lowest floor elevation because the City has historically not 

required that information.  As properties go through the SDE process and this 

information becomes available, this information will be added to the City’s records. 
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5.0  Pre-Event Actions to Address Potential Substantial Damage 

Developing this SDP requires the City to take at least one action to educate the community 

about substantial damage and/or substantial improvement requirements. 

 

5.1 Education and Outreach 

On an annual basis, the City sends letters to property owners who live within and in close 

proximity to the SFHA and to property owners with structures incurring repetitive loss.  These 

letters not only include the required topics for CRS Activities 502-504 (Repetitive Loss) but also 

include information regarding substantial damage and/or improvements and NFIP 

requirements.  Templates of the annual letters sent to repetitive loss property owners and 

residents close to and within the SFHA are included in Appendix F. 

Additionally, as discussed in Section 3.1 above, the Floodplain Administrator provides an annual 

update of the City’s NFIP status to elected officials, regardless of whether a disaster occurred 

within the calendar year or not.  

 

5.2 Consideration of Mitigation 

In order to achieve optional SDP 3 credit, the City is required to consider mitigation alternatives 

for each of the substantial damage properties, neighborhoods, or areas identified in Step 1 of 

this SDP.  At this time, the City has not completed this process. 

 

6.0  Plan Implementation and Update Procedures 

Developing this SDP requires the City to determine how the SDP will be implemented and 

updated, to include procedures for annual evaluation and reporting, procedures for 

communicating the SDP to the City Council, procedures for updating the SDP, and procedures 

for adherence to the Privacy Act. 
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6.1 Annual Evaluation and Report Schedule 

On an annual basis, the Floodplain Administrator, along with the Environmental Specialist, is 

responsible for evaluating the SDP and preparing an annual evaluation report.  The annual 

evaluation process includes a review of the six planning steps, including: 

• A review of pre-event action items 

• A description of what has or has not been implemented 

• Changes to action items 

• An explanation of any flood damage that occurred during the reporting period 

• An update of any ordinance language that affects substantial damage or substantial 

improvement (i.e., local design flood elevation, implementation of or update to 

cumulative substantial damage or improvements, changes to variance language, etc.) 

The annual report documents the evaluation process by identifying which portions of the SPD 

remain valid and effective, explaining whether pre-event action items need to be updated, 

providing a description of what was implemented (or not) during the reporting period, and 

recommending changes, if necessary.  Any flood damage that occurs during the reporting 

period are also be documented in the annual evaluation report. 

 

6.2 Communication with Elected Officials 

On an annual basis, the annual evaluation report and updated SDP, if an update is necessary, is 

presented to and shared with the City Council during one of the City Council committee 

meetings and subsequently posted on the City’s website, unless there are Privacy Act concerns, 

as discussed in Section 6.4 of this SDP. 

 

6.3 Substantial Damage Plan Update Procedure and Schedule 

During the annual evaluation of the SDP, the Floodplain Administrator, along with the 

Environmental Specialist, determines if an update to the SDP is needed.  The SDP is updated at 

least once every 5 years unless the Floodplain Administrator determines the SDP needs to be 

updated more frequently.  Any flood damage or substantial damage that occurs requires an 

update to the SDP.   
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6.4 Privacy Act Requirements 

If there is any personally identifiable information in the SDP, the supporting data to the SDP, or 

any annual evaluation report, a summary report is prepared as aggregate data that adheres to 

the Privacy Act.  The summary report is then shared with the City Council during one of the City 

Council committee meetings and posted on the City’s website. 
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Appendix A  Substantial Damage Estimator Records 

The City utilizes the FEMA SDE 3.0 software to track substantial damage, as summarized in this 

Appendix.  

 

 

INTENTIONALLY NOT INCLUDED TO PROTECT PRIVACY 
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Appendix B  Potential Substantial Damage Structures List 

The City tracks all of the occupied structures within the SFHA, as summarized in this Appendix.  

Any structure within the SFHA has the potential for substantial damage. 

 

 

INTENTIONALLY NOT INCLUDED TO PROTECT PRIVACY 
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Appendix C  Potential Substantial Damage Structures Maps 

The City utilized GIS to map all structures within the SFHA, copies of which are included in this 

Appendix. 

 

 

INTENTIONALLY NOT INCLUDED TO PROTECT PRIVACY 

 

 

  



  
 

Substantial Damage Management Plan Page D 

 

Appendix D  Floodplain Management Administrative Procedures 

The City’s Floodplain Management Administrative Procedures are included in this Appendix. 
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Appendix E  SDE Planning and Preparation Checklists  

This Appendix includes the following checklists: 

• Checklist #1 – Post-Disaster Planning 

• Checklist #2 – Field Preparations 

 

 

 

  



  
 

Substantial Damage Management Plan Page F 

 

 



  
 

Substantial Damage Management Plan Page F 

 

  



  
 

Substantial Damage Management Plan Page F 

 

  



  
 

Substantial Damage Management Plan Page F 

 

Appendix F  SDE Template Documents  

This Appendix includes the following template documents that which can be altered to fit a 

specific disaster or event: 

• Initial Substantial Damage Inspection Letter 

• Press Release 

• Posted Notice of Impending Inspection 

• Door Hanger 

• Unsafe Occupancy Notice 

• Substantial Damage Inspection Form - Residential  

• Substantial Damage Inspection Form - Commercial   

• Photo Log 

• Substantial Damage Letter; < 50% Market Value 

• Substantial Damage Letter; > 50% Market Value 

• Owner / Contractor Affidavit 

• Intent Form 

• Annual Letter to Repetitive Loss Property Owners in SFHA 

• Annual Letter to Repetitive Loss Property Owners out of SFHA 

• Annual Letter to Potential Risk Property Owners 

: 

 

  



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 
 



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 

 



  
 

 

 


