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Work Instruction 
RSC or MOD HQ - Manage Post 

Preliminary Processing 

Purpose 

This work instruction is used to provide an overview of the activities performed by MOD HQ or 
the RSC during the Manage Post Preliminary Processing portion of the workflow.  Theses 
activities include: 

• Confirm Community Meeting List
• Review LFD Docket

Prerequisites 
• The Determine Community Meeting Schedule activity is complete

• If applicable, the Prepare and Hold Intermediate Meetings activity is complete

Navigation 
Via Menu Path Log in to the MIP > Workbench > Work Items > 

and 

Claim > Confirm Community Meeting List 
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Work Steps 
 
 

 
 

 
Only claim an activity that you are certain you should own or you have 
been instructed to claim. Contact your manager if you claim an activity in 
error.  

1. Click on:  to claim the activity 
 

 

Confirm Community Meeting Schedule - This activity is performed by 
MOD HQ or the RSC after the community meeting schedule has been 
determined. The Confirm Community Meeting Schedule activity allows the 
user to approve or reject the meeting list. If the meeting date is rejected, 
the task is sent back to the Producer to revise the meeting date. If the 
meeting date is accepted, the task is sent to the Producer to prepare for 
the final meeting. 

2. Click on:  to enter the Confirm Community 
Meeting Schedule activity 
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3. Click on:  to approve the meeting list 

4. Click on:  to go to the Review screen 
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Once you click Complete Task you cannot return to this task. Confirm all 
information is correct before clicking the Complete Task button. Click the 
Back button to make any changes to previous screens.    

5. Review the information and when satisfied, click  
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The next activity is Prepare Community Meetings conducted by the Producer.  In 
addition, a number of other activities completed by the Producer, plus, if applicable, 
the Manage Appeal processes occur before the next activity, Review LFD Docket, 
appears for the RSC or MOD HQ.   
 

 
 

 

Only claim an activity that you are certain you should own or you have 
been instructed to claim. Contact your manager if you claim an activity in 
error.  

6. Click on:  to claim the activity 
 

 

Review LFD Docket - This activity is performed by the RSC or MOD HQ 
after the Producer prepares the LFD docket. The Review LFD Docket 
screen allows the user to approve or reject the LFD Docket information. If 
the LFD Docket is rejected it is sent back to the Producer for corrections. If 
the LFD Docket is approved it is sent to FEMA for review and approval. 

This activity is also known as QR6. 

7. Click on:  to enter the Review LFD Docket activity 
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8. Edit the Reviewer Name, if appropriate. 
 

 

 
If Reject is selected, Comments are required. 

 
Note you must reject if the Final SOMA is not complete for all communities.  

9. Upon completing the review, click Approve, if appropriate 

10. Click on:  to go to the Review screen 
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Once you click Complete Task you cannot return to this task. Confirm all 
information is correct before clicking the Complete Task button. Click the 
Back button to make any changes to previous screens.    

11. Review the information and when satisfied, click  

  

Results 

The next activity is Approve LFD Docket completed by FEMA. There are no other activities for 
the RSC or MOD HQ in this portion of the workflow. 
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