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TEMPORARY ROOFING MISSION
RIGHT OF ENTRY (ROE) COLLECTION

1.  PURPOSE:


This Standard Operating Procedure (SOP) establishes policy, assigns responsibilities, and provides guidance regarding the collection of Rights of Entry (ROE) in conjunction with emergency operations and the installation of temporary blue plastic roofs for the Federal Emergency Management Agency (FEMA). The intent of this SOP is to supplement existing procedures and provide specific guidance necessary for the Recovery Field Office (RFO), the Planning and Response Team (PRT) and other Emergency Field Offices (EFO) to effectively execute the Temporary Roofing mission as it relates to the collection of ROEs. Specific roles, duties, and responsibilities are identified for each team member.

2.  APPLICABILITY:


  This SOP is applicable to the Division Forward and its components including the RFO and PRT; all Government employees and contract personnel assigned to the temporary roofing mission in support of emergency operations.  This includes contracted Architectural / Engineering (A/E) services personnel, Construction Management Services (CMS) personnel, and various other support groups assigned in support of the emergency operation.

3.  ROE DEFINITION:


The ROE is the instrument that grants permission for the Government and its agents (contractors) to enter onto the home owner’s property for temporary roof installation purposes.  The ROE is NOT an obligation that the Government will install a temporary roof on the house. There is NO warranty, expressed or implied, for the installation of a temporary blue roof.  Refer to the attached ROE for full terms and conditions stated on the ROE form.  
4.   ELIGIBILITY:


Primary residences are eligible regardless of whether they are owner occupied or rented; however, current FEMA guidelines do not allow installation of temporary blue roof over tile, metal, flat, or membrane roofs.  Non-residential buildings do not qualify for a blue roof unless approved by FEMA. To qualify for FEMA Blue Roof assistance, the building must also pass the 50% rule.
The 50% rule:


50% or less decking lost or damaged.



50% or less of roof supporting structure lost or damaged. 

AND the roof / building is determined safe to work on. 
5.  PROCEDURES:

A. Collecting   Right-of-Entry (ROE) for Temporary Roofing/Repairs:



(1) ROE collection is the responsibility of the Temporary Roofing Mission PRT and/or their designated representatives that may include contract hires, VOLAGs, and other Government agencies.  Construction contractor personnel shall not be utilized in the ROE collection process.


(2) ROEs may be collected at various locations depending on the magnitude of the disaster and the staffing available to assist with the collection process. Typical examples of locations and methods that may be used for ROE collection include:



(a) ROE sign-up centers (e.g., Blue Roof Sign-Up Center and Disaster

              Recovery Centers) 


(b) Roof Blue Call-In/Fax Center



(c) Roofing Team/ QA approached in field by homeowner.


(d) Door-to-door canvassing  (as applicable)


B. Completing Right-of-Entry (ROE) for Temporary Roofing/Repairs:

(1) The ROE initiates the homeowner’s request for a Temporary Blue Roof.  The ROE is used for the Government’s elgibility assessment of the roof, to record the estimated quantities,  as a work order to the contractor for the installation of a temporary Blue Roof, and to document the final quantity of material used to substantiate payment to a contractor.  The ROE is also used by the Roofing PRT to track mission progress and forecast resource needs.  
(2) ROE must be neat, legible, and complete.  The ROE passes through several people during its life and the ability to accurately read and understand the information on the ROE is key to the success of the temporary Blue Roof program.

The following list  is an example of the signature requirements:

SIGNATURE REQUIREMENTS

FOR

RIGHTS OF ENTRY

Note:  Remember that a ‘duly authorized agent’ can also sign for owner.  Under the new ROE there may be the standard ‘under penalty of perjury’ language used in attestation that they have agency authority.

CATEGORY OF BUILDING




ROE SIGNERS

 ROOFING
Individual Private





              Homeowner
Private Mobile Home (owns home and



Homeowner
Land, as in mobile home subdivision)

Private Mobile Home (owns home and 



Homeowner and
Leases land, as in mobile home park)



Park Owner (both must sign, except
                                                                                                                  that Park Owner may sign one ROE








       for entire park provide ROE 









          provides description so indicates)

Rental Home





             Landlord or tenant with apparent

Rental Mobile Home




             authority; if the mobile home is

                                                                                                                 located in a mobile home park, the

                                                                                                                 Park Owner must also sign – see

                                                                                                                 above)

Apartment





             Landlord or apartment manger 

                                                                                                                 with apparent authority, but not a 

                                                                                                                 tenant.) 

Condominium





             Homeowner










             Condo Assoc’s President or 

                                                                                                                 manager, but not a tenant.

Other structures as directed



             Structure owner or authorized by 

             FEMA  representative. 

· For all persons signing a ROE, have them print their name below their signature.

· Where there is any doubt as to the authority of the person authorizing entry (in all cases where apparent authority is relied upon), get in addition their Driver License (State and Driver License Number) – write this information on the front of the ROE, bottom or side margin. 

(3) The table and following chart indicate how the ROE form is processed.  

	Right-of-Entry     Copies
	Copy given to
	When is copy given to the recipient
	        Remarks



	Copy 1 - White

(Original)
	USACE personnel 
	Always within USACE control.
	Kept for official file by USACE 


	Copy 2 – Green
	Contractor
	After completion of the initial estimate and issuance of the work order. Given with the yellow copy.
	Submits with payment invoice



	Copy 3 – Yellow
	Contractor
	After completion of the initial estimate and issuance of the work order.
Given with the green copy.
	For contractor’s internal use in tracking and scheduling of work.


	Copy 4 – Pink
	Applicant
	After determination of eligibility and/or initial estimate is complete.
	Indication site inspection has been made and notifies the applicant of eligibility.  



	Copy 5 – Gold


	Applicant
	At original sign-up point when completed by applicant.
	Used by applicant to have ROE record and for cancellation purposes.



[image: image1]

(4)    To initiate a request for the installation of a blue roof, the bottom portion of the ROE form that relates to the event name, the county, the physical location of the damaged structure, expiration date of the ROE, and the applicant’s signature, printed name, date, and contact information for applicant is filled-out 

The following instructions apply to completing the bottom section of the ROE.  Note: This section may be completed by a Government representative  along with the applicant.

Incident or Disaster: i.e.Hurricane Frances or Hurricane Jean
County or Municipality as appropriate.
Physical  Address: This is the address of the structure where the temporary roof is to be installed.  
Expiration Period: :Time period should be 60 days.
(Note: This is NOT when the homeowner will receive a temporary roof. It establishes the expiration date of the Right-of-Entry agreement between the homeowner and the Government.)

Lower right hand corner contact information: 

The information provided must reflect where the applicant may be reached in the immediate future.  ROE collector must verify that all information is neat, legible, and that the applicant has signed the form.
ROE’s  should be signed by the property owner or someone with appropriate written authority to sign on their behalf.  Acceptance of any signatures other than the property owner or someone with written authority to sign on their behalf should be coordinated with the Realty Specialist in advance.    

If a fax copy of a ROE is received via the call-in center, that copy will be attached to a numbered ROE form and processed as normal. 
(5)     After the signed ROE is completed by the applicant, it is transferred to the database processing center for input into the temporary roofing database for tracking and clustering purposes. Once this has been completed it is transferred to the QA staff for eligibility evaluation and, if eligible, estimated quantities. 
(6) The “Estimated Quantity” is used to compare the contractor’s actual work vs what the Government’s representative (QA) initially estimated as required to complete the job.  The “Estimated Quantity” is a final check that the contractor completed the work using a reasonable quantity of materials necessary to cover only the damaged portions of a roof.  Note: Should a contractor feel that the “Estimated Quantities” are unrealistic or should he find more damage than seen by the QA during the initial site visit, it is incumbent on the contractor to contact the QA and resolve any discrepancies prior to installing the temporary roof. The Government copy of the ROE (white) must include a discussion of why there is a discrepancy and how it was resolved.  
The Estimated Quantities should be prepared at the site visit representing the  QA’s best estimate of: a) the area of a roof that should be covered by a temporary plastic roof to reasonably protect the home and its contents, b) the linear feet of “2 x 4” lumber necessary to provide temporary repairs to damaged structure and c) an estimate of the square footage of plywood necessary to bridge or cover any damaged roof decking.   Note:  it is not necessary or required to fully patch over all openings in the roof decks.  Any additional 2 x 4 lumber or plywood is only required to provide suitable support for the temporary plastic roof so as to prevent ponding and/or to provided a safe working platform.  After completing the estimate, the QA should print and sign his/her name below the estimated quantities so they may be contacted if any questions concerning the estimate should arise. 

The estimated ROE is now returned to the Resident Office for database entry.
(7) After entering the ROE’s into the Database, the Resident Office  will issue the Yellow and Green copies to the contractor(s) as work orders to install temporary roofs.

(8) Upon completion of the blue roof installation, the QA will visit the home and, jointly with the contractor’s CQC, determine the actual area of roof covered by temporary roofing, the actual quantity of 2 by 4 lumber and the actual square footage of plywood used to support the temporary roof.  These three amounts are to be recorded on the ROE in the ‘FINAL QUANTITY’ section of the form.   Both the Contractor’s CQC and the Government’s QA must legibly print and sign their names below the agreed amounts on both the white and green copies (at a minimum).
(9) The Government retains the white copy, the contractor retains the green and yellow copy.  The white copies are returned to the Resident Office for processing and data entry.  
(10) For the current billing cycle of the contract, the contractor will collect all signed green copies and attach them to a request for payment.  He will total each of the payment line item quantities and multiply them times his bid cost per unit quantity.  The contractor will then submit those three amounts, the green ROE copies and his calculation sheets with his request for payment.  These documents will be supported by electronic data as per the contract requirements.
(11) Upon receipt of a payment request, the Resident Office will then pull the corresponding white copies of the ROEs submitted (or extract the information from the database) and check the ROE quantities and the mathematical calculations of the contractor’s pay request. Any disputed ROE’s will be removed from the pay request and discussed with the contractor.  Once an agreement is reached on what ROE’s and total quantities are to be included in the pay request, the payment amounts (less any deductions for any contract issues, payrolls, warranty, etc) will be processed for payment.  The paid ROE’s are then moved from the active files to the “paid” files along with the contractor’s pay request.
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