
Formal Request for Information Policy 

Timelines for providing complete and accurate information and documentation are crucial to the 
success of the overall Grant Program and to the timely completion and closure of awarded projects. 
TDEM has developed a framework to support this endeavor following a progressive series of 
communications for the subrecipient, referred to as Request for Information (RFI). TDEM will work 
with subrecipients throughout the Formal RFI process as communication is the key to success. 

Scope: This policy will be applied to Public 
Assistance and Hazard Mitigation projects 
for management and closeout activities 
after obUgation. This policy will address non­
responsive and inadequate responses to 
request for information. The timelines 
outlined below represent a single 30-day 
period, containing three milestones. 

Generally, this 30-day RFI Timeline begins 
after TDEM sufficiently documents 
communication (minimum of two GMS 
documented forms of outreach) with the 
subrecipient that has been escalated up to 
the Regional Unit Chief regarding the 
requested documentation. However, 
nothing limits the ability of TDEM to issue 
either a First or Second Request. 

•Outreach: Minimum 2 outreach attempts 
documented in GMS. 

•Day 1- First Formal Communication: 
Regional Unit Chief to Authorized Agent 

•Day 20 - Second Formal Communication: 
Unit Chief to Authorized Agent and Certifying 
Official 

•Day 30 - Final Action: Regional Unit Chief to 
Authorized Agent 

RFI Timelines 

First Formal Communication 

Second Formal Communication 

The TDEM Regional Unit Chief will issue a read­
receipt, high importance email to the 
subrecipient's Authorized Agent(s) highlighting 
previous requests and allowing thirty calendar 
days to provide the requested information. 

TDEM staff will issue a formal reminder through a 
letter signed by the Unit Chief which is then 
emailed to the subrecipient's Authorized Agent(s) 
and Certifying Official informing them of the final 
ten business days remaining to provide the 
requested information. The Assistant Chief is to 
be copied on the email for visibility. 



Final Action If the RFI is not sufficiently answered, the Unit 
Chief will verbally contact the subrecipient's 
Authorized Agent(s) informing them of TDEM's 
intent to proceed with deobligation of funds or 
other remedies deemed appropriate by TDEM. 
Deobligation requires any previously paid funds 
to be returned to TDEM within thirty calendar 
days, per the State Administrative Plan. 



GRANT TERMS AND CONDITIONS 

Please initial by each Exhibit, acknowledging you have received them, understand them, and 
agree to abide by them. 

~ Assurances - Non-Construction Programs, hereinafter referred to as "Exhibit A" 

£ Assurances - Construction Programs, hereinafter referred to as "Exhibit B" 

--1fl.. Certifications for Grant Agreements, hereinafter referred to as "Exhibit C" 

_yf5, State of Texas Assurances, hereinafter referred to as "Exhibit D" 

..,G Environmental Review Certification, hereinafter referred to as "Exhibit E" 

_Ii£ Additional Grant Conditions, hereinafter referred to as "Exhibit F" 

~ Additional Grant Certifications, hereinafter referred to as "Exhibit G" 

J/).- Request for Information and Documentation referred to as "Exhibit H" 

Please sign below to acknowledged acceptance of the grant and all exhibits in 
this agreement, and to abide by all terms and conditions. 

~ ....)U~E, C.,I-\Rl$. Ml LA_ 

Printed Name and Title 

TDEM - December 2020 
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