TIGR PORTAL- Environmental Document Upload Instructions

The following information is a step-by-step guide on how to upload environmental documents into the Texas
Integrated Grant Reporting (TIGR) Portal system. The GLO Environmental Oversight team uses TIGR to
receive these environmental documents.

Please note that effective 12/27/2021, GLO will continue to provide technical assistance, guidance, and
training to all subrecipients; however, submitted environmental documents will NOT be reviewed for
compliance. Completeness of the RE’s Environmental Review Record (ERR), including mitigation
measures and project-specific conditions, will be verified during GLOs in-depth Environmental
Monitoring and Enforcement Program (24 CFR 58.18(a)(1)). GLO continues to require subrecipients
to upload completed and certified environmental review records (ERR) into TIGR Portal.

Please ensure correct document naming conventions are used as this is imperative with the volume of
documents involved in the various disaster programs. Guidance on how to name documents are found
throughout this guide.

Please adhere to all guidelines listed in this guide and be aware that this is a living document and therefore
subject to addendums and changes as programs progress.
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Step 1. Log onto the TIGR Portal.

a. Enter your username and password. Click the green Sign In button.

f Hebr Q

%] Signin Register

Sign in with a local account

* Username
* Password

Remember me?

Forgot your password?
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TIGR PORTAL- Environmental Document Upload Instructions

Step 2. Open your profile to verify that the information is correct.
Although not required, it is recommended that the Profile page is checked for accuracy.

a. In the upper-right corner, click on the drop-down arrow next to your name. Click to select Profile. This
will open your profile page.

S Kristi Morris «
A& Applications ~ Projects »+  Payment Requests »  Contracting & Compliance « Profile
Uploaded Documents  Help  Q Sign out

b. Your profile page contains basic information about your TIGR Portal account. If there are any
inaccuracies with your profile information, email tigrhelp@recovery.texas.gov for corrections.

Effective May 2023, for individuals working on multiple subrecipient projects, it is no longer necessary to
update the subrecipient name in the Profile settings before accessing a project. You will have a main
subrecipient account listed under the Parent Organization field. Any additional subrecipient accounts that
you have access to will be listed in the Secondary Organization list. If your subrecipient is not listed on the
profile page, contact the subrecipient’s GLO grant manager for assistance.

Parent Organization Contact Type
Texas General Land Office Government Agency v
Secondary Organizations ’
Name 4 Created On
Abbott 5/16/2023 8:37 AM
Harris County 5/15/2023 10:58 AM
Harris County - Community Services Department (CSD) 5/15/2023 10:58 AM
Pearland 5/15/2023 10:57 AM

2 g
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Step 3. Searching for a project record.

a. At the top of the profile page, there are several menu options. Click on the dropdown arrow next to the
Projects menu name. With the dropdown menu displayed, click to select View Submitted Projects. Click
on this menu selection to prompt the Profile window to change to the Submitted Projects window.

To change “Password” click on “Change Password” option listed under Security. If
Organization or Email Address has change, please send an email to tigrhelp@reco
with the updated information.

If Business Phone, Mobile Phone, FAX or Business Address has change, enter the
Proil information in the related fields and click Update.
TOdlle
Your Information
B Sty

NOTE: If the appropriate project record does not displa ye—]-
using the methods below, your project may still be in the —— e —
beginning stages of the process. In this case, go back to the wect for Mon-Mitigal
Projects menu and click to on the “Complete an Existing Draft Project” Cresali: Herw Presect f
drop-down option. If you cannot locate your project record under either Creste Frasect BEzCil

of these menu options, contact the GLO grant manager. TR i

b. The accessible subrecipient accounts will be listed in the Subrecipient box. The screenshot below is an
example of what this screen will look like for a Portal user who has access to multiple subrecipient
accounts:

Submitted Projects
Subrecipient
Harris County - Community Services Department (CSD)
Abbatt
Flareis County
Fearland
Texas General Land O4fiee
Wharton County
More w
filale
IE setive Projects (not Draft or Completed) - a
Subrecipient Proj# DRGR Project Completion % Obligated Created
+ Contact  Appz 1 Activity Project Title Status County  Status Expensed  Ami On
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There are multiple ways to search for a project on this screen. It is recommended that if you have multiple
subrecipient accounts, click on the checkbox next to the subrecipient name for which you are working and
then click on the Apply button. This action will result in the system only displaying project records for that

Q specific subrecipient:

B Texas General Land Office

Wharton County

. e e s Fu__n - i)

Otherwise, all your subrecipient account project records will be displayed in the Active Projects list.

¢. Project records are displayed under the Active Projects (not Draft or Completed) menu:

7]
|M Active Projects (not Draft or Completed] - = ’ t
Subrecipient Froj 2 DRGR Project Project Complelion % Obligated  Created

\ + Contact  Appz 1 Activity  Title Stalus Counly Status Expensed  Aml O
wns Genernl Herrers, CDR17- GLO17- DRGR

HareyMIT. Application Calhoun  Initial <33% 106000 $257.283.08  10/22/2020
Land Office Victorine  1036- 12102- 001411 111 Main Approved Complete 1230 FM
AFP P
as General  Ramirez, CORi17- GLO17T- DRGR HarverMIT- Application Victoria  Initial <33% q7.76 825543990 10/24/2020
Land Office Carmen 1036 12176 001410 11i2Main Approved Completa =28 PM

You can scroll down to locate the project record or use the Search field and enter the project name. If using
the search field, type in the project name and then click on the magnifying glass:

' Active Projects (ot Draft or Completed)- 455 Main q
Subrecipient Proj # DRGR  Project Project Completion % Ohligated Create
+ Contack _-ti:ula ® + Activity Title Status County Status l?._t'pr'n sl Ammt n
Texas General  Herrera, CDR17- GLO1r- DEGE- HorveyMIT-  Application Calhoun Initial <33%  100.00 $257.283.08 10/322
Land Office Victorino  1036- 12102 ooigu o a1 Main Approved Complete 1:30 FM

APP P
Texns General Bamirez CDRiT GLO1T- DRGE HaorveyMIT ,A|1|1iir.nr::-|' Victorin Inftial =33% ¢7.76 25543090  10/34

NOTE: If the appropriate project record does not display using the search field, try a wildcard search by using a
partialnameof the project with asterisks. Example: If auseris tryingto locatea project name for Precinct 1 County
Road 3016, they could simply type *Precinct*.

Non-CDBG Mitigation and CDBG-MIT contract screen displays differ in Portal.
Ifyou are workingon a Non-CDBG Mitigation contract (example: Hurricane Harvey), continue with Step 4.
Otherwise, skip to Step 5 on page 17 for CDBG-MIT contract environmental uploads.

***Please do not create a new TIGR record until vou are ready to upload
vour environmental review documents.* **

V8_11/13/2024
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Step 4. Non-CDBG MIT Contract: TIGR environmental record

a. The project record should be displayed like the example shown in the screenshot below.

Project Completion % Dbligated Created
Subrecipicnt ¥ Contmect Proj # + Project Title  Status County Status Expensed Amt Om
Newton County GLO17- Precineta Application  Newton Initial <% 9140 40260000  9/3/2020 w
1w8re-P County Read  Approved Complete y:27 PM
016

If the environmental documents being submitted cover more than one project record, note each project
number and project title. The project number is listed under the Proj# column and is the GLO17#. This
information will be used in Step 4p below. It is not necessary to note the project number and title if only
one project record is covered.

Proj & T Project Titls Prigjeh1

GLOA7- Precicet 1 County Boad

10872-F 3006
* GL7- Precinet 2 County Road *

105873-P 1022

b. Open the project record. If there are multiple project records associated with your environmental review,
choose just one project record to proceed with this process. Click on the project record’s dropdown arrow
next to the Created On column. Click to select the Edit Project option. This will prompt the Manage
Project window open.

Project Completion % Ohbligated Created
Subrecipient #  Contact Proj# ¥  Projeet Title  Status County Status Expensed  Amt Om

Newtan County GLO7- Precinck 1 Application  Newton Initial <33% 9140 240260000 93 2020 E
wfre-P County Fead  Approved Complete i:z7 PM E
3 Edit Project
3016
View Project Details
Newton County GL~- Precinct 2 Application  Newton Initial «33% §94.00 40230000 §/7/2020 o
anfze P Comoty Boed Annrensesd Crugpnlots [ all 1

¢. On the Manage Project window, first note the specific program name under the Programs Associated
with this Project section. The program name for the project in this example is State Infrastructure and
ER - LIP: DETCOG - HUD MID (2017 Harvey 2). It is recommended that this information be copied
and pasted into a digital Notepad as it will be used in Step 4s below.

Programs Associated with this Project
Name ¥+ K Grant Program Type

State Infrastructure and ER - LIP: DETOOG - HUD MLD (2017 Harvey 2) Infrastructure

DRGR Activities Associated with this Project

V8_11/13/2024
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d. Next, scroll down the screen to locate the Environmental section. Locate the green Create button on the
right side of the Environmental section. Click the button to open the Create Environmental Review Record
window.

Environmental

© Create
ERR Level R
Number ERR of Review Date Date Mitigatic Created Proj# Date (
+ Title Review Status Submitted Approved Status Approved By On (Project) Project Const

e. With the Create Environmental Review Record window open, type the name of the new record into the
Environmental Review Record Title field. Using abbreviations located on page 32 of this guide, the record
name shall be formatted as:

DisasterFunding_TIGRProjectName(City or County Abbreviation) _Doc type

Click the green Submit button. This action will create the TIGR environmental record and close the Create
Environmental Review Record window. You will be returned to the Manage Project window, where this
new record will appear under the Environmental section.

@ Create *

Environmental Review Record
Please re-open the ERR and provide required additional
nformation

Environmental Review Record Title

HV_Precinct] CountyRoad3016Newton_ RROF

¥

In the example above, the user is submitting an RROF packet for an EA-level environmental review. The
contract is for a Harvey Infrastructure program project for Newton County. The name of the record would
be labeled as HV_Precinct1CountyRoad3016Newton RROF.

Harvey Disaster Infrastructure = HV
TIGRProjectName = Precinct] CountyRoad3016
City or County = Newton

Doc type = RROF

V8_11/13/2024
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f. Under the Environmental section, the newly created TIGR environmental record will appear.

Environmental

ERR Level Mitigation

Number of Review Date Date Mitigation Review Created (
1 ERR Title Review Status Submitted Approved Status Approved By C
I HV_Precinct] CountyRoad3016Newton RROF L5 Pending SYSTEMIg
0004635 1

g. Using the scroll bar at the bottom of the Environmental section, scroll to the far right in the window so
the dropdown arrow is shown. Click on the dropdown arrow to display the menu options. Click to select
the Edit option. This action will prompt the Environmental Review Record window to open.

Enviranmental

Lewel AMitigation
of Review Date Date Mitigation Review Created  Created Proj # Date (0F
Heview Status Sobmitted Approved Status Approved By Om {Project)  Project  Constroction
4 Pending SYSTEM  g/a0/r000  GLOT Precinet ]

10240 AM 1w0872-P 1 o
Commnty © Ldit

Raoad Vhane
06

h. On the Environmental Review Record window, complete the following fields: ENV Contact, Date
Submitted, Project Type, Level of Review, Critical Action, and Contract/Application. The Additional
Info box is an optional text box that can be used to type additional information about environmental
submission, including information when the ERR covers multiple TIGR project records. See detailed
information on each field below.

& Edit M

Environmental Review Record

Environmental Review Record Title Review Status ©
EHV_PrecipcinCountyRoad 3006Mewion_RROF Approved
ENV Contact * Drate Subumitted * Project Type ©
=1 = -
Level of Review * Critical Action

L -

Contract/Application

w

Addditional Inf

Uplsaded Dotuments

V8_11/13/2024
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i. The ENV Contact field will start off empty. The system requires this field to contain the name of the
environmental service provider or subrecipient’s environmental point of contact for the project. To
complete this field, click on the magnifying glass icon to search for the name of the environmental point of
contact. This action will prompt the Lookup Records window to appear.

ENYV Contact *

j- Type the contact’s name in the Search field using the last name, first name format. Click the
magnifying glass icon to display results. Click on the appropriate result. Click the green Select button on
the bottom of the window. This action will prompt the Lookup records window to close and the ENV
Contact field to populate in the Environmental Review Record window.

Lookup records xk

Fusl
Name Busimess  Comtact Parent
L Enaxil Pl Tyvpe Drgani

=~ Gremmem  Nevion
Agesry Rap  County

k. In the Date Submitted field, enter the date when the environmental document is uploaded into TIGR
Portal. This date can be manually entered using mm/dd/yyyy format or by clicking on the calendar icon
and selecting the date.

Date Submitted ‘ Approved

o DNoris, kristimorrsctr@reomery teasgm (5
Krist

1. In the Project Type field, click on the drop-down arrow. Select the activity type that best describes the
project or projects covered by the environmental review. Choose “Other” if the specific type is not
included in the list.

Project Type * ’

‘ v ‘

Acquisition

Buyout

Infrastructure

Single Family Housing
Multi-family Housing
Economic Development
Other

V8_11/13/2024
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m. Click the dropdown arrow next to the Level of Review field to display a list of environmental review
levels. Choose the appropriate level of review for the environmental review record.

Level of Review

b

Exempt

CENST

n. Click on the dropdown arrow next to the Critical Action field. Choose whether any of the activities
covered in the environmental review record are a Critical Action as defined in 24 CFR 55.2.

Critical Action * l

Yes, activity is a critical action as defined in 24 CFR 55.2
Wo, activity is not a critical action per the definition found in 24 CFR 55.2

0. Click on the dropdown arrow next to the Contract/Application field. Select the contract name from the
list.*

*In most instances this dropdown list will only contain one
Contract/Application contract name. However, in some instances, a subrecipient
" o ‘ activity/project is funded by more thanone GLO contract. If this

isthe case, each GLO contract name will appear as an option in

W the dropdown list. Choose any one of the contract names from the

dropdown list to continue with the submission process.

p- The Additional Info field will be used to type any additional information or instructions to be relayed to
the GLO environmental team. Additional information may include names of additional individuals who
should be cc’d on correspondence or additional TIGR project numbers and names that are covered by the
review documents.

Additional Info

Click inside the Additional Info
box to type information:

q. Click on the Create button to upload a document. This action will prompt the Create window to display.

Uploaded Dosuments ,
:

V8_11/13/2024
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r. On the Create window, click on the magnifying glass icon in the Program field. This will prompt the

Lookup records window to display.

Gi Edit

(& Create

information.
Program

Flease re-open Uplad document and provide required additional

s. Either copy/paste the program name into the Search field (recommended in Step 4c¢), or manually type in
the program name. Next, click the magnifying glass icon to display the results. Click to select the
appropriate program name, then click the green Select button. This action will prompt the Create window

to close and populate the Program field.

r
G Create |

Lookup records

State Infrastructure and

Sedect L

Namse State [nfrastructure asd ER - LIP: DETOOG - HUD M
ID {#axy Harvey 3]

Program The Licad Enfrastsuctens Prograss [LTF) covers the rapa

Dieseription ir and enhancerents of local infrastrecture and associa

] mirgatioss siforts. Each indrasiruciurs setivity mess
demonstrate how it vwill contribube to the long-terme rac
rvvery wirad pestoratios of Bousing. Dhis Lo the s al1
his activity, this program will be administered by the G
Ly with kel units of grvemimends Critis and muntis
5) axs submecipionts. This program covers applicants wit
hin the HITD best Bpacted and Tistresssd (MDD ame

2= within the Dosp East Tooms L‘Mi 0 CHUVOTTLEESITYS

ancel Remiove value

TIP: Using the copy/paste
method that is
recommended in Step4cwill
provide the best-displayed
results.

t. On the Create window, click the magnifying glass icon in the Document Group field

the Lookup records window to display.

@ Create

Fleaze re-open Upload documens and provide required additional
information.
Program

State Infrasiructure and ER - LIP- DETCOG - HUDMID(: % QO

Select Document Type and provide Document
Title

Docnment Group *

V8_11/13/2024
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u. In the Search field, type in the name of one of the Document Group names shown in the table below.
The document group name should match the type of documentation submitted. For example, if the
submission type is an RROF packet, type “RE RROF Packet” into the search field. Click on the
magnifying glass icon to display the search results. Click to select the appropriate document type, then
click the green Select button. This action will prompt the Lookup records window to close and the
Document Group field to populate with the appropriate information.

Lookup records RE RROF Packet

RE Certified Re-evaluation
RE Certified S5C

RE RROF Packet RE Certified CENST
RE Certified CEST Convert to Exempt

Select v ’ RE Certified Exempt
Document RE RROF Packet
Group
Document Type Environmental
Program State Infrastructure and ER — LIP: DETCOG — HUD M For a list of documents to

ID (2017 Harvey 2) be submitted with each
Required for ~ No Document Group type,
Individual
Apps refer to the Documents
Required for for each Document Group
Contracts Type pages 30-31 below.

Cancel Remove value

v. Enter the name of the document title into the Document Title field. This name should match the name of
the Environmental Review Record Title. In this example, the name of the Environmental Review Record
Title is HV_Precinct] CountyRoad3016Newton RROF. Therefore, the Document Title should also be
entered as HV_Precinct] CountyRoad3016Newton RROF. With the title entered, click the green Create
Document button. This action will prompt the document upload feature to appear in the window.

Document Title K

HV_Precinctl CountyRoad3016Newton RROF

Create Document

11
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w. All documents must be uploaded to the same uploaded document record shell during the submission
process. If yvou submit an RROF Packet PDF and a final ERR PDF, do not create separate TIGR records
for each uploaded document type. Prior to uploading a document(s), rename the document(s) to include the
disaster code, city or county name, activity type, and level of review. Include “RROF” at the end of the file
name for RROF Packet PDFs. In the example above, the uploaded documents are the RROF Packet, and
the final ERR. The RROF Packet document file name will be
HV_Precinct1CountyRoad3016Newton_RROF, and the final ERR file name, which is an
Environmental Assessment, will be HV_Precinct1CountyRoad3016Newton EA. Click on the Choose

File button to navigate to the documents(s) on your computer and then attach the document(s).

Document Title

TIGR allows a maximum file size upload
of 100MB. If the file cannot be reduced
below this limit, break the PDF up into

File Attachments multiple PDF documents.

Use “Part 1 of #”, “Part 2 of #”
in the PDF file names.

HV Precinctl CountyRoad3016Newton RROF

, Example: If the person uploading the Precinct

Attach a file 1 EA need to break the ERR up into two docs,
ch Fie | 3o file ch they could label the PDFs as:

00se T JRo e chosen HV_Precinct1CR3016NewtonPart1of2_EA &

HV_Precinct1CR3016NewtonPart2of2_EA
Save and Close

x. With the document attached, click on the green Save and Close button. This will prompt the window to
close and attach the document to the TIGR environmental record.

Attach a file

3 HV_Precinct] CountyRoad3016Newton RROF
Choose File

Save and Close «

y. The Document Group record name will now display under the Uploaded Documents section of
the Environmental Review Record window.

Uploaded Documents
a
Full
Document
Name 4 Document Title ' Review

HV_Precinct] CountyRoad3016Newton_RROF

12
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If more than one document is required to be uploaded during the submission process (Example: the RROF
Packet document and the final ERR document), re-open the newly-created Document Group record after
uploading the first document — do not create a second uploaded document record shell. To re-open the
record in the Upload Documents section, scroll to the far right to locate the dropdown arrow under the
Created By header (shown in the image below). Click on the dropdown arrow, then click to select Edit:

G Edit

ENV Contact Date Submitted
Motris, Krstl x Q 12,/27,/2021 ]
Additional Info Level of Review =
This review covers both projects EA e
under contract number 20-442-

50000. GLO17-11111-P West

Uplaaded Ineuments

-

Crealed
Env Review Project DBy

Mewton _RROF  HY_PrecinetCoantyEoad 3o 6XNewton _REOF SYSTEM E]
B Edn
4

In the Edit screen, the first document that was just uploaded (RROF Packet) will appear. Add the
additional document by clicking on the Choose File button and navigating to the document on the
computer. Once added, click on the Save and Close button.

File Attachments

HV_Precinct1 CountyRoad3016Newton_RROF.pdf

Attach a file ’

Choose File |No file Cy

Save and Close

If the record is re-opened, both uploaded documents will be visible — the RROF packet and the final ERR:

g ?| I|

Choosa Fia | No e chosen

13
V8_11/13/2024



TIGR PORTAL- Environmental Document Upload Instructions

NOTE: Letters of Re-Evaluation (LRE), although LRE documents are associated with an environmental
review, they are treated as their own separate submission to the GLO environmental team. When
submitting a re-evaluation, follow the steps above to create a new TIGR environmental record and upload
the LRE document.

If there is a change to the project but no LRE is required, a memo containing this information can be
uploaded to the original ERR TIGR record. It is not necessary to reupload the entire ERR. Do not create a
new TIGR record for these memos.

Remember to always contact your GLO Grant Manager if there will be changes to the project.

If any additional documents are uploaded during the initial submission process (For example: multiple
PDFs for larger ERRS), upload them to this record location.

Once all documents are uploaded, it is time to answer some questions then self-certify the environmental
review and record.

z. The Programmatic/Memorandum Agreement Information section is located just below the Uploaded
Documents section. Complete each question by selecting an option from the dropdown menu:

G Edit x

Programmatic/Memorandum
Agreement Information

i fe Agreement - effective uatil October NOTE: These questions are required to be answered as part
1. Has the RE utilized the Texas General Land Office and of the submission process. If “Yes” is Selected, an additional
Texas Hi ical tie Agy (GLO/THC PA) to

set of 1-3 questions will appear. These questions are also
required to be answered as part of the submission process.

exempt the Project from Section 1067 *

2. Has the RE utilized the GLO/THC Programmatic
Agreement to resolve adverse effects on a historie property in
consultation with the appropriate parties? *

GLO CDR and GLO Coastal Management Program (CMP)
Consistency Determination Memo - effective until
September 1, 2025

1. Has the RE utilized the agreement between GLO-Coastal
and GLO-CDR for HUD-funded projects within the Coastal

Zone Management area? *

aa. The Self-Certification Statement and Record Completion section is at the bottom of the Environmental
Review Record window. Complete the following to self-certify the review and record: checkboxes,
Submission Type field, Name ficld, Date field. See detailed information on each field below.

Self-Certification Statement and Record Completion
Click all tr ertify)

ntity (RE) or the Environmental Service Provider, with consent
by the RE, has determined that the level of review is correct, has taken

i sompleteness of environment iew, amd self-certifies that
CEPA and related laws

nder 24 CFR 58 have

1 have uploaded the do

Submission Type * (Slecs cus choics from drop-down)

14
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bb. Read each statement. Click the checkbox to agree with each statement.

& The Responsible Entity (RE) or the Emvironmental Service Provider, with consent
by the RE, has determined that the level of review is correet, has taken
responsibility for the completeness of environmental review, and self-certifies that
its obligations under NEPA and related laws and anthorities under 24 CFR 58 have
been satistied. -

& I have completed the TIGR record fields. ©

B 1 have uploaded the docament(s). *

cc. Click on the drop-down arrow in the Submission Type field and select the option that best describes
the submission type.

Submission Tvpe * (Sslact one choice from drop-dows)

w

EROF Packer Sabmizalon
Fevresw oovers project(a) with mitigation buot does pot requoire the submission of an EROF
Beview cavers project(s) without mitigation but does not require the submission of an EROF

dd. Enter the name of the person who created and completed the TIGR record and uploaded the document.
Enter the date that the self-certification statement section is completed. The date can be manually entered
or entered by using the calendar button feature.

Name * Date *

Kristi Morris ‘ ‘ 6/2q9 /2022

ee. Locate the green Submit button at the bottom of the window. Click on the button. This action will
prompt the Environmental Review Record screen to update and close the window back out to the Manage
Project window.

|

NOTE: All fields shown in Step 4 must be completed prior to clicking on the Submit button. If any
fields are missing data when the Submit button is clicked, an error message will appear, and the
submission process will not be completed.

ff. Scroll to the bottom of the Manage Project window to locate the green Save Project button. Click on
the button. This action will upload the document into the TIGR system and send an automatic notification
to the GLO environmental team.

Save Project

15
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NOTE: If the GLO environmental team requests revisions to an RROF packet or other environmental
documents, upload the revised documents to the same Uploaded Document section as the originally
submitted RROF Packet and/or ERR documentation. To do this, navigate back to the Uploaded Documents
section on the TIGR Environmental record — do not create a new TIGR record. Locate the Uploaded
Document record that was previously created under the Uploaded Documents section. Scroll to the right
until the drop-down arrow is visible. Click on the arrow, then click to select Edit.

Uploaded Documents

ol o

Created
Env Beview Project By

HV_Precinct]l CountyRoad3016Newton RROF SYSTEM EI

4 — P

Use the same process to click on Choose File, locate the document on the computer, then click Save and
Close:

File Attachments

HV_Precinct1 CountyRoad3016Newton_RROF.pdf
HV _Precinct1 CountyRoad3 016 Newton_FinalERR.pdf

Attach a file

Choose File |No file cho?’
Save and Close

Then Submit.

Then Save Project. K
Save Project

Questions? Contact GLO at (|

Once the revised/corrected RROF or requested document(s) is/are uploaded, email
env.reviews@recovery.texas.gov to notify the GLO that the revised documents were uploaded to TIGR.
Please include the TIER number, GLO Project number, and the GLO contract number.

16
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. . Environmental
The T1ER number is the TIGR environmental record number.

Locate the number under the ERR Number column.

ERR
Number
\ g ERR Title
TiER. INF_PrecinctiCountyRoad3016 NewtonCo_|
0004635
Environmental
The GLO project number is located on
the TIGR environmental record in the Level Mitigation \

. . . of Review Date Date Mitigation Review Created Cr Proj #
Env1ronmental section. SCI‘OH to the I'lght Review Status Submitted Approved Status Approved By on (Project)
to locate the project number under the } T SR o
Proj# column.

Step S. CDBG MIT Contract: TIGR environmental record
a. The project record should be displayed like the example shown in the screenshot below.
Project Completion % Obligated Created
Subrecipicnt ¥ Contmct Proj # + Project Title  Status County Etatus Expensed Amt m
Mewton County GLO17- Precinct 1 Application  Newton Initinl <%%% q1.40 40260000 Q)5 2020 w
1087e-P County Road  Approved Complete j:27 PM
3016

If the environmental documents being submitted cover more than one project record, note each project
number and project title. The project number is listed under the Proj# column and is the GLO17#. This
information will be used in Step Sp below. It is not necessary to note the project number and title if only
one project record is covered.

Proj ¢ 1 Project Title Projget B
* GL7- Precicet 1 County Boad *
m&72-P 3016

GLO7- Precinet 2 County Road *

105873-P 1022

b. Before uploading the environmental documents, you must obtain the specific program name associated
with the project. This information is in the View Details window. To open the View Details window, click
on the project record’s dropdown arrow next to the Created On column. Click to select the View
Mitigation Project Details option. This will prompt the View Details window open.

“ipient Proj #+ DRGR Project Completion % Obligated Created

Contact App# *+ Activity Project Title Status County Status Expensed Amt On
Rogers, CDRiz- GLO17- DRGR- THGLO_MIT Drainage Submitted Teavis  Initial «33% o.00 5/7/2028 E
Venus 1364 20787 O0dTO6 Far Comple i
7 View pMitization -
APF r Review e Mitigation Project Details

Upload Additional Documents For Mitigation Projects
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c. In the View Details window, scroll down to the Programs Associated with this Project section. Note the
name of the program. In this example the program name is Hurricane Harvey State Mitigation
Competition — State MID. It is recommended that this information be copied and pasted into a digital
Notepad as it will be used in Step 5s below.

0 View details
LILE BIGKIEN WIIL OF CUEANen OLT AN INCIeased I CAPACITY. |FIDULATY £I0Y QIEnes TNat Iow 1e
Programs aszociated with this Project ’
Name ¥ Grant Program Tyvpe
Hurricane Harvey State Mitigathon Competition — Witigarion
State MID

After noting the title, click the “X” at the top right of the screen to close the View Details windg

O View details X

d. Next, open the project record. If there are multiple project records associated with the environmental
review, choose just one project record to proceed with this process. Click on the project record’s dropdown
arrow next to the Created On column. Click to select the Upload Additional Documents For Mitigation
Projects option. This will prompt the Edit window to open.

sipdent Proj # DRGR Project Completion % Obligated Created
Contact App # + Activity Project Title Status County Status Expensed At Om
eneral Rogers, CDRip- GLOny- DRGR- TXGLO_MIT Deainage Submitted Travis Initial <33% ©0.00 a/7/zo22 E
fice  Vemus  1360- 20787 001706 For Comple” .
AFF P Beview View Micigation Project Detalls

Upload Additional Documents For Mitigation Projects

L]
Questions? Contact GLO at (512) 463-5001

e. Locate the Environmental section. Locate the green Create button on the right side of the Environmental
section. Click the button to open the Create Environmental Review Record window.

Environmental
© Create
ERR Level Mitigation
Number ERR of Review Date Date Mitigation Review Created Created Proj# Date ¢
+ Title Review Status Submitted Approved Status On (Project) Project Comnst
State Infrastructure and ER — LIP: DETCOG - »
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f. With the Create Environmental Review Record window open, type the name of the new record into the
Environmental Review Record Title field. Using abbreviations located on page 32 of this guide,
the record name shall be formatted as:

DisasterFunding_TIGRProjectName(City or County Abbreviation) _Doc type

Click the green Submit button. This action will create the TIGR environmental record and close the Create
Environmental Review Record window. You will be returned to the Manage Project window, where this
new record will appear under the Environmental section.

In this example, the user is submittingan RROF

Gi Create packet foran EA-level of environmental
review. The contract is for a Flood 2016
Environmental Review Record CDBG-MIT programproject for Travis County.
Please re-open the ERR and provide required additional The name of the record would be labeled
nfermation FL16MIT_546MainStRepairsTravis RROF.

FL16MIT_546MainStRepairsTravis_RROF Flood Miﬁgaﬁon =FLI6MIT

TIGRProjectName = 546MainStRepairs

’ City or County = Travis

b Doc type = RROF

g. Under the Environmental section, the newly created TIGR environmental record will appear. Using the
scroll bar at the bottom of the Environmental section, scroll to the far right in the window so the dropdown
arrow is shown. Click on the dropdown arrow to display the menu options. Click to select the Edit option.
This action will prompt the Environmental Review Record window to open.

Environmental

. . . Create
FL16MIT 546MainStRepairsTravis. RROF
Lewvel Blitigation
of Review [abe Date Mitigation Heview Created  Created Praj # Liate O3F
Beview Statune  Sabmitted Approved Status spproved By O {Project] Project  Constraction
E Pendir SYSTEM  ofa0z020 GLDI .
4 Pending SYSTEN ofrozo GLO 546MainSt] IE'
10240 AM 1872 -P
G Edit

M\
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h. On the Edit Environmental Review Record window, complete the following fields: ENV Contact, Date
Submitted, Project Type, Level of Review, Critical Action, and Contract/Application. The Additional
Info box is an optional text box that can be used to type additional information about the environmental
submission. See detailed information on each field below.

G Edit x

G Edit *

ENV Contact *

Drate Submitted =

Project Type *

Level of Review *

Critical Action =

Contract/Application

Additional Info

i. The ENV Contact field will start off empty. The system requires this field and is to contain the name of
the environmental service provider or subrecipient’s environmental
point of contact for the project. To complete this field, click on the ENV Contact ~

magnifying glass icon to search for the name of the environmental point Q
of contact. This action will prompt the Lookup Records window to appear.

j- Type the contact’s name in the Search field using the last name, first name format. Click the
magnifying glass icon to display results. Click on the appropriate result. Click the green Select button on
the bottom of the window. This action will prompt the Lookup records window to close and the ENV
Contact field to populate in the Environmental Review Record window.

Lookup records %

Morris, Kristi Eﬂ

Full
Name Business Contact Parent
v t Email Phone Type Organiz

" Morris, kristimorris.cir@recovery.texas.gov  (512) 475- Government Newton
Kristi 5000 Agency Rep  County

« ’ b

Cancel Remove value
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k. In the Date Submitted field, enter the date when the environmental document is uploaded into TIGR
Portal. This date can be manually entered using mm/dd/yyyy format or by clicking on the calendar icon
and selecting the date.

Date Submitted

1. In the Project Type field, click on the drop-down arrow. Select the activity type that best describes the
project or projects covered by the environmental review. Choose “Other” if the specific type is not
included in the list.

Project Tvpe *
W
Acquisition
Buyout
Infrastructure

Single Family Housing
Multi-family Housing
Economic Development
Other

m. Click the dropdown arrow next to the Level of Review field to display a list of environmental review
levels. Click to select the appropriate level of review for which the paperwork applies.

Level of Review * ’

Exempt

CENST

n. Click on the dropdown arrow next to the Critical Action field. Choose whether any of the activities
covered in the submitted environmental review are a Critical Action as defined in 24 CFR 55.2.

Critical Action * I
~

Yes, activity is a critical action as defined in 24 CFR 55.2
o, activity is not a critical action per the definition found in 24 CFR 55.2

0. Click on the dropdown arrow next to Contract/Application. Select the contract name from the list.*

*In most instances this dropdown list will only contain one
Contract/Application ’ contract name. However, in some instances, a subrecipient
‘ o ‘ activity/project is funded by more thanone GLO contract. If this
isthe case, each GLO contract name will appear as an option in
W the dropdownlist. Choose any one of the contract names fromthe
dropdown list to continue with the submission process.
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p. The Additional Info field will be used to type any additional information or instructions to be relayed to
the GLO environmental team. Additional information may include names of additional individuals who
should be cc’d on correspondence or additional TIGR project numbers and names that are covered by the
review documents.

Additional Info

Click inside the Additional Info
box to type information:

q. Click on the Create button to upload a document. This action will prompt the Create window to display.

Uploaded Documents

- XD

r. On the Create window, click on the magnifying glass icon in the Program field. This will prompt the
Lookup records window to display.

G Edit *

(& Create

Flease re-apen Upload document and provide required additional
informatian.
Program

s. Either copy/paste the program name into the Search field (recommended in Step 5¢), or manually type in
the program name. Next, click the magnifying glass icon to display the results. Click to select the
appropriate program name, then click the green Select button. This action will prompt the Create window
to close and populate the Program field.

E Create *

Lookup records -
TIP: Using the copy/paste
State Infrastructure and method that is
a5 = - recommended in Step5cwill
Hame State Infrastructure and ER - LIP; DETCOMG ~ HUD M provide the best-displayed
ID {oany Harvey 31
e results.
Prusgram The Lisesd Erfrasisurtens Frugrass (LTF) covers the raps
Diescription ir and enhancements of local infrastre

L, with bocal iinits of goosmients (it and countis

£) & subrecipients. This program covers applicants wit

hin the BT Blcst Trnpacted and Tigeressed (M0 sre
25 within the Doep East ry:\c' GOVETILEERTIS o

Cancel Remiove vallke
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t. On the Create window, click the magnifying glass icon in the Document Group field. This will prompt
the Lookup records window to display.

G Create x

Please re-open Upload document and provide required additional
information.

Program

2016 Floods State Mitigation Competition —- HUl | X Q

Select Document Type and provide Document
Title

Document Group *

| Q

u. In the Search field, type in the name of one of the Document Group names shown in the table below.
The document group name should match the type of documentation submitted. For example, if the
submission type is an RROF packet, type “RE RROF Packet” into the search field. Click on the
magnifying glass icon to display the search results. Click to select the appropriate document type, then
click the green Select button. This action will prompt the Lookup records window to close and the
Document Group field to populate with the appropriate information.

RE RROF Packet

RE Certified Re-evaluation
Lookup records RE Certified 55C

RE Certified CENST
we o M

RE Certified CEST Convert to Exempt
RE RROF Packet RE Certified Exempt

Document

Group

RE RROF Packet

T e e R For a list of documents to
be submitted with each

Program State Infrastructure and ER — LIP: DETCOG - HUD M
ID (2017 Harvey 2) Document Group type,

- refer to the Documents

for each Document Group
Type pages 30-31 below.

Cancel Remove value
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v. Enter the name of the document title into the Document Title field. This name should match the
name of the Environmental Review Record Title. In this example, the name of the Environmental
Review Record Title is FL1I6MIT_546MainStRepairsTravis RROF. Therefore, the Document Title
should also be entered as FL1I6MIT_546MainStRepairsTravis RROF. With the title entered, click
the green Create Document button. This action will prompt the document upload feature to appear in
the window.

Document Title ,

FL16MIT 546MainStRepairsTravis RROF

Create Document

w. All documents must be uploaded to the same uploaded document record shell during the submission
process. If you submit an RROF Packet PDF and a final ERR PDF, do not create separate TIGR records
for each uploaded document type. Prior to uploading a document(s), rename the document(s) to include the
disaster code, city or county name, activity type, and level of review. Include “RROF” at the end of the file
name for RROF Packet PDFs. In the example above, the uploaded documents are the RROF Packet, and
the final ERR. The RROF Packet document file name will be
FL16MIT_546MainStRepairsTravis_ RROF, and the final ERR file name, which is an Environmental
Assessment, will be FL1I6MIT_546MainStRepairsTravis EA. Click on the Choose File button to
navigate to the documents(s) on your computer and then attach the document(s).

Doenment Tl
FL16MIT 546MainStRepairsTravis RROF TIGR allows a maximum file size upload of 100MB. If
the file cannot be reduced below this limit, break the
File Attachments PDF up into multiple PDF documents. Use

“Part 1 of #”, “Part 2 of #” in the PDF file names.
Example: If the person uploading the Precinct 1 EA
need to break the ERR up into two docs, they could

label the PDFs as:

Antach a file
Choase File | o file 48 FL16MIT_546MainRepairsTravis_Part1lof2_EA &

FL16MIT_546MainRepairsTravis_Part2of2_EA

x. With the document attached, click on the green Save and Close button. This will prompt the window to
close and attach the document to the TIGR environmental record.

Attach x file
Choose Fiee | FL16MIT_546MainStRepairsTravis_ RROF

Sore: arwd Close é

y. The new Uploaded Document record will appear under the Uploaded Documents section of the
Environmental Review Record window. If more than one document is required to be uploaded during
the submission process (Example: the RROF Packet and final ERR document), re-open the Uploaded
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Document record after uploading the first document — do not create a second uploaded document
record shell. To re-open the record, scroll to the bottom of the record and locate the dropdown arrow
under the Created By header. Click on the dropdown arrow, then click to select Edit:

Uploaded Documents

-

Name

Document FLIGMIT_s546MainStRepairsTravis_RROF
Title

Env Review  FLiGMIT_546MainStRepairsTravis RROF
Project
Created By  SYSTEM

o

G Edit

Self-Certification Statement and Record

In the Edit screen, the first document that was just uploaded (RROF Packet) will appear. Add the
additional document by clicking on the Choose File button and navigating to the document on the
computer. Once added, click on the Save and Close button.

File Attachments

FL16MIT_546MainStRepairsTravis_ RROF

Attach a file ‘
Choose File |INo filjg en

Save and Close

If the record is re-opened, both uploaded documents will be visible —
the RROF packet and the final ERR:

9 MinutesAER
——
—
FL16MIT_546MainStRepairs Travis_ RROF

lessthan a minuse aga

FL16MIT_546MainStRepairsTravis_EA

Attach a file

Choose File | No file chosen -

V8_11/13/2024
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NOTE: Letters of Re-Evaluation (LRE), although LRE documents are associated with an environmental
review, they are treated as their own separate submission to the GLO environmental team. When
submitting a re-evaluation, follow the steps above to create a new TIGR environmental record and upload
the LRE document.

If there is a change to the project but no LRE is required, a memo containing this information can be
uploaded to the original ERR TIGR record. It is not necessary to reupload the entire ERR. Do not create a
new TIGR record for these memos.

Remember to always contact vour GLO Grant Manager if there will be changes to the project.

If any additional documents are uploaded during the initial submission process (For example: multiple
PDFs for larger ERRS), upload them to this record location.

Once all documents are uploaded, it is time to answer some questions and then self-certify the
environmental review and record.

z. The Programmatic/Memorandum Agreement Information section is located just below the Uploaded
Documents section. Complete each question by selecting an option from the dropdown menu:

@ Edit x

Programmatic/Memorandum

AgreementRarmaton NOTE: These questions are required to be

answered as part of the submission process.
If “Yes” is selected, an additional set of 1-3
1. Has the RE utilized the Texas General Land Office and t 11 ,Th t 1
Texas Historical Programmatic Agreement (GLO/THC PA) to questions will appear. €sc questions are also
exempt the Project from Section 1067 * required to be answered as pal’t of the
v submission process.

GLO/THC Programmatic Agreement — effective until October
9, 2028

2. Has the RE utilized the GLO/THC Programmatic
Agreement to resolve adverse effects on a historie property in
consultation with the appropriate parties? *

GLO CDR and GLO Coastal Management Program (CMP)
Consisteney Determination Memo — effective until

September 1, 20235

1. Has the RE utilized the agreement between GLO-Coastal
and GLO-CDR for HUD-funded projects within the Coastal

Zone Management area? *
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aa. The Self-Certification Statement and Record Completion section is at the bottom of the Environmental
Review Record window. Complete the following to self-certify the review and record: checkboxes,
Submission Type ficld, Name ficld, Date field. See detailed information on each field below.

Self-Certification Statement and Record Completion
(Click all three to certify)

[J The Responsible Entity (RE) or the Environmental Service Provider, with consent
by the RE, has determined that the level of review is correct, has taken
responsibility for the completeness of environmental review, and self-certifies that
its obligations under NEPA and related laws and authorities under 24 CFR 58 have
been satisfied. *

[ T have completed the TIGR record fields. *

[ I have uploaded the document(s). *

Submission Type * (Select one choice from drop-down)

Name * Date *

M/D/YYYY I

Read each statement. Click the checkbox to agree with each statement.

The Responsible Entity (RE) or the Environmental Service Provider, with consent
by the RE, has determined that the level of review is correct, has taken
responsibility for the completeness of environmental review, and self-certifies that
its obligations under NEPA and related laws and authorities under 24 CFR 58 have
been satisfied. *

I have completed the TIGR record fields. *

I have uploaded the document(s). *

bb. Click on the drop-down arrow in the Submission Type field and select the option that best describes
the submission type.

Submission Type * (Select one choice from drop-down)

<

RROF Packet Submission
Review covers project(s) with mitigation but does not require the submission of an RROF
Review covers project(s) without mitigation but does not require the submission of an RROF
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cc. Enter the name of the person who created and completed the TIGR record and uploaded the document.
Enter the date that the self-certification statement section is completed. The date can be manually entered
or entered by using the calendar button feature.

Name * Date *

Kristi Morris ‘ ‘ 6/29/2022

dd. Locate the green Submit button at the bottom of the window. Click on the button. This action will
prompt the Environmental Review Record screen to update and close the window back out to the Manage

Project window.

|

NOTE: All fields shown in Step 5 must be completed prior to clicking on the Submit button. If any
fields are missing data when the Submit button is clicked, an error message will appear, and the
submission process will not be completed.

ee. Scroll to the bottom of the Manage Project window to locate the green Save Project button. Click on
the button. This action will upload the document into the TIGR system and send an automatic notification
to the GLO environmental team.

Save Project 2
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NOTE: If the GLO environmental team requests revisions to an RROF packet or other environmental
documents, upload the revised documents to the same Uploaded Document section as the originally
submitted RROF Packet and/or ERR documentation. To do this, navigate back to the Uploaded Documents
section on the TIGR Environmental record — do not create a new TIGR record. Locate the Uploaded
Document record that was previously created under the Uploaded Documents section. Scroll to the right
until the drop-down arrow is visible. Click on the arrow, then click to select Edit.

Uploaded Documents

Q © Create

Full
Document
Name

Document FL16MIT_546MainStRepairsTravis_ RROF
Title

Env Review  FLi6MIT_546MainStRepairsTravis_ RROF
Project
Created By  SYSTEM

& Edit

Calf_Carvtificatinn Ctatamant and Dacrnard

Use the same process to click on Choose File, locate the document on the computer, then click Save and
Close:

File Attachments

HV_Precinct1 CountyRoad3016Newton_RROF.pdf
HV_Precinct1 CountyRoad3016Newton_FinalERR pdf

Attach a file

Choose File |No ﬁl?

Save and Close

Then Submit.
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Then Save Project. K

Save Project

Questions? Contact GLO at (312) 463-5001

Once the revised/corrected RROF or requested document(s) is/are uploaded, email
env.reviews@recovery.texas.gov to notify the GLO that the revised documents were uploaded to TIGR.
Please include the TIER number, GLO Project number, and the GLO contract number.

The T1ER number is the TIGR environmental record number.

Locate the number under the ERR Number column.

The GLO project number is located on
the TIGR environmental record in the
Environmental section. Scroll to the right
to locate the project number under the
Proj# column.

V8_11/13/2024

Environmental

ERR

Number
+ ERR Title

T1ER. INF_PrecinctiCountyRoad3o16NewtonCo_|
0004635

Environmental

Level

of Review

Review Status

A Pending

Mitigation

Date Date Mitigation Review Cr Cgeated Proj #
Submitted Approved Status Approved By (Project)
SYSTEM sor2020 GLO17-

10:40AM  10872-P
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Documents Required for each Document Group Type

RE RROF Packet (EA, CEST, Broad/Tiered Reviews)

Note: the RROF Packet, Final ERR, and each mitigation document should be uploaded as separate PDF
files into one TIGR Document Group record. Do not combine these into one PDF file.

1. RROF Packet:
a. Request for Release of Funds and Environmental Certification (RROF), HUD form 7015.15
b. Evidence of publication of the Notice of Intent to Request Release of Funds (NOI/RROF):
i. Publishing (newspaper): Copy of publication and publisher’s affidavit or tear
sheet from newspaper
ii. Publishing (government website): Copy of the public notice, a screenshot of the
notice published online with a date and the website address visible, and a
written statement or affidavit from RE staff of the publication dates. If the web
address and date cannot be captured in the screenshot, this information should
be included in the written statement or affidavit from the RE.
iii. Posting: Copy of posted notice and signed statement of distribution of affidavit

2. Acopy of the final environmental review record*

3. Mitigation documents, if applicable, and as the project progresses. Documentation of
all completed project conditions, BMPs, and/or mitigation measures in the form of photos,
receipts, letters, contracts, and any other evidence that demonstrates compliance deemed
prudent by the RE. This documentation is required as part of the projects administrative
record and will be examined during GLOs Environmental Monitoring and Enforcement program.

RE Certified Re-evaluation

Note: the LRE and each mitigation document should be uploaded as separate PDFs into one TIGR
Document Group record. Do not combine this into one PDF file. The LRE is considered a separate
submission from the original ERR and must have its own TIGR environmental record.

1. Asigned and dated letter of re-evaluation (LRE), including all supporting documentation and
attachments*

2. Mitigation documents, if applicable, and as the project progresses. Documentation of
all completed project conditions, BMPs, and/or mitigation measures in the form of photos,
receipts, letters, contracts, and any other evidence that demonstrates compliance deemed
prudent by the RE. This documentation is required as part of the project’s administrative
record and will be examined during GLOs Environmental Monitoring and Enforcement program.

RE Certified SSC

Note: the SSC and each mitigation document should be uploaded as separate PDFs into one TIGR
Document Group record. Do not combine this into one PDF file.

1. Asigned and dated site-specific checklist, including all supporting documentation and
attachments *

2. Mitigation documents, if applicable, and as the project progresses. Documentation of
all completed project conditions, BMPs, and/or mitigation measures in the form of photos,
receipts, letters, contracts, and any other evidence that demonstrates compliance deemed
prudent by the RE. This documentation is required as part of the project administrative
record and will be examined during GLOs Environmental Monitoring and Enforcement program.
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RE Certified CENST
Note: the CENST and each mitigation document should be uploaded as separate PDFs into one TIGR
Document Group record. Do not combine this into one PDF file.

1. Asigned and dated HUD Part 58 Environmental Review - Exempt or Categorically Excluded (Not
Subject to 58.5) Form including all supporting documentation and attachments *

2. Mitigation documents, if applicable, and as the project progresses. Documentation of
all completed project conditions, BMPs, and/or mitigation measures in the form of photos,
receipts, letters, contracts, and any other evidence that demonstrates compliance deemed
prudent by the RE. This documentation is required as part of the projects administrative
record and will be examined during GLOs Environmental Monitoring and Enforcement program.

RE Certified CEST Convert to Exempt

1. Asigned and dated HUD Part 58 Environmental Review - Activities Categorically Excluded under
58.35(a) Form including all supporting documentation and attachments *

RE Certified Exempt

1. Asigned and dated HUD Part 58 Environmental Review - Exempt or Categorically Excluded (Not
Subject to Section 58.5) Form including all supporting documentation and attachments *

* Effective 12/27/2021, GLO will continue to provide technical assistance, guidance, and training to all
subrecipients; however, submitted environmental documents will not be reviewed for compliance.
Completeness of the REs Environmental Review Record (ERR), including mitigation measures and project-
specific conditions, will be verified during GLOs in-depth Environmental Monitoring and Enforcement
Program (24 CFR 58.18(a)(2)).

GLO requires subrecipients to upload completed and certified ERR to TIGR.. The REs are responsible for
maintaining the ERRs in the TIGR project record (i.e., ensuring they are current and reflect any changes,
mitigation etc.). For projects classified as Categorically Excluded Subject to Section 58.5 (CEST) and
Environmental Assessment (EA) per 24 CFR 58.36, submission of the final ERR and HUD 7015.15 RROF
and Environmental Certification is required. Projects classified as Exempt (24 CFR 58.34), Categorically
Excluded Not Subject tothe relatedlaws and authorities (CENST) (24 CFR 58.35(b)), CEST that converts to
Exempt (58.34(a)(12)) or site-specific checklist (SSC), do not require a RROF and Environmental
Certification; therefore, the RE is required to obtain necessary signatures and upload the ERR in TIGR
after which funds can be obligated.

32
V8_11/13/2024



TIGR PORTAL- Environmental Document Upload Instructions

Abbreviations

Disaster Funding

Disaster Recovery Reallocation Program = DRRP
2021 Winter Storms = WS21
2019 Disasters = DIS19
Harvey Mitigation = HVMIT
Floods Mitigation = FL(yy)MIT
Ex. 2015 Floods would be FL15MIT
Hurricane Harvey = HV
Floods = FL(yy)
Ex. 2018 Floods would be FL18
Hurricane IKE and Dolly = IKE
Hurricane Rita = RITA
Wildfires = WF(yy)

Ex. 2015 Wildfire would be WF15

Doc type

RROF Packet Documents = RROF

Final Environmental Review =

(EA, CEST, Review Adoption, EIS, Broad/Tiered Review)

Site-Specific Checklist Documents = SSC

Categorically Excluded, Not Subject To §58.5 Documents = ConvEXEMPT
Letter of Re-Evaluation = LRE

CEST Convert to Exempt = CESTCTE

Exempt =EXEMPT

Cities and Counties

For City names, use just the city name, no “City”. If the city has more than one name (Cedar Creek), use
the name CedarCreek — no space.

For County names, use just the county name, no “County”. For example, Harris County would be listed as
Harris.
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Assistance and Troubleshooting

Assistance:

1. New accounts: If you need a Portal account, please reach out to your subrecipient’s designated Texas
General Land Office grant manager.

2. Login Issues/Account passwords: If you are having issues logging into your Portal account, or
require a password reset, contact TIGR Help at tigrhelp@recovery.texas.gov .

3. Assistance with the environmental submission process: If you are logged into Portal and receive an
error message that does not allow you to continue this process, please refer to the Troubleshooting
section below. If you are still unable to submit environmental documents, please contact the Texas
General Land Office environmental team at env.reviews@recovery.texas.gov , cc:
cdr.environmental@recovery.texas.gov . Please use the email subject line: TIGR Technical Assistance
Request.

4. General questions about the environmental submission process: If you have general questions
about this submission process, please contact the Texas General Land Office environmental team at
env.reviews(@recovery.texas.gov , cc: cdr.environmental@recovery.texas.gov . Please use the email
subject line: TIGR Technical Assistance Request.

Troubleshooting:

1. Chrome is the recommended browser for the TIGR system.
2. Some errors can be corrected by clearing your browser cache and then restarting the browser.

3. If you receive an error when attempting to upload your document, check the file size of your
document. There is a maximum file-size limit of 100MB for each document uploaded into Portal.
If your file size cannot be reduced, split the document into multiple files. When naming these files,
be sure to include “Part 17, “Part 2”, etc. at the end of the file name. Example:
HV_Precinctl1CountyRoad3016NewtonPartl EA.

4. Do not create a TIGR record until your documents are complete and you are ready to upload them
into the Portal.
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