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Chapter 8: Technical Assistance Staff and Rates  
Grantee Users associated with technical assistance provider organizations (TA Providers) use DRGR to 
manage their cooperative agreements with HUD. TA Providers with the Staff Rate role (see Chapter 5 – 
User Management and Certifications) must use the Administration module to set up hourly labor rates for 
all personnel (e.g., staff, contractor, and consultant persons) expected to work under the TA award. HUD 
approval of personnel and labor rates is required before TA Providers can add staff to TA work plans in 
DRGR. See Chapter 17 – Technical Assistance Work Plans for more information.  

This Chapter describes actions for TA Provider and HUD Users, and is divided into subsections. Note: In 
addition to the processes described below, information for rates and staff can be uploaded in DRGR. See 
Chapter 34 – Data Uploads for more information. The following actions are covered in this Chapter: 

TA Provider Users 

Menu Option Subsection Action 

 B1 – B5 Add, edit, delete, view, and search for TA Provider 
staff types; view HUD comments on Staff Types. 

 C1 – C4 Add, edit, delete, view, and search for TA Provider 
staff.  

 -- See Chapter 34: Data Uploads 

HUD Users 

Menu Option Section Action 

 
B6 Search, review, and approve TA Provider staff and 

rates  

 -- See Chapter 34: Data Uploads 

 

A. Administration Module Access 

The Administration module contains all user management functions, including functions to manage TA staff 
and manage TA staff rates.  The functions that reference TA apply to Grantee Users who are both associated 
with TA Providers and have the Staff Rate role in DRGR.  The functions also apply to HUD users in a Staff 
Rate user group for a TA Provider. 

 

 

 

 

 



  
 
 

Chapter 8: Technical Assistance Staff and Rates| Administration Module 

DRGR User Manual Version 3.0 – November 2020                                                                                                      Page 2 

 

A1. Grantee | User Access 

User Role: Grantee User  Menu Option: Administration Module 

Purpose: Allow Grantee Users associated with TA Providers to access Staff Rate actions. 

Complete the following steps to access the Administration Module: 
 

1 In the DRGR System, select the Administration module, or  icon, located in the 
navigation menu. 

 

 
 

 

 

2 This opens the dropdown menu items for the Administration module. The System displays the 
relevant menu items based on user type and user roles. 

 

 

  
 

 

A2. HUD | User Access 

User Role: HUD User Menu Option: Administration Module 

Purpose:  Allow HUD Users to access Staff Rate actions. 

Complete the following steps to access the Administration Module: 
 

1 In the DRGR System, select the Administration module, or  icon, located in the navigation 
menu. 
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User Role: HUD User Menu Option: Administration Module 

2 This opens the dropdown menu items for the Administration module. The System displays the 
relevant menu items based on user type and user roles. 

 

 

 
 

 

 

B. Manage Staff Types  

The System allows authorized users of TA Providers to add, edit, delete, view, and search for Staff Types 
and Rates, which require HUD approval. Authorized users may also view HUD comments on staff types. 
These actions are completed using the <Manage Staff Types> link in the Administration module. Note 
that authorized users of this function are those with the Staff Rate role.  

B1. TA Provider and HUD Users| Search Staff Type 

Authorized users of TA Providers (i.e., Grantee Users with the Staff Rate role), as well as, CPD 
Representatives assigned to an award can search for rates associated with that award in DRGR.  

User Role: Grantee Users and HUD Users 
Menu Option:    

Purpose: Allow TA Provider to search existing staff types.  

Complete the following steps to search existing Staff Types: 
 

1 To search for a Staff Type, navigate to the Administration module and locate the Staff Rates menu. See A1 
above. Select the <Manage Staff Types> link. (Note: If the user does not have the Staff Rate role, then the 
<Manage Staff Types> link is not available.)  The “Manage Staff Types” page will load.   

 

2 On the “Manage Staff Types” page, enter search criteria to access the desired Staff Type. See “Search Staff 
Type Fields” table below for description of search fields. After desired fields are populated, choose 
<Search>. Search results will load.   
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User Role: Grantee Users and HUD Users 
Menu Option:    

 

3 In the search results, the user can sort the results using the headers for the search results. Select the 
<Search Again> link or the <Reset> button to restart the search. 

 

 

 

 
Search Staff Type Fields 

 

Field Guidance 

Staff Types Defined by the TA Provider based on HUD guidance. 

Staff Rate Status Dropdown menu includes: Approved (e.g.,rates approved 
by HUD), Inactive (e.g., rates no longer used for billing), 
Pending Approval (e.g., rates submitted for and still 
pending HUD approval), and Rejected (e.g., rates not 
approved by HUD) 

 

Rate Type 

 

Dropdown menu includes: Staff, Contractor, and 
Consultant, Subrecipient. These terms are defined by HUD. 

 

Occupation Type Dropdown includes those associated with existing rates in 
the System. 
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B2. TA Provider | Add Staff Type 

Authorized users of TA Providers (i.e, Grantee Users with the Staff Rate role can add new staff types to 
DRGR. 

 

User Role: Grantee User 
Menu Option:    

Purpose: Allow TA Provider to add Staff Types.  

Complete the following steps to add a new Staff Type: 
 

1 To add a Staff Type, navigate to the Administration module, locate the Staff Rate menu, and locate the Staff 
Rates menu. See A1 above. Select the <Manage Staff Types> link. (Note: If the user does not have the Staff 
Rate role, then the <Manage Staff Types> link is not available.)  The “Manage Staff Types” page will load.  

 

2 

 

On the “Manage Staff Types” page, select the <Add Staff Type> link. The “Add Staff Types” page will load. 

 

 

 

3 On the “Add Staff Types” page, complete all information marked with an asterisk. See chart below for 
guidance on completing these fields.  

 

 

PROGRAM PROCESS RECOMMENDATION: TA Providers are responsible for complying with HUD 
Wage Rate standards and submitting the appropriate staff rate information for HUD approval, 
including submitting supporting documents for certain rates and definitions for the options under 
Occupation Type in DRGR. These standards are available online at  

https://www.hud.gov/program_offices/comm_planning/about/cpdta/guidance.  

https://www.hud.gov/program_offices/comm_planning/about/cpdta/guidance
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User Role: Grantee User 
Menu Option:    

 

4 To add supporting documents to the Staff Type, select the <Add Additional Documents> link. This action 
opens a field to browse. Select the <Browse> link. This action opens a window to choose a file to upload 
into DRGR. Choose a file and select <Open>. To remove documents, select the checkbox for the 
document and then select <Remove Selected Document>. 
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User Role: Grantee User 
Menu Option:    

5 To save and submit the Staff Type to HUD, select <Save>. Or to cancel submission of the Staff Type, select 
<Cancel>.  

 

 

6 After selecting <Save>, DRGR displays an “Send Email” page. The user may add or remove email 
addresses and edit the email message before it is sent. Choose <Send Email> to send the email notice to 
the email addresses identified or choose <Cancel> to not send any notice. 
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Add Staff Type Fields 
 

All fields marked with an asterisk are required. 

Field Guidance 

Staff Type* Enter an appropriate staff type; use HUD guidance to 
complete this field. 

Effective Date* Enter a date in the proper format (mm/dd/yyyy). 

Rate Type* 

 

Defaults to “TBD”; select a rate type from the dropdown 
menu (staff, consultant, contractor). 

Occupation Type* Defaults to “TBD”; select an occupation type from the 
dropdown menu. The options in the dropdown are 
defined in HUD guidance related to rates. 

Base Rate/Hour($)* Enter a numeric value in each field (zero is an acceptable 
value); do not use the dollar sign ($). 

Fringe Rate($)* Enter a numeric value in each field (zero is an acceptable 
value); do not use the dollar sign ($). 

Overhead Rate($)* Enter a numeric value in each field (zero is an acceptable 
value); do not use the dollar sign ($). 

General & Admin Rate($)* Enter a numeric value in each field (zero is an acceptable 
value); do not use the dollar sign ($). 

Total Rate per Hour($)* Enter a numeric value in each field (zero is an acceptable 
value); do not use the dollar sign ($). 

Current Status Populates the current approval status of the rate. 

Status* Defaults to pending approval; select “Inactive” to 
deactivate the rate. Do not deactivate a rate unless all 
reimbursement payments are complete, including indirect 
cost rate adjustments, and all associated TA work plans 
have a “Closed” status in DRGR.   
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B3. TA Provider | Edit Staff Type 

Authorized users of TA Providers (i.e, Grantee Users with the Staff Rate role can correct mistakes or change 
information on existing rates in DRGR. 

User Role: Grantee User 
Menu Option:    

Purpose:  Allow TA Provider to edit staff types.  

Complete the following steps to edit an existing Staff Type: 
 

1 To edit a Staff Type, follow the steps in Section B1 above to search for the Staff Type.   
 

2 In the search results, select the <Edit> link under the Action column for the Staff Type to be edited. The 
“Edit Staff Types” page will load. 

 

 

  

 

The remainder of this page is intentionally left blank. 
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3 On the “Edit Staff Type” page, edit information as appropriate. Select <Save> to submit changes to HUD for 
approval. Select <Cancel> to cancel the edits.  

 

 

 

 

 

B4. TA Provider | Delete Staff Type 

Authorized users of TA Providers (i.e., Grantee Users with the Staff Rate role can delete rates in DRGR. 
Note: Rates associated with TA work plans cannot be deleted; users may delete only those rates not 
associated with work plans. 

 

User Role: Grantee User 
Menu Option:    

Purpose:  Allow TA Provider to delete staff types.  

Complete the following steps to delete an existing Staff Type: 
 

1 To delete a Staff Type, follow the steps in Section B1 above to search for the Staff Type. 
 

2 In the search results, select the <Delete> link under the Action column for the Staff Type to be deleted.  
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User Role: Grantee User 
Menu Option:    

 

3 A message will load asking the user to confirm the deletion. Select <Ok> to confirm deletion or 
<Cancel> to make no changes.  

 

 

 

 

 

B5. TA Provider | View HUD Comments 

Authorized users of TA Providers (i.e., Grantee Users with the Staff Rate role as well as CPD 
Representatives assigned to an award can view HUD comments for rates associated with that award in 
DRGR.  

User Role: Grantee User 
Menu Option:    

Purpose: Allow TA Provider to view HUD comments.  

Complete the following steps to review HUD comments: 
 

1 To review HUD comments on a Staff Type, follow the steps in Section B1 above to search for the Staff Type.  
 

2 In the search results, select the <Comments> link under the Action column for the Staff Type to be viewed.  
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User Role: Grantee User 
Menu Option:    

 

3 A page will load where comments can be viewed.  

 
 

 

 

B6. HUD User| Access Review Staff Types 

User Role: HUD User Menu Options:   

Purpose: Allow HUD users to review staff types and rates.  

Complete the following steps to add review staff types and rates: 
 

1 Navigate to the Administration module and locate the User Management menu as described in Section A2 
above. Select <Review Staff Types>.  The “Search Staff Rates to Approve” page will load. 
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User Role: HUD User Menu Options:   

2 On the “Search Staff Rates to Approve” page, enter search criteria and select <Search>.  

 

 

3 In the search results, choose the Staff Rate to be reviewed by checking the box in the “Select” column and 
then select <Review>. The “Review Comments” page will display. 

 

 

 

 

 

 

 

 

 

4 On the “Review Comments” page, HUD users can enter comments and select <Approve>, <Reject>, or 
<Inactive> to approve the Staff Rate, reject the Staff Rate, or inactivate the Staff Rate.  

  

 

 

C. Manage TA Staff  

The System allows authorized users of TA Providers (i.e., Grantee Users with the Staff Rate user role) to 
add, edit, and delete personnel associated with TA Staff Rates approved by HUD. These actions are 
completed using the <Manage TA Staff > link in the Administration module.  
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C1. TA Provider | Search Staff  

Authorized users of TA Providers (i.e., Grantee Users with the Staff Rate role), as well as, CPD 
Representatives assigned to an award can search for staff associated with that award in DRGR.  

 

User Role: Grantee Users  Menu Option:    

Purpose: Allow TA Provider to search existing TA personnel 

Complete the following steps to search existing TA Staff: 
 

1 To search for a Staff Type, navigate to the Administration module and locate the Staff Rates menu. See A1 
above. Select the <Manage TA Staff> link. (Note: If the user does not have the Staff Rate role, then the 
<Manage TA Staff> link is not available.)  The “Manage Staff” page will load.   

 

2 On the “Manage Staff” page, enter search criteria to access the desired Staff Type. See “Add Staff Field” 
table below for description of fields that can be searched. After desired fields are populated, choose 
<Search>. Search results will load.   

 

 

 

 

3 In the search results, the user can sort the results using the headers for the search results.  
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C2. TA Provider | Add Staff  

Authorized Users of TA Providers (i.e, Grantee Users with the Staff Rate role) can add new personnel to 
DRGR. 

 

 

 

 

 

User Role: Grantee User 
Menu Option:    

Purpose: Allow TA Provider to add new staff.  

Complete the following steps to add a new staff: 
 

1 To add staff, navigate to the Administration module, locate the Staff Rate menu. See A1 above. Select the 
<Manage TA Staff> link. (Note: If the user does not have the Staff Rate role, then the <Manage TA Staff > 
link is not available.)  The “Manage Staff” page will load.  

 

2 On the “Manage Staff” page, select the <Add Staff > link. The “Add Staff” page will load. 

 

 

 

 

The remainder of this page is intentionally left blank. 

  

PROGRAM PROCESS RECOMMENDATION: Staff can be added to rates only after the rates are 
approved by HUD. TA Providers must follow the HUD Wage Rate standards. These standards are 
available online at:  

https://www.hud.gov/program_offices/comm_planning/about/cpdta/guidance.  

 

 

https://www.hud.gov/program_offices/comm_planning/about/cpdta/guidance
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3 On the “Add Staff” page, complete all information marked with an asterisk. See “Add Staff Fields” table 
below for guidance on completing these fields.   

 

 

 

4 To save the new staff entry, select <Save>. Or to cancel the entry, select <Cancel> and return to the 
previous page.  
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Add Staff Fields 
All fields marked with an asterisk are required. 

Field Guidance 

Is staff a current DRGR user? * Select “Yes” or “No” to answer the question. 

Select User* Select the name of the DRGR user. If the staff 
person is not a DRGR user, the field is grayed-out. 

First Name*  Enter the name of the staff person. If the staff 
person is a DRGR user and a name was selected 
from the “Select user” field, the person’s name is 
populated. 

Middle Initial Optional: Enter the name of the staff person. If 
the staff person is a DRGR user and a name was 
selected from the “Select user” field, the person’s 
name is populated. 

Last Name* Enter the name of the staff person. If the staff 
person is a DRGR user and a name was selected 
from the “Select user” field, the person’s name is 
populated. 

Title Optional: Enter the title of person. 

Organization Optional: Select the name of the organization for 
which the person works. 

Staff Type*  Select the HUD approved rate associated with the 
person. NOTE: Do not change the associated rate 
for a person, unless there is an actual error. Any 
existing person who gets a new hourly rate should 
be added as a new person in DRGR.   

Status* Status defaults to “Active” but can be changed to 
“Inactive,” if the person and rate are no longer 
used under the TA award. Do not de-activate a 
person unless all reimbursement payments are 
complete, including indirect cost rate 
adjustments, and all associated TA work plans 
have a “Closed” status in DRGR. 

 

C3. TA Provider | Edit Staff 

Authorized users of TA Providers (i.e, Grantee Users with the Staff Rate role) can use the <Edit> option to 
correct mistakes or to change information requested by HUD. Note, however, that users should not change 
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the associated rate for a person unless there is an actual error. Any existing person who gets a new hourly 
rate should be added as a new person in DRGR.  

 

User Role: Grantee User 
Menu Option:    

Purpose:  Allow TA Provider to edit staff types.  

Complete the following steps to edit an existing Staff Type: 
 

1 To edit a staff entry, follow the steps in Section C1 above to search for the staff.   
 

2 To edit information for existing personnel, select the <Edit> link under the Action column for the staff to 
be edited.  The “Edit Staff” page will load.  

 

 

3 On the “Edit Staff” page, edit information as appropriate. Select <Save>  to retain changes. Select <Cancel> 
to cancel the edits and return to previous page. 
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C4. TA Provider | Delete Staff  

Authorized users of TA Providers (i.e., Grantee Users with Staff Rate role) can delete staff in DRGR. Note: 
Staff associated with TA work plans cannot be deleted; users may delete only those staff not associated 
with work plans. 

 

User Role: Grantee User 
Menu Option:    

Purpose:  Allow TA Provider to delete staff.  

Complete the following steps to delete an existing staff: 
 

1 To delete Staff, follow the steps in Section C1 above to search for the Staff. 
 

2 In the search results, select the staff to be deleted under the “Select” column, and then select <Delete> 
under the search results.  

 

 

 

 
 

 

The remainder of this page is intentionally left blank. 
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User Role: Grantee User 
Menu Option:    

3 As noted, only staff that are not associated with an activity can be deleted. If the staff is not 
associated with an activity, then the success message below will load, and the staff entry will be 
deleted. If the staff is associated with an activity, then the user will receive the failed message below.   

 

SUCCESS MESSAGE: 

 
 

FAIL MESSAGE: 
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