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4. Action Plans Module

This section provides information on the purpose and function of the Action Plan Module. It explains
how to access the Action Plan Module, and the contents of the module (Projects, Activities, and
Responsible Organizations).

Below are the key actions and processes related to DRGR Action Plans:

4.1

Add the Action Plan
Confirm Grant Number
Add the Overall Narrative data
Add and edit information on ‘Projects’
Add and edit information on ‘activities’
0 Responsible Organizations
O Narratives & Key Features (i.e. National Objective)
O Budgets
0 Performance Measures
Perform quality check using Review Tools
O Review Flags
O Review Checklist
0 Review Compare Changes to Previous Version

Submit to HUD for Review and Approval

Action Plans

The action plan must be substantially similar to a Grantee’s published plan or substantial amendment.
The action plan set up forms the basis for programs being carrying out by the grantee, and allows the
grantee to access their grant award. In addition, when you create an Action Plan in DRGR you are
establishing a template for information that goes into the Quarterly Performance Report (QPR). If
information is not established in the Action Plan, it will not be available to report on in the QPR.

The Action Plan generally follows a two-step hierarchy, as follows:

Adding major program groupings in DRGR as "Projects"

Adding “Activities” to be assigned to these projects

/ Grant / Action Plan

-

Project 1 J Project 2 J Project 3 J
I:J ™ ctivity 2.4l B Activty 34 |
| Activity 1.8_J | Activity 3.8 |

Activity 3.C J

(&

~
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4.1.1 Initial Steps

Proper set up of an Action Plan is one of the keys to reporting accurately in DRGR. However, before an
Action Plan can be entered into DRGR, the following must take place:

1. Upon submittal of the Published Plan (Disaster Recovery) or Substantial Amendment (NSP), HUD
must decide whether or not to approve the Grant.

2. If the Grant is approved, the primary Grant data is entered into the LOCCS system, which then
informs the DRGR system that a new Grant exists, providing all relevant data.

3. The Grantee is informed of the acceptance of the Published Plan or Substantial Amendment, and is
provided a role, and rights to establish log-in permission for the DRGR system.

4. When the Grantee logs into the DRGR system for the first time, the Disclaimer and Rules of Behavior
must both be accepted.

5. Following this sequence, the DRGR system will show the Action Plan status for the Grant as
‘Overdue’. The Grantee will click the ‘Overdue’ link to add the Action Plan to DRGR.

6. Thereafter, the Grantee must add project and activities in accordance with the Published Plan or
Substantial Amendment.

4.1.2 Add /Edit / View Action Plan
4.1.2.1 Procedure: Adding an Action Plan for the first time
DRGR includes two screens for adding an Action Plan to the system.

Note: In addition to the processes described below, information for the Action Plan can also be
uploaded in DRGR. See Chapter 9 — Data Uploads for more information.

1. Loginto DRGR and accept the ‘Disclaimer.” On the Home screen, select the <Action Plans> link in
the navigation bar.

> This action opens a default “View All Action Plans” screen (Figure 4-1).

Figure 4-1: View All Action Plans screen with ‘Over Due’ Action Plan Status

:Grantee Admin Action Plans Drawdown eports
Action Plans
n Plan . : ‘Over Due’ simply means an Action Plan
N View All Action Plans .
w Al has not yet been added for this grant.
;L“ 1 Page 2 >
arch Grant Action Plan
== State Grantee Name Grant Number —Status 7status QPR
ies FL State of Florida B-05-DJ-12-0001 Active | Reviewed and Add/Edit QPRs
's"cl Page Approved
file
% 2 FL State of Florida B-06-DG-12-0001 Active Submitted - Add/Edit QPRs
o Await for
yorts
Review
; FL State of Florida B-06-DG-12-0002 Active | Submitted - Add/Edit QPRs
= Viewer Await for
aport Review
2 Home
D Home FL State of Florida B-08-DI-12-0001 Active

2. Click the <Over Due> ‘Action Plan Status’ link to add an action plan.

> This action opens the “Add Action Plan — Page 1” (Confirm Grant) screen (Figure 4-2).

Version 2.0 — August 2017 Page 4-2



([ N

Grantee. This screen also provides the user with the ability to add additional activities

he “Add Action Plan” screen allows an Action Plan to be created for a specific

to the Action Plan. It is comprised of two pages. The first page is used to confirm the
Grant for the added Action Plan.

\Once an Action Plan is added to a Grant, it cannot be undone. /

Figure 4-2: Add Action Plan — Page 1 Confirm Grant screen

Me:Grantee Admin Admin Action Plans Drawdown R Reports
Hio Action Plans
ion Plan
View All
- Add Action Plan - Page 1 Help?
ojects
hdd ,
Eearch Please confirm that you want to Add an Action Plan for the Grant listed below.
s Grant Number Grant Description Grant Amount
ilities
jrm:l Page B-08-DI-12-0001 $6,/467,456.00
rofile
Help
ogout l Confirm Grant ] | [ Select New Grant
Reports
ks
PDE Viewer
Bupport
EPD Home
HUD Home

me “Add Action Plan — Page 1” screen includes the following information: \

e Grant Number (Read-Only) — Here you can view and confirm the ‘Grant
Number’ for the Action Plan that is being added to be certain it is the correct
grant.

e Grant Description (Read-Only) - If there is a description of the grant, you
can view it here.

e Grant Amount (Read-Only) — Here you can view and confirm the total ‘Grant
Amount’ for the Action Plan that is being added.

o Clicking the <Confirm Grant> button confirms the grant and opens the
second page of the “Add Action Plan” screen.

K e Clicking <Select New Grant> button takes you back to the “View All Grants'j

3. To continue the ‘Add Action Plan’ procedure, click the <Confirm Grant> button.

> This action opens the “Add Action Plan — Page 2” screen (Figure 4-3).
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Figure 4-3: Add Action Plan — Page 2 screen

Action Plans

Add Action Plan - Page 2 Help?
Grant Number: - Funding Sources
B-11-DMN-01-0001 - Summary of Distribution and Uses of NSP Funds

- How Fund Use Addresses Market Conditions
- Ensuring Continued Affordabilit
- Definition of Blighted Structure

Grant Amount: = Deﬁn_ition of Af_f_ord_able Rents )

$5,000,000.00 - - Housing Rehabilitation/New Construction Standards

! ‘ ' - Vicinity Hiring

- Procedures for Preferences for Affordable Rental Dev.
- Grantee Contact Information

I Add Activity ] | {Save] | { Submit Action Plan ] | [Cancel]

Clicking the <Add Activity> button saves the Action Plan data and opens an “Add Activity” screen.
Clicking the <Save> button saves all entered or edited information about the Action Plan.

Clicking the <Submit Action> button submits the Action Plan to the Field Office for review.

N o v &

Clicking the <Cancel> button cancels all information that has been changed since the Action Plan
was previously saved.

8. In addition to the above actions, Grantees can enter Estimated PI/RLF Funds to establish the Total
Budget for the grant (see Figure 4-4). This estimate is based on the grantee’s analysis of anticipated
Program Income or Revolving Loan Funds, and may be updated periodically as the grantee updates
its estimates. This is the only time the user will enter Program Income separate from Program Funds
in a budget. See Chapter 5 — Drawdown for more information concerning Program Income.

Figure 4-4: Add Estimated PI/RL Funds

LOCCS Authorized Amount: £52,000,000.00
Grant Award Amount: $63,075,000.00
IEslimated PI/RL Funds: | I
Total Budget: £63,075,000.00

9. The second page of the Add Action Plan screen also provides the grantee the ability to add
narratives to the DRGR Action Plan (Figure 4-5). These narratives are similar to the information
provided in the Published Plan or Substantial Amendment and are associated with the specific grant
funding associated with the Action Plan.

10. Finally, the screen also allows you to add funding sources by name and select the funding type for
that source.
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Figure 4-5: Action Plan Narratives (NSP Example)

Summary of Distribution and Uses of NSP Funds:

B 7 = i=
How Fund Use Addresses Market Conditions:

B 7 |:iZ iz
Ensuring Continued Affordability:

B I = 3=

4.1.2.2 Procedure: Editing an Action Plan

The DRGR Action Plan is fluid and may change often. All grantees will, at some point, need to revisit the
information in the Action Plan to make changes. It is important to understand that those changes, even
if minor, will require submission of the DRGR Action Plan to HUD for review and approval, and that until
that review is completed, the grantee cannot submit a QPR. Given this relationship, grantees must work
closely with their HUD CPD representatives to make sure any changes to the Action Plan will not
interfere with the timely submission of the QPR.

The status field for the Action Plan will tell you where you are in the process (see Figure 4-6).

Minor changes can be handled by updating DRGR and resubmitting to HUD for review. Larger changes,
however, may trigger additional public participation requirements. Work with your CPD Representative
to determine if additional public participation is needed.

If the grantee is making several small changes to the Action Plan, they may want to wait until all of the
changes are made and submit the Action Plan once to the HUD Rep for review.

To ‘Edit’ an Action Plan, follow the procedure below:

1. Loginto DRGR and accept the ‘Disclaimer.” On the Home screen, select the <Action Plans> link in
the navigation bar.

> This action opens a default “View All Action Plans” screen (Figure 4-6).
2. Select an ‘Action Plan Status’ link for an Action Plan that can be edited.

» The “Edit Action Plan” screen opens (Figure 4-7) and any data previously entered or omitted can
be edited and saved.

3. Click the <Save> button to save changes to the Action Plan, or click the <Submit Action Plan> to
submit for HUD review.

NOTE: Specific processes for editing Projects and Activities are detailed in Section 4.2.
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Figure 4-6: View All Action Plans screen

Action Plans

View All Action Plans Help?
1Page 2 >
Grant Action Plan
State | Grantee Name Grant Number Status | Status QPR
FL State of Florida B-05-DJ-12-0001 Active | Reviewed and Add/Edit QPRs
Approved
FL State of Florida B-06-DG-12-0001 Active Submitted - Add/Edit QPRs
Await for
Review
FL State of Florida B-06-DG-12-0002 Active | Submitted - Add/Edit OPRs
Await for
Review
Figure 4-7: Edit Action Plan screen
Action Plans
Edit Action Plan
Grant Number: - Funding Sources
B-13-MS5-17-0001 - Disaster Damaage
- Recovery Needs
LOCCS Authorized Amount:
$52,000,000.00
Upload Action Flan
Add Activity | | [Save| | [  SubmitAction Plan | | | Cancel
LOCCS Authorized Amount: $52,000,000.00
Grant Award Amount: $63,075,000.00
Estimated PIfRL Funds: |
Total Budget: $63,075,000.00
Note: Click Ed to drill down activities.
Project # Project Title
RDO1-INFRASTRUCTURE INFRASTRUCTURE
Test2 Test2
Activity Number Activity Title Responsibl
Test2.1 Test2.1 Mercy Portfo
Funding Source Name Funding Ty

|Loca\ funds Other Local ¢

Add Additional Funding Source

Disaster Damage:

The storm system that swept through Chicaga and surrounding suburbs on April 17-18, 2012 produced approximataly 5.5 inches of rain, or the equivalent of = 10- A
year storm. The heavy rains experienced resulted in sewer overflows, basement floods, and backflow of water fram the Chicago River into Lake Michigan.

The excessive rainfall that entered the sewer system could not flow fast enough to 2 wastewater treatment plant or a combined sewer outfall, By early morning of
Agril 18, before the largest rainfall, the Tunnel and Reservoir Plan (TARP) tunnels, also known as the "deep tunnels”, were filled, which resulted in combined sewer
overflows at 132 separate outfall locations. To prevent overland flooding the Metropolitan Water Reclamation District of Greater Chicago (MWRD) and the Army Corp
of Engineers opened the Chicago River controlling locks for nearly 23 hours, leading ta a discharge of over 10.7 billion gallons into Lake Michigan. However, the April
storms produced such heavy rains that the combined severs overflowed and released untreated waste and stormuwater. As sewer water rose above drain openings
that were below street grade, water backed up into homes and other buildings Basement flooding occurred citywide, with the City receiving over 2,500 "water in
basement” calls from rasidents in 49 of the 50 wards.

The floading also significantly impacted Chicage's infrastructure and resulted in the City receiving 571 calls of flooded streets and 32 calls of floaded viaducts.
The Department of Strests and Sanitation relocatad 105 vehicles to remove them from flooded areas. The rain and related flooding caused major road closures,
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Why you may not be allowed to Edit and/or Submit an Action Plan:

In general, grantee users that have been authorized to access a grant should be able to edit
Action Plans. However, grantee users must have the “Submit Action Plan” role to be able to
submit an Action Plan. The following instances may prevent grantee users from editing or
submitting Action Plans:

An Action Plan in a status of ‘Submitted’ cannot be modified: If a grantee user has
submitted the Action Plan, it cannot be edited until a HUD user that can view the grant (e.g.
your CPD Representative) has either rejected or approved the Action Plan. To resolve this
issue, contact your CPD representative.

An Action Plan for a Grant with a QPR in a status of ‘Submitted’ cannot be submitted:
Quarterly Performance Reports (QPRs) depend on data from the Action Plan. Although not
recommended, grantee users can ‘edit’ an Action Plan while a QPR is in ‘submitted’ status.
However, an Action Plan cannot be ‘submitted’ until a HUD user that can view the grant has
either rejected or approved the QPR. To resolve this issue, contact your CPD representative.

An Action Plan cannot be submitted unless the Grantee User has the ‘Submit Action Plan’
role: Only users with the ‘Submit Action Plan’ role can submit Action Plans. Grantee Users
can, however, edit Action Plans, even without the ‘Submit Action Plan’ role. See Chapter 3
Admin for instructions on adding additional user roles.

The Action Plan cannot be edited because: the Grantee is not active, the grant is not
active or you don’t have edit capabilities: Any grantee DRGR accounts designated as ‘View
Only’ cannot edit Action Plans or QPRs. If a grantee or grant is not showing as active in
DRGR, this may be a mistake by HUD DRGR system administrators. Contact your grantee
system administrator or DRGR_Help@hud.gov.

4.1.2.3 Procedure: Viewing an Action Plan

1. Loginto DRGR and accept the ‘Disclaimer.” From the Home screen click <Action Plans> link located
in the navigation bar.

» This action opens the “View All Action Plans” screen (Figure 4-6).

The “View All Action Plans” screen provides the system user the ability to view all of
the existing action plans stored in the DRGR system. This screen also provides the
system user the ability to filter all of the grants returned by ‘State’, ‘Grantee Name’,
‘Grant Number’, ‘Grant Status’, ‘Action Plan Status,” and ‘QPR.’

2. Inthe “Action Plan Status” column, click applicable Action Plan.

» This action opens the “View Action Plan” screen (Figure 4-8).
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mailto:DRGR_Help@hud.gov

Login ID:HONGSU
Role:HQ Admin

-V Al
- Lookup Consolidated Plans
- Downlead Actien Plan

- Review Tools

Projects
- Add Projact
Search/Edit Project

TA Work Plans
Search/Review TA Work Plan

Figure 4-8: View Action Plan Screen

Action Plans
View Action Plan

Back to Previous Screen

Grant Number:
B-97-NU-38-0005

Grantee Name:
Devils Lake/Ramsey County, ND

LOCCS Authorized Amount:
$3,500,000.00

Grant Award Amount:
$3,500,000.00

Estimated PI/RL Funds:
$0.00

Total Budget:
$3,500,000.00

Action Plans

Drawdown

Jisaster Damage
Recovery Needs

- Isaster N

- View Recovery Needs

= VIRW ALTION FIgn LOTNITIgn

View Action Plan History

view Checklist History

Reports

Help?

Project #| Project Title

" Grantee Activity #" Activity Title

2999

Restricted Balance "

No activities in this project

BCKT

Bucket Project

[E

J1

» The links to the right of the Grant Number allow you to jump to various areas on this screen to
read related Action Plan information.

> In addition, this screen shows the Project and Activities previously entered in the system.

» The <Back to Previous Screen> button navigates to the previous screen that the user last

viewed.

4.1.2.4 Procedure: Download PDF / Print Action Plan

1. Loginto DRGR and accept the ‘Disclaimer.” From the Home screen click <Action Plans> link located
in the navigation bar.

» This action opens the “View All Action Plans” screen (Figure 4-6).

2. Inthe “Action Plan Status” column, click applicable Action Plan.

» This action opens the “View Action Plan” screen (Figure 4-8).

3. Click the <Download Print Version> link in the Action Plan menu on the left navigation column.

4. The user will have the option to ‘open’ or ‘save’ the Action Plan download as a PDF document
(Figure 4-9), which can be printed.

Figure 4-9: Action Plan Download — PDF Document

Action Plan
Grantee:

Grant:

Los Angeles County, CA

B-08-UN-06-0502

LOCCS Authorized Amount:
Grant Award Amount:
Status:

Estimated PI/RL Funds:

Total Budget:

$ 16,847,672.00
$ 16.247,672.00
Reviewed and Approved

$ 200.000.00

$ 17,047,672.00

Funding Sources
Ne Funding Sources Found

Narratives

Areas of Greatest Need:

NSP Contact Information: Jurisdiction(s}: Los Angeles County Jurisdiction Web Address:
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4.1.3 Action Plan Review Tools and Submission

After an Action Plan is added or edited (including the addition of Projects and Activities — see Section 4.2),
the Action Plan must be submitted for HUD review. The Action Plan Review Tools screen provides the
following tools to complete Quality Assurance/Quality Control of the Action Plan prior to submitting:

» Review Tools (Section 4.1.3.1)

> Review Active Flags (Section 4.1.3.2)

» Displaying Changes from Prior Action Plan Review (Section 4.1.3.3)

» Action Plan Checklist (Section 4.1.3.4)

» Action Plan Submission Comments (Section 4.1.3.5)

Review Table 4-1 below for Action Plan Review Features Work Flow for both Grantee and HUD users.

Table 4-1: Action Plan Review Features Work Flow

Location Location Feature Function
Grantee HUD

Edit Action Action Plan Active Flags Grantee users can see a summary of flags from the Review Tools

Plan - Review Review function. Note that grantee users edit Flags from the HOME module.

Tools Screen Screen HUD reviewers can see all active flags related to the Action Plan and
provide comments on those flags.

Action Plan Grantee users can view the checklists and see any auto-populated

Review Checklist | answers that may warrant fixes prior to Action Plan submission.
HUD reviewers can edit the Action Plan Review Checklists.
Comment boxes are provided and some questions are auto-
completed. Additionally, some questions may be mandatory and
will need to be completed prior to submission.

Display Changes Grantee and HUD users can view a comparison of the current and

Comparison previous version of an Action Plan.

2. View Functions Grantee users can ‘View’ Action Plan Submission and Review
Comments, Review Checklists, Flags, and Prior Version Changes in
the Review Tools link.

HUD wusers can ‘View’ Action Plan Submission and Review
Comments, Review Checklists, Flags, and Prior Version Changes on
the Review Action Plan screen.

Edit Action N/A Submission Grantee users can now provide submission comments when they

Plan Screen Comments submit their Action Plan. The submission comments will enable
grantees to provide a summary of changes in the new or updated
Action Plan, and/or convey any other information they deem
relevant to the HUD reviewer.

N/A Review Review HUD reviewers can provide review comments on Action Plans and

Action Plan Comments activities to communicate information to grantees or request
Screen specific edits to the Action Plan prior to approving or rejecting the
Action Plan.
Supporting HUD reviewers can attach supporting documents to the Action Plan
Documents Review to supplement documentation or share information.
Action Plan HUD reviewers update the status of an Action Plan from the
Status “Review Action Plan screen” (no change in Release 7.13).
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Note: only DRGR users with the “Submit Action Plan” user role will be able to submit the Action Plan.
See Section 3 — Admin for information on how to add roles to user profiles.

Grantees should use Review Tools to perform Quality Assurance/Quality Control prior to Action Plan
submission (Section 4.1.3). HUD Users should use Review Tools to assist with Action Plan reviews (refer
to (Section 4.1.4). Figure 4-10 shows the basic work flow of Action Plan submission and review.

Figure 4-10: Action Plan Submission and Review Work Flow

REVIEW ACTIVE FLAGS REVIEW ACTIVE FLAGS

Resolve flags or enter remediation comments. Review active flags and remediation comments
provided by grantee,

USE THE DISPLAY CHANGES FEATURE REVIEW THE DISPLAY CHANGES FEATURE

Review the changes since the grantee’s last
submissian.

Review the changes for accuracy and
completeness,

REVIEW THE CHECKLIST COMPLETE THE CHECKLIST
Preview HUD's Review Checklist to identify

i-cues that need to be addressed. Use the checklist to complete a thorough

Feview.

TARGETED REVIEW

Perform a review, as usual. Target new
activities, activities with known issues, and
activities not otherwise identified by the new
review tools.

ENTER SUBMISSION COMMENTS

Enter submission comments to provide a
summary of changes made and to share
important information to assist with review.

APPROVE OR REJECT

SUBMIT YOUR ACTION PLAN! Based on your review, enter Review Comments
and approve or reject the submission.

4.1.3.1 Procedure: Accessing Review Tools

1. Loginto DRGR and accept the ‘Disclaimer.” On the Home screen, select the <Action Plans> link in
the navigation bar.

» This action opens a default “View All Action Plans” screen.

2. Click on link in Action Plan Status column to reach “Edit Action Plan” screen (Figure 4-11).
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Figure 4-11: Edit Action Plan Screen — Action Plan Status

Action Plans
View All Action Plans Help?
1 Page 2 >
Grant =
State Grantee Name Grant Number Action Plan Status QPR
Status
50} Mew Jersey B-98-DD-34-0001 Close Submitted - Await for Review QPRs
Review
ND Mew Jersey -08-DN-34- Active Modified - Resubmit When || Review QPRs
Ready
08} Bergen County, MJ B-08-UN-34-0101 Active Modified - Resubmit When | Review QPRs
Ready
N1 Jersey City, NJ B-08-MN-34-0101 Active Modified - Resubmit When | Review QFRs
Ready
N1 Mewark, N1 B-08-MN-34-0102 Active Reviewed and Approved Review QOPRs
N1 Paterson, M B-08-MN-34-0103 Active Reviewed and Approved Review OPRs
NI Union County, N1 B-08-UN-34-0102 Active Submitted - Await for Review QPRs
Review
NI Newark, NJ B-05-CN-MI1-0009 Active Reviewed and Approved Review OPRs
NI Housing Authority of Camden City B-09-CN-MNJ-0010 Active Reviewed and Approved Review QPRs
NI Camden Redevelopment Agency B-09-CN-MNJ-0008 Active Modified - Resubmit When || Review QPRs
Ready

3. Once “Edit Action Plan” page loads, click <Review Tools> link on left navigation bar (Figure 4-11).

Figure 4-12: Edit Action Plan Screen — Review Tools Option

Roterantas Adn [ tome | pdmin | i [ owdown [ o | Reots | G |
Role:Grantes Admin Action Plans QPR Reporis Crants

Action Plans

Action Plan

- Lookup Consolidated Plans Edit Action Plan Help?

- View Action Plan

lan

- Review Tools Grant Number: - Funding Sources

' ‘:d‘i‘ps “ - Distribution and and Uses of Funds

Teeemmes - Definitions and Descriptions

| pauch/bdit B LOCES Authorized Amount: - Low Income Targeting

— $51,470,620.00 - Acquisition and Relocation

Responsible Organization - Public Comment

- Add

- Search | Upload Action Pan

- Upload

Utilities d : 3

N ity Save Submit Action Plan Cancel Edit Action Plan

Y btpige ET 1]

- Profile

- Subscriptions

- Help

- FAQ LOCCS Authorized Amount: £51,470,620.00

- Logout Grant Award Amount: £51,470,620.00

- Reparts

PL/RL Funds: §1,242,779.93

Links Total Budget: £52,713,399.33

- CPD Systems Login

- EDE Viewer Note: Click B to drill dowm activities.

- Gbh

D o Project # Project Title Project Budget
1 NSP Rehabilitation 4$21,815,709.70
B: NSP Acquisition $13,361,192.25

Clicking on the “Review Tools” link reveals Grantee Submission Comments, HUD Review Comments,
HUD Review Supporting Documents, Display Changes and Review Checklist links and list of Active
Flags (Figure 4-12). Individual Review Tool features are described in subsequent sections.

Note: HUD users can also access “Review Tools” prior to Action Plan submission on the HUD review
screens.
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Figure 4-13: Action Plan Review Tools Screen

Review Tools

Grant Number:
B-93-D0-34-0001
Grantee HName:

Meve Jarsay

Grantee Submission Comments:
Nane

HUD Review Comments:

Nane

HUL Review Supporting Documents:

Moane

Display Changes

Dizplay chanqes from prior aporoved raview

Review Chechdist
Reyiew Chackl]

Flags

Active Action Plan Flags:

Mane

Active Project and Activity Flags:

Moane

4.1.3.2 Procedure: Reviewing Active Flags

1. Loginto DRGR and accept the ‘Disclaimer.” On the Home screen, select the <Action Plans> link in

the navigation bar.

» This action opens a default “View All Action Plans” screen.

2. Click on link in Action Plan Status column to reach “Edit Action Plan” screen (Figure 4-11).

3. Once “Edit Action Plan” page loads, click <Review Tools> link on left navigation bar (Figure 4-12).

4, All “Active Action Plan Flags” and “Active Project and Activity Flags” are displayed towards the

bottom of the “Review Tools” screen (Figure 4-13).

Note: Detailed steps related to resolving and remediating active flags are described in Section 2:

Home Screen of the User Guide.
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Figure 4-14: Review Tools Screen — Flags

Review Tools

Grant Number:
B-98-DD-34-0001
Grantes Name:

Maw larsay

Grantee Submission Comments:

Mane

HUD Review Comments:

Mane

HUD Review Supporting Documents:

Mane

Display Changes

Display changes froin prior Bpproved rewiew

Review Checldist
Beview Checkd

Flags
Active Action Plan Flags:
Mane

Active Project and Activity Flags:

Mare

4.1.3.3 Procedure: Displaying Changes from Prior Approved Review

1. Loginto DRGR and accept the ‘Disclaimer.” On the Home screen, select the <Action Plans> link in
the navigation bar.

> This action opens a default “View All Action Plans” screen.
2. Click on link in Action Plan Status column to reach “Edit Action Plan” screen. See Figure 4-11 above.

3. Once “Edit Action Plan” page loads, click <Review Tools> link on left navigation bar. See Figure 4-12
above.

4. Click <Display Changes from Prior Approved Review> link and a new window will open to display a
side-by-side comparison of the Action Plan comparing the current version of the Action Plan from
previously submitted Action Plan.

As shown below (Figure 4-15), the top of the screen will provide the number of differences between the
two versions. All changes will be highlighted in the rows that follow. Information in the current Action
Plan is displayed in the left column “Current” and previously entered information is displayed in the
right column “Prior”.
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Figure 4-15

: Displaying Changes from Prior Approved Review

Number of differences: 50 differences from 25 lines.

Current

1

ietion Flan

rantee: New Jersey

Grant: B-03-DF-24-0001

Grant Rward Ameuns: 51,470,€20.00

LOCCE Grant Rmount: 51,470, 620.00

Prior

(5

hetien Plan

Grantes: New Jersey

Grant: E-0E-DN-34-0001

Grant Award Imount: 51,470,820.00

LOCCS Grant Amcunt: 51,470,€20.00

-8 F=tin;:ed FI: 1,247, 778.93

9

10

m

Estimated BI: 1,241} 779.%3 I

Total Budget: §2,71E,35%.33

g

10

Total Budget: 52,712,3558.33

4.1.3.4 Procedure: Viewing/Downloading Action Plan Review Checklist

1.

Log into DRGR and accept the ‘Disclaimer.” On the Home screen, select the <Action Plans> link in

the navigation bar.

> This action opens a default “View All Action Plans” screen.

Click on link in Action Plan Status column to reach “Edit Action Plan” screen. See Figure 4-11 above.

Once “Edit Action Plan” page loads, click <Review Tools> link on left navigation bar (Figure 4-12).

Click link for “Review Checklist” to access new screen displaying the Action Plan Review Checklist
(Figure 4-16).

Figure 4-16: Review Tools Screen — Review Checklist

Review Tools

Grant Number:
B-33-DD-34-0001
Grantee Name:

Mew Jersay

Grantea Submission Comments:
Moane
HUD Review Comments:

Mare

HUD Review Supporting Documents:

Mare

Display Changes

Display changes from prior aporoved review

Review Checldist
o '

After new screen load, click on “Review Checklist” to view the checklist items.

> This action load the review checklist and a legend of icons (Figure 4-17).

To view supporting data for questions that are auto-completed by DRGR, click the icon to the right

of the question.
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> This action will load a new screen showing supporting data for the auto-completed answer.
7. Click <Download> to create PDF version of the Action Plan Review Checklist.

Figure 4-17: Action Plan Review Checklist

Review Checklist (Action Plan):

Grant Number: B-08-UN-34-0102

LEGEND:
b Warning

[ Pre-caleutated

4 Manual Input

 View Supporting Data
* Nandatory

Status Seq Question Text/Answer/Comments

Section: Areas of

Greatest Need
Doea the submission identify a neighborhood or neighborhoods as being Y
areas of greatest need with amn individual or awverage combined index
score for the grantees identified target geography that is not less than
it Yes
50 1 No
Venhcabon on Page
Comments
Section: Distribution
annd Use of Funds
Does the submission contain a narrative deacribing how the distribution Y
and uses of the grantees NS5P3 funds will meet the requirements of
Section 2301 (c) (2) of HERA, that funds be distributed to the areas of W

The following describes Review Checklist icons:

> Mandatory questions are annotated on the edit checklist page with the following icon: (*). Review
checklists cannot be submitted if the user has not entered mandatory questions.

» Questions that are mandatory and do not have a response will be displayed with a warning icon as
follows: (‘='=1'«).

» Some question responses may be auto-computed by the system and are depicted with the following
icon: (E2). If a response to a checklist question is auto-computed, then the system displays a non-
editable answer. Although auto-computed responses may not be edited, the user can add comments.

Lt

» Non-auto-computed question responses are depicted with the following icon: ().

» Some questions can be configured to display the supporting data associated with the question, if
applicable, to show the basis for the auto-computed responses. Auto-computed responses with
supporting data will be annotated with the following icon: ( @). On selection of this icon, the system
will open a new window to display the supporting data.

4.1.3.5 Procedure: Submitting an Action Plan

Action Plans start in ‘Original — In Progress’ status when they are added to the system. They will stay in
this status until submitted (when status changes to ‘Submitted — Await for Review’). At this point, HUD
CPD Representatives will review the Action Plan and either approve the plan or reject it. If rejected, the
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Action Plan will be in a status of ‘Rejected — Await for Modification’ and will be available for grantee
edits. Once edited, status will change to ‘Modified — Resubmit when Ready’ until the plan is
resubmitted by the grantee. Once approved, an Action Plan will show a status of ‘Reviewed and
Approved’.

Follow the steps below to submit an Action Plan:

1. Loginto DRGR and accept the ‘Disclaimer.” On the Home screen, select the <Action Plans> link in
the navigation bar.

» This action opens a default “View All Action Plans” screen.

2. Select an ‘Action Plan Status’ link for an Action Plan that can be edited.

» The “Edit Action Plan” screen opens.

3. To enter Action Plan submission comments as a grantee user, enter narrative in “Action Plan
Submission Comments” text box located at the bottom of the “Edit Action Plan” screen and click
<Save> (Figure 4-18).

Note: Once entered, “Grantee Submission Comments” appear on the “Review Tools” display for both HUD
users and grantee users.

Figure 4-18: Action Plan Submission Comments

Role:Grantes Admin ‘ Action Plans Drawdown -

Action Plans

Action Plan

- Lookup Consolidated Plans Edit Action Plan
- View Action Plan
- Download Action Blan
- Review Tools Grant Number: - Funding Sources
Projects B-08-DN-34-0001 -

i - Distribution and and Uses of Funds
- Add Project - Defipitinns apd Deccrint
[ Gearchibdi St LOCCS Authorized Amount:
- Upload Project

$51,470,620.00

Responsible Organization Action Plan Submission Comments:
- &dd
- Search Upload Action Plan
- Upload
Utilities AddActvity | | [Save| | [ Submitd]
- Print Page ! L
- Profile
- Subscriptions

- Onle

Add Activity | | Savel | | Submit Action Plan | | Cancel Edit Action Plan

4. Click the <Submit Action Plan> button (Figure 4-19).

> This action opens the “Create Email” screen (Figure 4-20) with a “Success: Action Plan has been
saved” message and enables the user to notify the reviewer(s) that the Action Plan is ready for
review.
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Figure 4-19: Submit Action Plan screen
Action Plans

Edit Action Plan

Grant Number: - Funding Sources
B-13-M5-17-0001 - Disaster Damage

- Recovery Needs
LOCCS Authorized Amount:

$52,000,000.00

Upload Action Flan

Add Activity | | [Save | | |  SubmitActionPlan | | | Cancel

Figure 4-20: Submit Action Plan screen

Create Email

@: Action Plan has hc@

=Indecates Required Field
Note: Multiple email addresses must be separated by a semi-colon. For Example: abe@hud.gov; xyz@hud.gov

akhificaci.com

srekhifcaci.com

*Subject:
Grant1-EDSC; Stale of ngnl;ﬂ AP Subrmatted - Awail Tor Resaew, VA b4

Message:

Send || Cancel

5. Select the <To> or <Cc> button to add additional recipients to the email.

> This action takes the user to the Email search page (Figure 4-21). On this page, users can search
for additional recipients to add to the email.

Figure 4-21: Email Search screen

Admimnm

Email Search

Search Criterta

ML O e State f Tertory: Grantee:
St Dipbon w Sabect Opton -

Last Maame: First Hame:

(] [

5661 Record{s) Displaying 1 throwsgh 10

First Praw 123145678910 Mext Last

Select HUD Gifice State Grantes Last Hamie First Hami Email
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6. Inlieu of being added to an email for notification of Action Plan submission, DRGR users can create a
subscription to be notified each time an Action Plan is submitted for review. This process is

summarized below:

» Click the <Subscriptions> link in the Utilities menu (Figure 4-22). This action opens the “Manage
Subscriptions” page.

Figure 4-22: Subscriptions

Utilities
- Print Page
- Profile

- FAQ
- Logout
- Reports

» On the “Manage Subscriptions page, click <Add Subscription>. This action opens the “Add
Subscription” screen (Figure 4-23).

Figure 4-23: Add Subscriptions screen

Add Subscriptions pslp
"Endicwisn Requited Tieid
Logim Bz User Hamse:
TO=0GA Joe Dos
Sub=cription Name Event Lewel Association opt *Submission Date
Ackon Plan Approwal Grnt  =| B-25-DS-00 In/Out | 0517/2004

o001 - Pyl e

Snlect

Save || | | Cancal

» On the “Add Subscriptions” screen, the user will need to do the following to add an Action Plan
subscription

1. Enter a name for the subscription.

2. Select <AP Review> from the ‘Event’ dropdown menu.
3. Select <Grant> from the ‘Level’ dropdown menu.
4

Associate the applicable grant number with the subscription by clicking the <Select>
button, searching for the grant and clicking the <Assign Selected Grant> button on the
“Grant Search” screen.

5. Selecting <In>under the ‘Opt In/Out’ heading.
6. Enter a date for the subscription to begin under the ‘Submission Date’ heading.

7. Click <Save> to complete the subscription.

4.1.4 HUD Review of Action Plan

HUD Reviewers must review and approve or reject submitted Action Plans. HUD review will be specific
to the grant appropriation and will focus on the compliance of the Action Plan with grant requirements,
check for accuracy of information and will also be a means for the HUD Reviewer to understand how the
grant program is structured.
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As part of this review, HUD Reviewers should utilize the “Review Tools” feature to access the Action Plan
Checklist, display changes to the current version of the Action Plan, provide comments on active
activities and flags, enter overall review comments, and attach supporting documents. Features of the

Review Tools are listed below:

e Accessing Review Screen and Review Tools (Section 4.1.4.1)

e Review Active Flags (Section 4.1.4.2)

e Displaying Changes from Prior Action Plan Review (Section 4.1.4.3)

e Complete Action Plan Checklist (Section 4.1.4.4)

The following chart includes HUD Action Plan Submission Review

tips (Figure 4-24).

Figure 4-24: HUD Action Plan Review Work Flow

REVIEW ACTIVE FLAGS

provided by grantee.

Review active flags and remediation comments

submission.

REVIEW THE DISPLAY CHANGES FEATURE
Review the changes since the grantee’s last

COMPLETE THE CHECKLIST

review.

Use the checklist to complete a thorough

TARGETED REVIEW

review tools.

Perform a review, as usual. Target new
activities, activities with known issues, and
activities not otherwise identified by the new

APPROVE OR REJECT

Based on your review, enter Review Comments
and approve or reject the submission.

4.1.4.1 Procedure: Accessing Review Screen and Review Tools

1. Loginto DRGR and accept the ‘Disclaimer.” On the Home
screen, select the <Action Plans> link in the navigation bar.

» This action opens a default “View All Action Plans”
screen.

2. Click on link in Action Plan Status column to reach “Review
Action Plan” screen (Figure 4-25).

» The action loads the Review Screen where the Action
Plan can be approved or rejected.

3. Once “Review Action Plan” page loads, click <Review
Tools> link on left navigation bar (Figure 4-25).

/Difference between “Review \

Screen” and “Review Tools”

Review Screen: Standard
screen where HUD Users
approve/reject Action Plan and
access/perform review
functions.

Review Tools: “View Only”
summary of all grantee and

QUD user review actions. /
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Figure 4-25: Review Action Plan Screen

Action Plans

Review Action Plan
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4. Clicking on the “Review Tools” link reveals a “view only” view of Grantee Submission Comments,

HUD Review Comments, HUD Review Supporting Documents, Display Changes and Review Checklist
links and list of Active Flags (Figure 4-26).

Figure 4-26: Action Plan HUD Review Tools Screen

Review Tools

Grant Mumber:
B-38-DD-34-D001
Grantee Name:

Mew lJersey

Grantee Submission Comments:
Mare
HULD Review Comments:

Mare

HUD Review Supporting Documents:

Mane

Display Changes

!}!.DIa chanqes from prior Bporowed review

Review Checkdist

P P

Flags

Active Action Plan Flags:

Mane

Active Project and Activity Flags:

Mane
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4.1.4.2 Procedure: Reviewing Active Flags

1. Loginto DRGR and accept the ‘Disclaimer.” On the Home screen, select the <Action Plans> link in
the navigation bar.

» This action opens a default “View All Action Plans” screen.

2. Click on link in Action Plan Status column to reach “Review Action Plan” screen (Figure 4-25).

3. Once “Review Action Plan” page loads, click <Review Tools> link on left navigation bar (Figure 4-27).
» The action opens the “Review Tools” screen.

4. All “Active Action Plan Flags” and “Active Project and Activity Flags” are displayed towards the
bottom of the “Review Tools” screen.

Figure 4-27: Review Tools Screen — Flags

Review Tools

Grant Number:
B-33-DD-34-0001
Grantee Mama:

Mew Jersay

Grantee Submission Comments:
Mane

HUD Review Comments:

Mane

HUD Review Supporting Documents:
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Display Changes

Display chandges rom prior Bpprowved revienw

Review Checklist

Review Chackl]

Flags
Active Action Plan Flags:
Mane

Active Project and Activity Flags:

Mang

4.1.4.3 Procedure: Displaying Changes from Prior Approved Review

1. Loginto DRGR and accept the ‘Disclaimer.” On the Home screen, select the <Action Plans> link in
the navigation bar.

> This action opens a default “View All Action Plans” screen.
2. Click on link in Action Plan Status column to reach “Review Action Plan” screen (Figure 4-23).

> The action loads the Review Screen.

Version 2.0 — August 2017 Page 4-21



3. Click <Display Changes from Prior Approved Review> link to open a new window displaying a side-
by-side comparison of the current version of the Action Plan and the previously approved Action
Plan.

As shown below (Figure 4-28), the top of the screen will provide the number of differences between
the two versions. All changes will be highlighted in the rows that follow. Information in the current
Action Plan is displayed in the left column “Current” and previously entered information is displayed
in the right column “Prior”.

Figure 4-28: Displaying Changes from Prior Approved Review

Number of differences: 50 differences from 25 lines.

Current Prior
- 1 |kction Flan 1 |Action Plan
2 z
3 | Brantee: New Jer=ey 3 |Grantee: New Jersey
4 4
% | Grant: B-08-DK-24-0001 5 |Gramt: E-0E-DN-34-0001
€ | Grant Award Rmount: 51,470,620.00 € |Grant Award Amoumt: 51,470,€20.00
LOCCS Grant Emeunt: 51,470, 620.00 7 |LOCCE Grans Amount: 51,470,€20.00
I - § |Estimased PI: 1,242/ 77582 d |Eatimated PI: 1,241,779.53 I
- 5% | Tetal Budget: 52,71Z,335.%3 % |Total Budges: 52,712,399.33
1 10

4.1.4.4 Procedure: Completing Action Plan Review Checklist

1. Loginto DRGR and accept the ‘Disclaimer.” On the Home screen, select the <Action Plans> link in
the navigation bar.

» This action opens a default “View All Action Plans” screen.
2. Click on link in Action Plan Status column to reach “Review Action Plan” screen (Figure 4-29).

» The action loads the Review Screen.

Figure 4-29: Action Plan Review Screen: Review Checklist

Add documents in support of Review

Supporting Documents * Valid file extensions are: .png .gif .jpg .jpeg .doc .docx .xls .xlsx .ppt .pptx .pdf
None

Add Additional Documents | Remove Selected Document

Review Checklist

B3 General Questions 4] Edit
EJ Grant Level Review H Edit
Project Level Review i ] Edit
Activity Level Review i Edit
Infrastructure Activities Il Edit
Housing Activities 4] Edit
Economic Activities [l Edit
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3. Click <Review Checklist> (Figure 4-29)

> This action loads the “Review Checklist.” The Review Checklist content will be specific to the
grant program for the Action Plan under review.

4. Click on the “Edit” link for a Review Section.

» This action loads the “Review Checklist - Section” where the user can answer individual checklist
questions (Figure 4-30).

Figure 4-30: Action Plan Review Checklist — Section

Review Checklist (Action Plan):

Grant Number: B-08-UN-34-0102

LEGEND:
b Warning
[ Pre-calculated
& Manual Input
View Supporting Data
* Mandatory

Status Seq Question Text/Answer/Comments

Section: Areas of
Greatest Need

Does the submisegion identify a neighborhood or neighborhoods as being ,
areas of greatest need with an individual or average combined index
score for the grantees identified target geography that is not less than v

Yes
& 1 No
Venfication on Page

Comments

Section: Distribution
annd Use of Funds

Does the submission contain a narrative describing how the distribution ,
and uses of the grantees H5P3 funds will meet the requirements of
Section 2301(c) (2) of HERA, that funds be distributed to the areas of v

| Save Checklist | | Cancel | [ Return to Previous Page |

|
5. Click <Save Checklist> after completing the Review Checklist (Figure 4-30).

The following describes Review Checklist icons:

> Mandatory questions are annotated on the edit checklist page with the following icon: (*). Review
checklists cannot be submitted if the user has not entered mandatory questions.

» Questions that are mandatory and do not have a response will be displayed with a warning icon as

follows: (’-'J“ﬁ).
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> Some question responses may be auto-computed by the system and are depicted with the following

icon: (E2). If a response to a checklist question is auto-computed, then the system displays a non-
editable answer. Although auto-computed responses may not be edited, the user can add comments.

L i

Non-auto-computed question responses are depicted with the following icon: ( /).
Some questions can be configured to display the supporting data associated with the question, if
applicable, to show the basis for the auto-computed responses. Auto-computed responses with

supporting data will be annotated with the following icon: ( @). On selection of this icon, the system
will open a new window to display the supporting data.

4.1.4.5 Procedure: Approving/Rejecting Action Plans

1.

Log into DRGR and accept the ‘Disclaimer.” On the Home screen, select the <Action Plans> link in
the navigation bar.

> This action opens a default “View All Action Plans” screen.

Click on link in Action Plan Status column to reach “Review Action Plan” screen. See Figure 4-23
above.

Enter narrative in “Action Plan Review Comments” after completing review and attached supporting
documents (Figure 4-31).

To approve or reject the Action Plan, change the status in the “Status” drop down box and click
<Save Review> (Figure 4-31).

Figure 4-31: Approving/Rejecting Action Plan

Refer e ™R " | cowdow
RolesFo User | Admin Action Plans Drawdown |

Action Plans

Review Action Plan

Badkln Pravious Serean

Grant Number: Grani
B-08-UN-33-0102 Unian

LOCCS Autharized Amount: Grant Award Amount:
$2,801,755.00 $2,501,755.00

Total Budget:

Ext
$0.00 $2,601,755.00

Action Plan Review Comments
Radas vi: dato cazzestisn. This fov ahoul have axissed

Add documents in support of Review

Supparting Documents * Vaid flie
Nane

are: png .gif pg Jpe .dor .docx .xis xlsx i pptx pdf

fdd addltional Documents | Rem:

4.1.4.6 Procedure: Viewing Action Plan Review History

The following procedures describe how to access archived reviews of Action Plans.

1.

Log into DRGR and accept the ‘Disclaimer.” On the Home screen, select the <Action Plans> link in
the navigation bar.
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> This action opens a default “View All Action Plans” screen.

2. Click on link in Action Plan Status column to reach “Review or View Action Plan” screen. Once “Review

or View Action Plan” page loads, click <Review Tools> link on left navigation bar.

» The action opens the “Review Tools” screen (Figure 4-32).

3. Select any item for review (e.g. display changes, review checklist, active flags, etc.)

Note: The Action Plan Review History is also located at the bottom of the View Action Plan and Review

Action Plan screen.

Figure 4-32: Review Tools Screen

Review Tools

Grant Number:
B-93-DD-34-DD01
Grantee Name:

Mew Jarseay

Grantee Submission Comments:
Mare
HUD Review Comments:

Hare
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Display Changes

Display changes from prior approved resiew

Review Checklist
Review Checkl]

Flags

Active Action Plan Flags:

MNane

Active Project and Activity Flags:

Hane

HUD Review Supporting Documents:

4.2 Projects and Activities

After adding the Action Plan, the next step is to add projects and activities.

Note: Responsible Organizations — or organizations responsible for carrying out an Activity — must be
added to the system to complete Project and Activity set up. Grantees must designate a Responsible
Organization when adding an Activity (optional at the Project level). More information about adding
Responsible Organizations is found in Section 4.3.

4.2.1 DRGR Project versus Activities

e Projects are entered first. Activities are entered second and must be assigned to Projects.

e Projects are used to group activities by categories such as major programs outlined in the
Disaster Recovery Published Plan (Housing, Economic Development, Infrastructure) or eligible

use categories for NSP.
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/M: Some grantees may see a Project called “Restricted Balance” pre-loaded into
their DRGR data. This is a special project used by HUD to ensure it has all of the
required information before the grantee has access to its entire award. Grantees can
only access funds in published plans approved by HUD. Other funds from a grant

award may be placed in the Restricted Balance Project

e If activities are added under the Restricted Balance project, drawdowns cannot
be made on them until they are moved to other projects

e Only a HUD Super User can reduce the Restricted Balance project budget so
K activities can be re-assigned to other projects by grantee users /

e DRGR activities should be broken out, at minimum by, responsible organization, national
objective, activity type, and multifamily properties (as applicable).

o If a Grantee knows all Project and Activity budgets, both Projects and Activities can be entered
into DRGR. If a Grantee (primarily states and urban counties) uses a competitive process to
make funding awards, known Project budgets can be used to enter Projects, but Activities
should not be entered until a funding award/budget is known.

4.2.2 Add / Edit Projects

Projects serve as organizational structures under which specific activities are set-up. Projects are
associated with a Grant, and Grants can have one or more Projects. Projects are typically set up as major
activity categories corresponding to a Published Plan. For NSP grantees, HUD recommends setting up
projects that correspond to NSP eligible uses.

Note: In addition to the procedures described below, Projects can be added or edited using the DRGR
upload function. See Chapter 9 — Data Uploads for additional details.

4.2.2.1 Procedure: Adding a Project

1. Loginto DRGR and accept the ‘Disclaimer.” From the Home screen click <Action Plans> link located
in the navigation bar.

» This opens the “View All Action Plans” screen.
3. Click the <Add> link located in the “Project” section of the left navigation column.

» This action opens the “Add Project” screen (Figure 4-33).
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Figure 4-33: Add Project screen

Project

Add Project Help
Financial Data

LOCCS Authorized Amount: $10,000,000.00
Grant Award Amount: n/a
Estimated PI/RL Funds: $0.00
Total Project Budget Amount: nfa
Available for Project Budget: $0.00
Total Amount Budgeted to Activities in this Project: n/a

* Grant #:

B-08-MN-33-0100 v

* Project #:

* Project Title:

* Description:

* Project Budget Amount: [] Revolving Loan Fund Project Effective Date: Project End Date:
$
Select Date [=x: mm/Sdyyyy] SmiectOate [mx: mmy 83 yyyy)
* Project Status: HUD Block Drawdown HUD Block Drawdown Date:
—Open “

3. The Grantee must add Project information for all fields marked with an asterisk (*). The Add Project
screen includes financial information at the top of the page, including the budget amount available
for the Project to be added. This information is calculated based on other Projects and Grant
information previously entered in DRGR.

4. The ‘Project #, ‘Project Title’ and description are designated by the Grantee. It is recommended to
use naming and numbering conventions that are easily identifiable and/or that relate to other
systems a Grantee uses.

5. The ‘Project Budget Amount’ must be identified, and must follow the budget rules shown below. In
addition, the budget amount must include both Program Funds (grant funds) and Program Income.
DRGR does not provide for a separate delineation of PF and Pl funds at the Project (or Activity) level.

6. The ‘Revolving Loan Fund’ (RLF) checkbox should be selected only as applicable. RLF Projects can
only include Activities with a single Activity Type.

7. The ‘Project Status’ must also be designated. Note: a Project cannot be ‘Cancelled’ if the Project
contains activities with a status other than ‘Cancelled.’

8. The ‘HUD Block Drawdown’ and ‘HUD Block Drawdown Date’ are HUD designated items, but are
shown for the Grantee’s awareness. HUD may block draws at the Project (and Activity) level. In
addition, HUD may designate a ‘Block Drawdown Date’. This date can be used to show the end date
of the 24-month expenditure period for applicable CDBG-DR grants.

9. Click the <Save> button at the bottom of the page (not shown) to complete the Project add process.
Following a ‘Save’, the “View Project” screen opens displaying the information that you entered on
the “Add Project” screen (Figure 4-34).

Note: Responsible Organizations may be designated at the Project level, but this is not required
(Responsible Organizations must be associated with Activities). See Section 4.3 for more information
about Responsible Organizations.
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/ Project Budget Rules \

The total of all Project Budgets for a Grant must be must be equal to or less than
the total Grant Budget (including Estimated PI/RL funds).

The budget for each Project must be less than or equal to the amount ‘Available
for Project Budget’ when added to DRGR.

The budget for each Project must be greater than or equal to the sum of all
Activity budgets associated with that Project.

The budget for each Project must be greater than or equal to zero. /

/

Figure 4-34: View Project screen with Newly Added Project data

Project

View Project

* Project successfully added.

Financial Data

Grant Amount: $13,742,000.00
Grant Returned Amount: £0.00
Total Project Budget Amount: $600,000.00
Available for Project Budget: $13,142,000.00
Total Amount Budgeted to Activities in this 50.00
Project:

Grant #:

B-94-DF-20-0001

Project #:
65342

Project Title:
Reconstruction

Description:
Reconstruction of housing for private victims

Project Budget Amount:
$600,000,00

Project Status:
Open

Name of the Organization Carrying out Project: Organization Category:
EMPORIA Unknown

| View Activities |

4.2.2.2 Procedure: Editing a Project

1. Loginto DRGR and accept the ‘Disclaimer.” From the Home screen click <Action Plans> link located
in the navigation bar.

2.  From the “View All Action Plans” new screen, click <Search/Edit Project> link in the left column
‘Projects’ navigation box (Figure 4-35).
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Login ID:TOO7GR
Role:Grantee

Project

Figure 4-35: Search for Projects screen

Admin Actlon Plans

Search for Projects

Search Critarla

Seaich | | [ Feset
!

Drawdown QPR -
Heip?
Pruject Title: Granl &:

| Belect

Search Tips for DRGR

From the “Search for Projects” screen, the following types of searching are available:

e Blank search: Enter no criteria and click the <Search> button. This brings up all of
the data in the system under projects, activities, etc. (depending on what you are
searching for).

e Partial search (recommended): Enter partial data in any field to return all data
matching the partial data search. This search type is helpful if the full or exact
project title or project number is not known.

k e Exact search: Data must be entered exactly as it was saved in the system.

N

/

3. Following your search, the “Search for Projects” screen recycles and lists all Project information
associated with your search.

4. Select the Project you wish to edit, and then click the <Edit> link in the ‘Action’ column that
corresponds with the desired Project (Figure 4-36).

Figure 4-36: Search for Projects screen with Project information

Project

Search for Projects

Search Cntena
Project #:

Search | | | Resal

link that is in
the right ‘Action’ column

and in the row for the
Froject desired.

Results Page 1 of 1 (6 projects found)

Grantee Project # Project Title 5.!‘.:113

8-08-

CMLH:""’]"'L NSP-Admin 4/903 Administration | UN-17-
ounty. 0005

B8-08-

C""":*"']*"_ BUCKET BUCKET UN-17-
AL 0005

McHenry cancel cancel uﬁ-tﬁ‘-

County, IL 0005

Help?
Grant #: Grantee:
B-08-UN-17-D005
Project Disburmegd
Budget Action
Amount Status
Amount

$308,569.00 $37,455.84  Open View

50.00 Open |Edit | View |

$0.00 Open |Edit | View | Delste

5. This action opens the “Edit Project” screen (Figure 4-37). From this screen, Project information can
be entered or edited. Users must click <Save> to save all edits.
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Figure 4-37:

Edit Project screen

Edit Project

Financial Data
LOCCS Authorized Amount:
Grant Award Amount:
Estimated P1/RL Funds:

Total Project Budget Amount:
Avalable for Project Budget:

Total Amount Budgeted to Activities in this Project:

Help?

$3.085,695.00
$3,085,695.00
$1,365,511.50

5443, 96600
£145,511.50

$439,120.65

* Grant #:
B-08-LIN-17-0005

* Project #:
NSP-Admmn 4903

* Project Tithe:
Admmnistration

* Descriplion:

* Project Budget Amount:
447 086 00

* Project Status:
Opan -

McHenry County
Salect Responsible Organization |

Redum bo Search Projcls |

Revolving Loan Fund

HUD Block Drawedown

MHame of the Organization Carrying oul Project:

Claar Responsible Organization

Enter (or edit) project information.

When finished, click <Sawe> button.

Project Effective Date: Project End Date:

ain (xS YY) sie (s /e yrey)

HUD Block Drawdown Date:
aiz e il vy

Drganization Calegory:
Local Government

Wit Hislony | Wiaind Acinabes

6. To Delete a Project, click the <Delete> link shown in Figure 4-36.

Note: a Project may only be deleted if there are no activities associated with the project and the

project has a zero budget.

4.2.3 Add /Edit Activity

After Projects have been added, activities may be added and associated with those Projects. Activities

are one of the main building blocks of DRGR for grantees. Most accomplishment data is collected at the
activity level and all drawdowns are done at the activity level. Breaking out your grant program into the
right number of DRGR activities is essential to getting the system to work correctly.

Activities can be broken out in a number of different ways. Grantees should work with their HUD Field
Office representatives to figure out how to break out activities in the most efficient and useful way

possible. For all grantees —regardless of size of award — it is essential to map out the Activities offline
first to determine the number of Activities and their assignment to Projects.

The following elements should be considered when determining the number of activities to use:

e Responsible Organization: This breakout will help the grantee track the performance of specific
organizations responsible for carrying out the Activity.

e Activity Type: Although some activities may fit in more than one category, in general, Activities
should be assigned to the “end use” of the activity.

e National Objective: All Activities must be assigned a National Objective. This will demonstrate
the benefits for funded Activities and also show HUD and other stakeholders how the grantee is
meeting certain requirements, such as low-moderate income benefit.

e Multifamily (as applicable): HUD recommends that each multifamily complex has a separate
activity in DRGR. However, it is recommended that grantees aggregate single-family units into
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one activity based on the aforementioned categories (national objective, activity type and
responsible organization).

Note: In addition to the procedures described below, Activities can also be added or edited
using the DRGR upload function. See Chapter 9 — Data Uploads for additional details.

4.2.3.1 Procedure: Adding / Editing an Activity - Page 1

1. Loginto DRGR and accept the ‘Disclaimer.” From the Home screen and click <Action Plans> link
located in the navigation bar.

» This action opens the “View All Action Plans” screen (Figure 4-38).

Figure 4-38: View All Action Plans screen

Action Plans
View All Action Plans Help?
Grant c
State Grantee Name Grant Number Action Plan Status | QPR
Status
IL State of Ilinois B-97-DU-17-0001 Close Modified - Resubmit | Add/Edit QPRs
When Ready
IL State of Ilinois B-95-DR-17-0001 Close Original - In Add/Edit QPRs
Progress
IL State of Ilinois B-93-DF-17-0001 Close Original - In Add/Edit QPRs
Progress
IL State of Ilinois B-94-DF-17-0001 Close Original - In Add/Edit QPRs
Progress
L State of Ilinois B-08-DN-17-0001 Active Reviewed and Add/Edit QPRs
Approved

2. Click the applicable <Action Plan Status> link.

If the Action Plan Status is either Original — In Progress, Modified — Resubmit When Ready
or Reviewed and Approved, the Grantee User is allowed to make further additions or edits
to Activities.

» This action opens the “Edit Action Plan” screen (Figure 4-39).
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3.

Figure 4-39: Edit Action Plan screen

Action Plans

Edit Action Plan

Grant Number:

Grant Amount:
$91,141,478.00

- Funding Sources
- Areas of Greatest Need

- Distribution and and Uses of Funds
- Definitions and Descriptions
- Low Income Targeting

- Acquisition and Relocation
- Public Comment

®| ISavel | | Submit Action Plan l | [Caﬂcel‘
\____w__/

Grant Amount:
Estimated PI/RL Funds:
Total Budget:

Note: Clicktn drill down activities.

B Project#
Local Admin 21A
NSP #1
Activity Number
Alachua Cnty 01
w g UgFe 2 g o

Click the <Add Activity> button.

$91,141,478.00
$5.679.494 47
$96,820,972.47

Project Title

Local Admin

Homeownership -120% AMI

Brtes oo

il

Activity Title

Acquisition

Help?

Project Budget
$6,330,098.83

$34,082,658.13

Activity Budget Deli
$692,871.81

TRy P Sy W

ol

» This action opens the “Add Activity — Page 1” screen (Figure 4-40). There are two pages in DRGR
for adding or editing an Activity. The first page establishes the basics of the Activity: Budget,
Start/End Date, Activity Type, National Objective, Project to which the Activity will be assigned,
etc. All fields marked by an asterisk (*) are required in DRGR in order to ‘Save’ or ‘Continue to

Next Screen.’

a

f you click an “Activity Number” (shown above), this opens the “Edit Activity — Page 1”
screen, which is identical to the “Add Activity” screen with the exception that data has
already been entered. Grantee users can Edit data already entered on this screen, or add
missing information.

The Edit process continues exactly as the Add process with the same screens, but in an Edit
kmode rather than an Add mode.

\
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Figure 4-40: Add/Edit Activity — Page 1 screen

T st I S NS T N
Action Plans
Edit Activity - Page 1 Help?
+ Warning: Editing an activity may affact any QPR’s with a status of 'In Progress’ or 'Rejectad’.
*Indicates Required Fiekd
l Continue to Neset Screen | | Save Activity | Cancsl
Grant Number: View Existing Activities:
B-13-DS-34-0001 Select Option v
View Activity Details
*Activity Ty 3
Clearance and Demolition v
Block Drawdown: Blocked by: Block Drawdown Date: Blocked by:
Blocked by Grantee
Activity Draw Block by HUD Tyler Bridges ' 12/30/2018 Tyler Bridges
Project Draw Block by HUD 05/14/2015 Robert Harland
*National Objective: *Total Budget:
4 [2.351.88282 (ex: 995,999.99)
Most Impacted and Distressed Budget:
4 500000 (ex: 959,999.59)
*Grantee Activity Number: *Projected Start Date:
NCR-EDA-D&H-CLEARANCE-UN 05132013
Select Dty (&x: mmyddfyyyy)

First, select an ‘Activity Type.’ This selection will determine applicable performance measures on
Page 2 of the Add/Edit Activity screen. Activity Types should be selected based on the “end use” to
consolidate multiple phases of a particular undertaking. For example, if an NSP Grantee will be
acquiring, rehabilitating and selling a property, the most appropriate Activity Type would be
“Rehabilitation/reconstruction of residential structures”.

The ‘National Objective’ is selected via a dropdown menu and corresponds to the CDBG National
Obijectives. In DRGR, “N/A” should be selected for Administrative activities.

The ‘Grantee Activity Number’ and ‘Grantee Activity Title” are selected by the Grantee. Since draws
will be performed at the Activity level, a grantee may want to include their financial codes for each
Grantee Activity Number for ease of tracking, identification and reconciliation of financial
information.

As with Projects, Activities can be blocked by HUD, and will be shown with a checkmark next to
‘Block/Restricted by HUD’. Activities can also be blocked at the Grantee level by the Grantee
Administrator. If an Activity is blocked by the Grantee Administrator, it will be shown as ‘Blocked by
Grantee'.

‘Total Budget’ must be entered by the Grantee. The budget must include both Program Funds (grant
funds) and Program Income. DRGR does not separately specify PF and Pl funds at the Activity level.
The Activity budget must not exceed the total available budget for the Project associated with the
Activity (see number 8 below). The Grantee may need to make adjustments to Project budgets or
other Activities associated with the Project to accommodate a new Activity and budget.

Note: When editing an Activity, and moving the Activity from one Project to a different Project, the
<Adjust Project Budget> radio button can be used to automatically adjust the Project budget when
the Activity is moved (Project budget reduces where the Activity is moving from, and increases
where the Activity is moving to).

Most Impacted and Distressed (MID) Area Thresholds apply to Community Development Block Grant
— Disaster Recovery grantees (CDBG-DR) only.MID fields in DRGR are not applicable to
Neighborhood Stabilization Program (NSP) grantees or any other grantees that use the DRGR
system.The MID budget for each activity will count towards the MID Treshold Requirement. Grantee
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users must enter a MID budget for each activity that will count toward the MID threshold
requirement by considering the following:

> If an activity is only available in MID areas, the MID budget should equal the Activity budget.

> If an activity is available in MID areas and outside MID areas, the MID budget should equal the
amount of funds budgeted to the MID areas.

» If an activity is not available in MID areas, the MID budget should be left blank or $0.00.
» The MID budget cannot exceed the activity budget.

10. ‘Project # / Project Title’ must be designated by clicking the <Select Project> button and completing
a search for the Project to be associated with the Activity, as follows:

a. Click the <Select Project> button.
» This action opens the “Search for Projects” screen (Figure 4-41).

Figure 4-41: Search for Projects screen
Project

Search for Projects Help?

Search Criteria
Project #: Project Title:

Search Reset
| [Reset]

b. Enter the Project # or Project Title (or partial number or title) and click <Search>.
»  This action re-opens the “Search for Projects” screen with the project search results
(Figure 4-42).

Figure 4-42: Search for Projects screen with search results.

Project
Search for Projects Help?
Search Crnitena
Project #: Project Title:
(o) | (P
Results Page 1 of 1 (8 projects found)
Grantes F_migﬂ Project Title Grant = Proj :‘m nt et Eﬂﬁlﬁl.:nﬂ 9—m"§j2 Select
E;:ha:;:F “cg‘”t"" Acq”'s':z;iﬁfhab . B'oea'nbﬁ'”' $25,005,021.52| $10,077,066.61 Open
f::ha:;:r Ac E‘”“’ Administration B'm;&%';' 17= $5,311,304.00 $1,051,229.96 open )
sl:l‘la:;:' BCKT Bucket Project B'OSU'D?:' 17~ $0.00 5.00 Open O
Sl:j?nt;sor A g“i ty Demaolition B-oa;—;;r:- L $479,484.50 $.00 Open O
Sl:lia:;sOF Ac :"':V Financing Mechanisms B-OSD-U%NI_ 14- $25,000,00 £.00 Qpen @]
5.:;:;:': nctciw:-,,f Land Banking B-CISD-D%P\:' A $0.00 $.00 Open (@)
S;:I‘?:;:r ‘"‘c';‘”t"’ Redevelopment B'O%'n%h:'”' $22,292,233.98 $2,496,434.59 Open O
9;:“3:; :' 9999 Restricted Balance B'm;o[;";'”' £0.00 open @)
Select Project [[Cancet ]

c. Click the radio button for the desired Project; and then click the <Select Project> button.
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»  This action returns you to the “Add Activity — Page 1” screen with the added Project

# and Title.

10. After you have completed “Add Activity - Page 1,” click the <Continue to Next Screen> button.

»  This action takes you to the “Add Activity — Page 2” screen (continued in the next

Section).

4.2.3.2 Procedure: Adding / Editing an Activity - Page 2

The second page for adding and editing Activities requires Grantees to designate a Responsible

Organization and to propose performance measures for an Activity.

As previously noted, Responsible Organizations must be added and saved for the grant prior to
designation at the Activity level. Additional information and procedures for adding Responsible

Organizations is found in Section 4

3.

Performance measures will be based on the ‘Activity Type’ selected on the “Add/Edit Activity- Page 1”
(See Section 4.2.3.1). In addition, the type of benefit an Activity is expected to achieve ‘Direct’ benefits —
households or people, or an ‘Area’ benefit is a key distinction for DRGR Activity set up. This distinction
will affect how performance measures are proposed (Action Plan) and reported (Quarterly Performance
Report) in DRGR. Below is a graphic illustrating this relationship; additional details are provided in

Sections 4.2.3.2.1 and 4.2.3.2.2 be

low.

Area Benefit

Direct Benefit

Census Screens
(Households)

Summary
(Persons)

]

Enter Data only at AP

Automatic Actuals in QPR
Projected numbers

equals

FHEQ Screens

(Households and/or Persons)

: Households:
1 Housing Units:
1

Enter Data only
at QPR

Projected #s equal
TOTAL Households

Owners/Renters :
Multifamily/ !
Single Family 1

Enter Data at both
the AP & QPR

Below are the key steps for completing “Add/Edit Activity — Page 2” (Figure 4-43) to complete the Activity

set up (or editing) process. This process is a continuation of Section 4.2.3.1.
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Figure 4-43: Add Activity — Page 2 screen

Action Plans

Edit Activity - Page 2 Help?
[ Edit Previous Screen ] | | Save Activity | | | Cancel | |
Grant Number: View Existing Activities: - Responsible
B-06-DG-22-0001 Select Option » Organization
- Location
Grantee Activity Number: = = : Description
Admin (SAAD) piswhchivigDeiils - Activity
Description
Activity Title:
Admin (SAAD)
Activity Type:
Administration
Organization carrying out activity
Is this activity being carried out by the grantee?: Activity is being carried out by the grantee through
Either directly and/or through contractors —Select— -
No @ Yes
- Select-

: : - - : . Grantee Employees
* Name of the Primary Responsible Organization Carrying out activity: Contractors ploy

Office of Community Development {OCD), Disaster Recovery Unit (DRU) Grantee Employees and Confractors

Select Replace

Each activity listed in DRGR must include the organization responsible for administering the activity. If a
grantee administers an activity itself they may list itself as the responsible organization. If thereis a
grant/sub-recipient agreement that provides assistance for completing the activity and meeting
applicable federal requirements, the name of the organization receiving assistance under this
agreement should be listed as the responsible organization.

1. First, users will designate whether the Activity is being carried out by the grantee, and if so, will
further designate if it is being carried out through ‘Grantee Employees’, ‘Contractors’, or both using
the drop down menu shown above.

2. Next, the ‘Name of the Organization Carrying out activity’ (Responsible Organization) will be
designated by the user by clicking the <Select> button.

» This action opens the “Select Organizations” screen (Figure 4-44).

Figure 4-44: Select Organizations

Responsible Organization

Select Organizations Help?
Search Criteria
Organization Name: City: DUNS #: EIN/TIN #:
State/Territory:

Select Option ¥

[ Search l | [Reset] | [ Cancel l

3. Enter search criteria for the Responsible Organization or leave fields blank to return all Responsible
Organizations saved for the grant; click <Search>.

» This action causes the “Select Organizations” screen to refresh, displaying search results.
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4. Click the radio button for the desired Organization Name, and then click <Select Responsible
Organization>.

» This action re-opens the “Add Activity — Page 2” screen which displays the selected
Responsible Organization (Figure 4-45).

» The grantee has the option of specifying more than one organization (a Subordinate
Organization) to carry out an activity. This is an optional feature but may help the grantee
track the budget and expenditures of each organization.

Subordinate organization functions cannot be used to list multiple UGLGs or
subrecipients; each UGLG or subrecipient must be a separate activity. This is used to
show budgets and self-reported expenditures for organizations such as contractors, if
desired.

It is important to note that only budgets and expenditures will be tracked at the
subordinate organization level in DRGR. Subordinate organization budgets are provided
on the Add Activity screen and expenditures for each subordinate organization will be
recorded in the QPR. This information is not the same as Obligations and Drawdowns.
Obligations and Drawdowns will be aggregated at the activity level; they will not be
tracked down to the subordinate organization.

Some examples of where a Subordinate Organization may be helpful include programs
in which the grantee has awarded a contract to a housing counseling agency or a
consultant to perform program delivery tasks. If these are listed as subordinate
organizations, the grantee can track the budgets and activities for these contracts
without setting up a new activity.

The ‘Primary’ Responsible Organization cannot be deleted. The user is allowed to
delete the Responsible Organization only if no expenditures have been recorded
(non-zero amounts) on the QPR for the selected Responsible Organization.

The user can enter a value in the ‘Proposed Budget’. There are no controls on the
proposed budget amount in DRGR.
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Figure 4-45: Add Activity — Page 2 screen displaying newly selected Responsible Org

Action Plan ’ _—
- View All Edit Activity - Page 2 Help?
Projects
- Add
- Search z = = P
Endle] | Edit Previous Screen | I Continue to Next Screen | Save Aclivity | Cancel
Responsible
Organization
- Add
- =earch Grant Number: View Existing Activities: - Responsible
B-08-MN-48-0001 | Select Option ~| Organization
Utilities - Location Description
BHAE Basa . o . - Activity Description
Ennt Page View Activity Details
- Profile
- Help
: ;_Zgzirtts Activity Type:
e Acquisition - buyout of residential properties
Links Organization carrying out activity
- PDE Viewer :-fhtm: a:;tivl? bl‘a'_l‘ng iarri:d ctl:ul by the grantee?: Activity is being carried out by the grantee through
o > ithar directly and/or through contractors
Support & No I Yes |
- CPD Home
- HUD Home N : S
* Name of the Organization Carrying out activity:
City of Arlington
Select Responsible Organization |

Proposed budgets for Organization carrying out activity :

Select Responsible Organization Name

Organization Type Proposed Budget

IE City of arlington

Unknown /50,00

Add Responsible Organization

1. Grantees can also ‘Associate’ multiple activities in the Action Plan. Associating activities is a way to
link activities that will result in the same beneficiaries to avoid duplication of accomplishments. To
associate activities, select the <Associate New> button on the “Add/Edit Activity — Page 2 (Figure 4-

46).

» This action allows the user to search for and associate multiple activities to create an ‘activity

group’.

» Grantees can create an activity group with multiple activities and mark one of the activities as
‘primary’. The Grantees should only report the projected and actual performance measures

for the primary activity.
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Figure 4-46: Add/Edit Activity — Page 2 screen — Associate Activities

Grantes Activity Number: el Aty Libindy
ETL022

Activity Tithe;
TestRT1022

Activity Typae:
Corstruchon/reconstruction of strests

Dirganization canrying oul activity
Is this acthvity belng carrled cut by the grantes?: Acthwity Is belmg carrled oult by the grantes throwsgh

Githar dirediy andlor tough conbredion
- No Tl

® Mame of the Primary Responsible Organkzation Canrying out activity:
Clagsic Construction of New Orleans Constance Lofts, LLC

Sedact | | Feplece
PFroposed budgets for Organdzations carmylmg out acthity :

Sahect Drganization Mame Drganlzation Typs Proposed Budget
Clariase Cormptriacissn of Naw Oflaard Congtamss Lofea, LLC Fa Proht § 500000 00

Addd Repiace

Assoclated Acthvithes
Mo

Assooate New

Repart Benefil Perfarmance Qy;
irey Benefit @ Dwect Benefit

2. Users can select multiple activities after searching, and click <Save Association> (Figure 4-47).

» This action return to the “Add/Edit Activity — Page 2” screen showing the selected, associated
activities (Figure 4-48).

Figure 4-47: Search Results — Activity Association

Associale Activities

2 Rmcord{s) Duplying 1 theough 2

Select Besponsibde Organizaticn  Activity Type Project ® Groniee Activily # Activity Title Progrom inceme Account
< Gulf Coast Housing Partnarshep Rehabditabon/reconstrscbon of a public improvemsnt REHAB4417 RT 7490 TestRT 7499 HASPLA
¥ ulf Coast Housing Partnershep Plenning REH&BS417 RT9873 TesIRTSE73 Gemaral Account

Ll

Figure 4-48: Search Results — Associated Activities

JAssociated Activities Report Accomplishments Report Beneficiaries

Select Responsible Organization Activity Type Project# Activity# Activity Title PIA Name Primary
| Classic Construction of New Orleans Constance Lofts, LLC Construction/reconstruction of streets CONSTS69 RT2161  TestRT2161  General Account
[Tl Gulf Coast Housing Partnership Rehabilitation/reconstruction of a public improvement REHAB25 RT2812  TestRT2812  General Account
|| Renoir Acres, LP II Administration ADM7686 RT6123  TestRT6123 General Account Y

I Deassociate Selected ] I Assign Selected as Primary l I Associate New l

Report Benefit Performance By:
Area Benefit Direct Benefit

3. Users can select an activity to assign as the primary activity using the <Assign Selected as Primary>
button.

> Users can also add additional activities to the associated group using the <Associate New>
button.

» Selected activities can be ‘deassociated’ by using the <Deassociate Selected> button.
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4. The next step in the activity set up is to select Area or Direct Benefit for beneficiary reporting. This
selection is shown below in Figure 4-49. Direct and area benefit options will mainly affect the type of
beneficiary data that will be entered by grantees for their activities.

Procedures for Direct Benefit and Area Benefit activities are described below in Sections 4.2.3.2.1
through 4.2.3.2.3.

Figure 4-49: Area Benefit and Direct Benefit Selection

* Name of the Primary Responsible Organization Carrying out activity:

Report Benefit Performance By:

Area Benefit Direct Benefit <+

“Housing Units V]

[¥] Multi Family [¥] Single Family

Proposed Accomplishments:

4.2.3.2.1 Direct Benefit Activities

Direct Benefit activities are generally those that will benefit particular households or persons, such as
Relocation Payments and Assistance or Homeownership Assistance. Direct Benefit activities are required
to report on household and/or persons benefitting from the Activity (race, income, female-headed
households). Proposed accomplishments and beneficiaries will form the basis of reporting actual
accomplishments and beneficiaries in the Quarterly Performance Report (QPR). If data is not proposed
in the Action Plan at the Activity level, it will not be available for reporting in the QPR.

Steps for completing the add/edit Activity process for Direct Benefit activities are described below and
are a continuation of Sections 4.2.3.1 and 4.2.3.2.

1. Click the <Direct Benefit> radio button shown in Figure 4-49.

2. Selection of Direct Benefit will allow the user to indicate proposed Performance Measures and
Proposed Beneficiaries. Performance Measures and Beneficiaries are related to the Activity Type
selected on “Add/Edit Activity — Page 1”. The example below shows measures and
accomplishments for a “Rehabilitation/reconstruction of residential structures activity.

3. The User will select <Households> or <Persons> under the ‘Direct Benefit’ heading. This selection
will determine the ‘Proposed Beneficiaries’ — see Figure 4-50 (Households) and Figure 4-51
(Persons).

» Proposed beneficiaries are designated by income group, in categories of ‘Low’, ‘Mod’ and
‘Proposed Total’. Note there is no ‘middle’ income category for NSP activities benefiting
households or persons at greater than 80% AMI. ‘Middle’ income beneficiaries should be
included in the ‘Proposed Total’ (i.e. ‘Proposed Total’ should equal ‘Low’ plus ‘Mod’ plus
‘middle’ income beneficiaries.
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Figure 4-50: Direct Benefit Example (Households)

| LR L IR

Activity Type:
Rehabilitation/reconstruction of residential structures

B OGei? (R0 PP P P ammatrntn, S . i ol ™

Report Benefit Performance By:
Direct Benefit @

@ Households
Renter V| Owner

Housing Units ¥
Multi Family V! Single Family

Proposed Accom plishme_»nts:

-
S e e —
- - = =g - —

S aad i aan o
- r =

Performance Measure Proposed Total

# of Singlefamily Units 190

# of Housing Units

Proposed Beneficiaries:  /
Performance Measure Proposed Total Low Mod

# Owner Households 190 190

# of Households

Figure 4-51: Direct Benefit Example (Proposed Beneficiaries - Persons)

Proposed Beneficiaries:
Performance Measure Proposed Total Low Mod
# of Persons benefitting 169 17 83

4. Asshown in the example in Figure 4-50, the User will select the tenure type: <Renter>, <Owner> or
both. Upon selection of the tenure type, DRGR will include the tenure type (shown as ‘Owner’ in
the example above) in the Proposed Beneficiaries fields. If both ‘Owner’ and ‘Renter’ are selected,
both will appear as Proposed Beneficiary fields.

5. Next, as shown in the example in Figure 4-50, the User will select whether the activity is <Multi
Family> or <Single Family>. As with tenure type, DRGR will include the selected housing unit type
within the proposed Performance Measure fields (shown as ‘# Singe Family Units’ in the example
above.

Note: Proposed totals for Housing Units and Households must be equivalent.

6. In addition to the Performance Measures and Proposed Beneficiary information, the “Add/Edit
Activity — Page 2” screen also includes ‘optional’ Proposed Accomplishments and narrative fields
for Location Description and Activity Description — see Figure 4-52.
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7. As with the Beneficiary data, the list of Proposed Accomplishments is pre-determined based on an
activity’s ‘Activity Type’. Proposed accomplishments are not necessary for administration activities,
and are optional for all other activities (NSP2, NSP3, and CDBG-DR (P.L. 113-2 appropriation)
grantees are required to report on ‘green’ housing features).

> All grantees are strongly encouraged to enter data in the fields as applicable. Using all
applicable performance measures will ensure DRGR captures a full picture of the benefits
your program is providing to the community.

8. Location Description and Activity Description Narrative fields provide additional detail about the
Activity at the discretion of the grantee. Note that for applicable activities, addresses will be entered
in the QPR upon completion of the activity and achievement of a National Objective.

9. The Location Description supports a mapping tool that allows grantees to define the investment
location of the activities by clicking the <Investment Location> link (Figure 4-52). The mapping tool
allows users to upload and draw shapes to identify an activity area.

> This action opens the DRGR Map Viewer in a new browser window.

Figure 4-52: Proposed Accomplishments and Activity Narratives

Froposed - ACCompnsniments:

Performance Measure Proposed Total
# of Properties 210

# of Parcels acquired voluntarily 34

# of Parcels acquired by 18

condemnation
# of buildings (non-residential) 210

Total acquisition compensation to 55
owners

# of Parcels acquired by admin g5
settlement

Location Descriptionf Investment Location
Municipal building at 123 Main Stree

Activity Description:
10. To add activity area shapes, click <Add Shape>.

» This action displays the Add Shapes widget (Figure 4-53). The widget allows creation of up to
15 different shapes on the map.

» Use “New Set” to create a new set or “Add to Set” to add to the existing shapes. Each shape
must be labelled using the “Set Name” text box. Clicking <Add>, causes the system to re-
display the widget to “Add Another”, “Remove” or “Finish”. Select <Finish> to store the
drawn shapes to the database.
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Figure 4-53: Add Shapes Widget
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11. Users can also upload shape files for the activity area by using the following procedure:

a. Open the “Upload Shape File” widget.

b. Clicks the <Browse> button (Figure 4-54)

c. Select the zipped point shape file from the file browser dialog.

d. A window with a progress bar pops up, and the progress bar shows the progress.

The uploaded shapes display in the map viewer.
f. Click the <Finish> button to save the uploaded shape file.
g. A completion message will display upon saving.

Figure 4-54: Browse to Upload Shape

SR e g (s S Sy e— . gl

12. After completing the steps above, click <Save Activity> to save

> This action saves all entered information about the Activity being added and opens the “Edit
Action Plan” screen showing a “Success: Activity has been Added” message.

4.2.3.2.2 Area Benefit Activities - Census

Area Benefit activities are generally those that will provide benefit to all persons in a geographically
defined area. One common Area Benefit activity is infrastructure. For Area Benefit activities, grantees
are required to define the geographic area that will benefit by using U.S. Census data or by using survey
data (see Section 4.3.2.2.3) to determine characteristics of the service area in accordance with CDBG
guidelines.
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The flow chart below shows the options available for setting up an Area Benefit activity using U.S.
Census data and Survey data.

Area Benefit

Survey
Method

Census

1 1 L I
County Code/County Name
geographic area)
| I
County
COdE{County

Name

Census
Tract(s)

Total
Population

I_I_I

All Block Select Specific
Groups Block Groups

Steps for completing the add/edit Activity process for Area Benefit activities using Census data are
described below and are a continuation of Sections 4.2.3.1 and 4.2.3.2.

1. Click the <Area Benefit> radio button shown in Figure 4-55.
Figure 4-55: Area Benefit and Direct Benefit Selection

* Name of the Primary Responsible Organization Carrying out activity:
Report Benefit Performance By:
| Area Benefit O | Direct Benefit O
Housing Units |
Multi Family ¥] Single Family
Proposed Accomplishments:

2. For all Area Benefit Activities, complete any applicable Proposed Accomplishments (dependent upon
‘Activity Type’ selected on “Add/Edit Activity — Page 1”) and Activity narratives. See Figure 4-56 and
Section 4.2.3.1 for additional information about Proposed Accomplishments and narratives.
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Figure 4-56: Area Benefit Proposed Accomplishments and Activity narratives

Report Benefit Performance By:

|Area Benefit @ |

| Census @ Survey |

Housing Units ¥

[¥] Multi Family ] Single Family

Lproposed Accomplishments:

Performance Measure Proposed Total
# of Properties 10
Performance Measure Proposed Total
# of Singlefamily Units 10

# of Multifamily Units 0

# of Housing Units

Location Descriptiunllnvestment Location I

Municipal building at 123 Main Straet

Activity Description:

3. Select the <Census> or <Survey> radio button (Figure 4-56). This selection is a key distinction for set
up of an Area Benefit activity.

4. The process for completing the Census process is described below. For information on completing
an Area Benefit activity using Survey data see Section 4.2.3.2.3.

a. After completing steps 1 through 3 above, click the <ldentify Census Geography> button at the
bottom of “Add/Edit Activity — Page 2” for Area Benefit activities (See Figure 4-57).

Figure 4-57: Area Benefit - Census

[ Edit Previous Screen ] [ [ Save Activity ] [ [Cancel] [ [ Identify Census Geography ”

b. This action opens the “Add/Edit — Identify Census Geography” screen. From this screen, there
are three options for identifying Census data for the Activity.

i. Option 1: the <Duplicate Activity> check box allows you to duplicate a service area from
another activity by selecting the ‘Grant’ and ‘Activity’ to copy from and clicking the <Copy
Activity Area> button (Figure 4-58).

1. Click the <Save Activity> button to save the duplicated activity area and the activity.
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Figure 4-58: Duplicate Activity Area

Action Plans

Add Activity - Identify Census Geography 1

Help?

[ EdiPreviousScreen | | I'_Savem?livny_ I | [Cancel |

“Area Benefit Data
Determined By:

@ Census Survey ;

7] Duplicate Activity \‘/ Grants:| B-08-DN-99-0004 ~ Activities: | NSP1-02 AR SFIEE ~

Service Area is City or County-wide
County Code/County Name Add/Edit Census Tracts Delete
Select Option -

ii. Option 2: If the Activity service area is City or County-wide, select the <Service Area is City or
County-wide> check box. Once selected, a drop-down menu will appear and allow selection
of the applicable City or County (Figure 4-59).

1. After selecting the City or County, click the <Capped> radio button under the ‘Data
Used For Calculation’ heading.

2. Click the <Calculate % Low/Mod> button.

»  This action will refresh the screen with a “Successfully calculated % low/mod”
message and will also display the percentage under the ‘% Low/Mod heading.

3. Click the <Save Activity> button to save the Jurisdiction-wide Activity Area and the

Activity.
Figure 4-59: Jurisdiction-wide Area Activities
Total Number Low: LMISD Date:
No data No data
Total Number Low/Mod: Data Used For Calculation:

No data

& Capped Uncapped

Tolal Population:
No data

%o Low fMod:
No data

Calculale % Low/Mod ad | View Delails

Edil Prewous Screen | Save Aclmly | Cancel

*Area Benefit Data

Determined By:

@ Census Survey
[”] Duplicate Activity Grants: - Activities:

[¥| Service Area is City or County-wide N r

iii. Option 3: the user has the option of adding specific Census Place/Tract/Block Groups to
identify the activity service area. This process is described below.

1. Select a County by using the <County Code/County Name> dropdown menu.
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» Additional counties can be added by using the <Add Another> button.
2. Click the <Add/Edit Census Places and Tracts> button (Figure 4-60).

> This action opens the “Add/Edit Activity — Identify Census Geography 2” screen
(Figure 4-61)

Figure 4-60: Adding/Editing Census Places and Tracts

Action Plans

Add Activity - Identify Census Geography 1 Help?

[ EditPreviousScreen | | [ SaveActvity | | [ Cancel |

*Area Benefit Data
Determined By:
@ Census Survey

Duplicate Activity Grants: = Activities: -
Service Area is City or County-wide
County Code/County Name \/ Add /Edit Census Tracts Delete

031/ I - e

Add Another l Add/Edit Census Places and Tracts T

3. On the “Add/Edit Activity — Identify Census Geography 2” screen, the user must select
the applicable ‘Census Place(s)’ and ‘Census Tract(s)’.

» The user also has the option of selecting one or more ‘Block Groups’ by using the
<Select Block Groups> button, which opens the “Add/Edit Activity — Identify Census
Geography 3” screen (see Figure 4-62).

4. After selecting the Census geographies, click the <Capped> radio button under the ‘Data
Used For Calculation’ heading.

5. Click the <Calculate % Low/Mod> button.

> This action will refresh the screen with a “Successfully calculated % low/mod”
message and will also display the percentage under the ‘% Low/Mod heading (see
Figure 4-62).

6. Click the <Return to the Previous Page Button> to return to the “Add/Edit Activity —
Identify Census Geography — Page 1” screen and click the <Save Activity> button to save
the Census information and the activity.
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Figure 4-61: Selecting Census Places and Tracts
Action Plans

Edit Activity - Identify Census Geography 2

[ Return to Previous Page ] | [ Cancel ]

County: 031 / I

[T select all census places, census tracts, and block groups for this county

Available Census Place(s): Selected Census Place(s):

20000

Available Census Tract(s): Selected Census Tract(s):
20000-000101 - 20000-000102
20000-000301 = 20000-000201
20000-000302 20000-000202

20000-000303
20000-000401 SelactAll >>
20000-000402

20000-000502

20000-000600
20000-000701 - << Remove All

Select Block Groups }

Total Number Low: LMISD Date:
No data No data

Total Number Low/Mod:

Data Used For Calculation:
No data

® Capped ) Uncapped

Total Population:
No data

% Low/Mod:

No data
| [ Calculate % Low/Mod I | [ View Details I
!‘l.l J
[ Return to Previous Page ] | [ Cancel ]
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Figure 4-62: Selecting Block Groups (optional, as needed)

Action Plans
Edit Activity - Identify Census Geography 3

+ Swccessfully calculated % low,/maod.

| FeamwpPeveasPage ) | Canted |

ok Groups
Census Placs-Tract All Block Groups o1 ' o3 04

ar

Total Number Low: LMISD Bate:
09/ 022000

5381

Total Number Low /Had: Data Used For Calculation:
128 # Capped © Uncapped

4.2.3.2.3 Area Benefit Activities - Survey

This section details the process for completing the Add/Edit Activity process for Area Benefit activities
using Survey data. The steps for completing this process are a continuation of Sections 4.2.3.1 and

4.2.3.2. The graphic below shows the general workflow of the Survey process.

Area Benefit

Census

1 1
County Code/County Name
icate Activity’ Jurisdiction-Wide (in order te chosse smaller
geographic area)
| |
County Census
Grantee # Code/County =
Place(s)
Name

o Census
Activity # Tract(s)

Total # Low

Total #
Low/Mod

Total
Population

All Block Select Specific
Groups Block Groups

1. Click the <Area Benefit> radio button shown in Figure 4-63.
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Figure 4-63: Area Benefit and Direct Benefit Selection

* Name of the Primary Responsible Organization Carrying out activity:

Report Benefit Performance By:

| Area Benefit | Direct Benefit

“Housing Units V]
[¥] Multi Family [¥] Single Family
Proposed Accomplishments:
2. For all Area Benefit Activities, complete any applicable Proposed Accomplishments (dependent upon
‘Activity Type’ selected on “Add/Edit Activity — Page 1”) and Activity narratives. See Figure 4-64 and
Section 4.3.2.1 for additional information about Proposed Accomplishments and narratives.

Figure 4-64: Area Benefit Proposed Accomplishments and Activity narratives

Report Benefit Performance By:

|Area Benefit @ |

| Census @ Survey |

Housing Units ¥

| Multi Family V| Single Family

LProposed Accomplishments:

Performance Measure Proposed Total
# of Properties 10
Performance Measure Proposed Total
# of Singlefamily Units 10

# of Multifamily Units 0

# of Housing Units

Location DescriptionIInvestment Location I

Municipal building at 122 Main Straet

Activity Description:

3. Select the <Census> or <Survey> radio button (Figure 4-64). This selection is a key distinction for set
up of an Area Benefit activity.

4. The process for completing the Survey process is described below. For the Survey method, a grantee
may use the Census data or populate the Total Number Low, Total Number Low/Mod, and Total
Population for the system to calculate % Low/Mod.

a. After completing steps 1 through 3 above, enter the proposed ‘Low’, ‘Mod’ and ‘Total Persons’
proposed (see Figure 4-65) based on the survey data. If the user is not adding Census data, the
location can be described in the Location Description narrative field.
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b. Adding Census data under the Survey method is optional. If the grantee wants to use Census
data, click the <ldentify Survey Geography> button at the bottom of “Add/Edit Activity — Page

2” for Area Benefit activities (See Figure 4-65).
» This action opens the “Add/Edit Activity — Identify Census Geography 1” screen.

c. On the “Add/Edit Activity — Identify Census Geography 1” screen (Figure 4-66), select the
<Survey> radio button and then select the State, County and Census Place/Tracts and Block

Groups.

» Additional Census locations can be added using the <Add Another> button.

d. To complete the Activity set up, the Activity can be saved by clicking the <Save Activity> button
on either the “Add/Edit Activity — Page 2” screen or “Add/Edit Activity — Identify Census

Geography 1” screen.

Figure 4-65: Area Benefit Proposed Accomplishments and Activity narratives

Action Plans

Edit Activity - Page 2

Activity Type:

Land Banking - Acquisition (NSP Only)

Organization carrying out activity
“rthi Bl i :

thi

efit Performance By:

Area Benefit @

Census @ Survey

Housing Units ¥

¥ Multi Family ¥ Single Family

Proposed Accomplishments:

Performance Measure

# of Properties

Performance Measure

# of Singlefamily Units
# of Multifamily Units

# of Housing Units

Proposed Total

10

Proposed Total

10
0

it d Wv Tyt "t

Help?

Proposed Benefidaries:
Performance Measure

# of Persons

Proposed Total

11809

6804

2905

Location Description:

Census Tracts 702 and 904

Activity Description:

=
L
i
il

The City will use $2,000,000 to purchase and maintain 10 properties within Census Tracts 702 and 904.
Properties will resold to qualified developers for redevelopment into affordable owner occupied housing.

B I |:

Edit Previous Screen

‘ ||| Save Activity || | ‘ Canc:el| ‘”

Identify Survey Geography

Q"'_';
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Figure 4-66: Area Benefit Proposed Accomplishments and Activity narratives
Action Plans

Edit Activity - Identify Survey Geography 1 Help?

[ Edit Previous Screen ] | [ Save Activity ] | [Cancel]

*Area Benefit Data
Determined By:
O census ® survey

Census Data is Optional. You can also provide Location Description in textual

format on Page 2 BrockiSTonp=
All
State Code County Code Census Place Census Tract Block 01 02 03 04 05 06 07 08 09 10 Delete
Groups
KS - Kansas 015 - Butler County | 20075 - El Dorado 020200 ]
city
-SELECT- v v v ~| O OO0 O|O|0|O0|0|O|d,|nra
Edit Previous Screen I | I Save Activity ] | [Camcell

4.2.3.3 Procedure: Editing an Activity
Editing Activities follows the same workflow and screens as adding activities. As with adding activities,

users can also upload activity edits (see Section 9 — Data Uploads for more information).

This section will describe how to access activities for editing and three special edit processes:
e Deleting an activity
e Moving an activity to a new project

e Changing an activity’s ‘Activity Type’

To access an activity for editing, follow the procedure below:

1. Loginto DRGR and accept the ‘Disclaimer.” From the Home screen and click <Action Plans> link
located in the navigation bar.

» This action opens the “View All Action Plans” screen (Figure 4-67).
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Figure 4-67: View All Action Plans screen

Action Plans

View All Action Plans

State Grantee Name
IL State of Illinois
IL State of Illinois
IL State of Illinois
IL State of Illinois
IL State of Illinois

2.

3.

Grant Number

B-97-DU-17-0001

B-96-DR-17-0001

B-93-DF-17-0001

B-94-DF-17-0001

B-08-DN-17-0001

Click the applicable <Action Plan Status> link.

» This action opens the “Edit Action Plan” screen (Figure 4-68).

Action Plans

Edit Action Plan
Grant Number:
B-13-MS5-17-0001

LOCCS Authorized Amount:
$52,000,000.00

Upload Action Plan

Add Activity | | | Save | | |

Close

Close

Active

Figure 4-68: Edit Action Plan screen

Submit Action Plan

Cancel

LOCCS Authorized Amount:
Grant Award Amount:

Estimated PI/RL Funds:
Total Budget:

Note: Click Ed to drill down activities.

Project #

RDO1-INFRASTRUCTURE
Test2

Activity Number
Test2.1

Click the “Activity Number” link (shown as <Test2.1> above).

Help?

Action Plan Status

Modified - Resubmit

QPR

Add/Edit QPRs

When Ready

Original - In
Progress

Original - In
Progress

Original - In
Progress

Reviewed and

Add/Edit QPRs

Add/Edit QPRs

Add/Edit OPRs

Add/Edit QPRs

Approved

- Funding Sources
- Disaster Damaage
- Recovery Needs

£52,000,000.00
£63,075,000.00

£63,075,000.00

Activity Title
Test2.1

» This action opens the “Edit Activity — Page 1” screen (Figure 4-69). There are two pages in DRGR
for editing an Activity. Users can edit information saved in either page.
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Figure 4-69: Edit Activity — Page 1 screen

Action Plans

Edit Activity - Page 1

*Indicates Required Field

Continue to Next Screen | | | Save Activity | | Cancel |

Grant Number:
B-13-M5-17-0001

*Activity Type:
| Affordable Rental Housing v

Block Drawdown:
[] Blocked by Grantee
Activity Draw Block by HUD
Project Draw Block by HUD

*National Objective:
[LowiMod v|

*Grantee Activity Number:
[Test2.1 |

Activity Title:
‘TestE 1 |

*Activity Status:
‘ UnderWay W

Environmental Assessment:
COMPLETED v

Funding Source Name
Local funds
Matching Funds Subtotal

Other Funds Total

View Existing Activities:
Select Option
View Activity Details

Block Drawdown Date:

*Total Budget:
¢ [1.000.000.00

*Projected Start Date:
(0310712015

Select Date (ex: mm/dd/yyyy)

*Projected End Date:
(030712016

Saelect Data (ex: mmn/ddyyyy)

* Project # [/ Project Title:
Test2 [ Test2

‘ Select Project |

Adjust Project Budget:
® No O Yes

Funding Type
QOther Local Government Funds

Jtex: 999,999.99)

4. After editing the Activity, click the <Save Activity> button to save all edits in Page 1 and/or Page 2.

4.2.3.4 Procedure: Edit Activity - Delete

To delete an Activity, follow steps 1 and 2 above in Section 4.2.3.3.

1. Atthe “Edit Action Plan” screen, click the <Delete> link (Figure 4-70)

> An Activity may only be deleted if the activity has a budget of $0.00.

> If the Activity has a budget greater than $0.00, the Delete link will not be shown.
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Login ID:TO01GA
Role:Grantee Admin

Action Plan
- View A

ficw A
View Action Plan

- Download Action Plan

Projects
- Add Project
- Search/Edit Project

- PDFE Viewer
- Support

- CPD Home
- HUD Home

Figure 4-70: Delete Activity Link

T T

Action Plans

Edit Action Plan Help?
Grant Number: - Funding Sources
B-08-MN-99-0104 - Areas of Greatest Need
- Distribution and and Uses of Funds
- Definitions and Descriptions
Grant Amount: - Low Income Targeting
$10,000,000.00 - Acquisition and Relocation
- Public Comment
Add Activity | | Save| | | Submit Action Plan | | I Cancel ‘
Grant Amount: $10,000,000.00
Estimated PI/RL Funds: $2.000.000.00
Total Budget: $12,000,000.00
Note: click Bl to drill down activities.
4] Project # Project Title Project Budget
NSP1-Admin Administration $1,000,000.00
Activity Number Activity Title Activity Budget Delete
NSP1-Admin Administration $1,000,000.00
NSP1-B-Acq/Rehab B-Acqg/Rehab $6,000,000.00
Activity Number Activity Title Activity Budget Delete
NSP1-B A/R MF DHH LH25 Acq-Rehab Multi-Family LH25 $0.00 Delete
NSP1-B A/R MF DHH LH25 929 Connecticut Acg/Rehab Multi-Family LH25 £3,500,000.00
NSP1-B A/R SF DAH LH25 Acg/Rehab Single-Family LH25 £500,000.00
NSP1-B A/R SF HP LH25 Aca/Rehab Sinale-Familv LH25 $500.000.00

4.2.3.5 Procedure: Edit Activity - Move/Reassign to a New Project

Users may need to reassign an activity to a new project. This may occur if a grantee is restructuring or
reorganizing its Action Plan.

To move/reassign an activity to a different project, follow steps 1, 2 and 3 above in Section 4.2.3.3.

1. Atthe “Edit Activity - Page 1” screen, click the <Select Project> button (Figure 4-71).

» This action opens the “Search Project” screen and follows the same process shown in the
“Add Activity — Page 1” Section.

» After selecting a new project for the activity, the system will return to the “Edit Activity —
Page 1” screen with the new project # and Project Title shown.

2. If the project budget for the destination project (where the activity is moving to) is at the desired
amount and can accommodate the activity budget, then click <No> under ‘Adjust Project Budget’
and <Save Activity> to save the changes.

» If the destination project budget cannot accommodate the reassigned activity, the user will
receive an error message.

3. If, when moving the activity to a new project, the grantee wants to automatically adjust the project
budget without going to the project screen, select <Yes> under ‘Adjust Project Budget.’

» This action will automatically reduce the project budget that the activity was originally
assigned to by the amount of the activity budget. It will then increase the project budget
where the activity is moved to by the same amount.

Version 2.0 — August 2017

Page 4-55



Figure 4-71: Reassign Activity to new Project
Action Plans

Edit Activity - Page 1

*Indicates Required Field

Continue to Mext Screen | | | Save Activity | | | Cancel |
Grant Number: View Existing Activities:
B-08-DF-19-0001 Select Option -

View Activity Details |

*Activity Type: Block Drawdown:
Rehabilitation/reconstruction of residential structures - Blocked by Grantee Blocked/Restricted by HUD
*National Objective: *Total Budget:
Low/Mad - % 1.663.547.00 (ex: 999,999.99)
*Grantee Activity Number: *Projected Start Date:
08-DRH-008-971 09/23/2008
Select Date (ex: mm/dd/yyyy)
Activity Title: *Projected End Date:
Des Moines Repair/Rehab LMI 07112012
Select Date (ex: mm/ddiyyyy)
*Activity Status: * Project # / Project Title:
Completed = 08-DF-Housing / Housing
Select Project
Environmental Assessment: Adjust Project Budget:
COMPLETED ~ @ MNo Yes

4.2.3.6 Procedure: Edit Activity - Change Activity Type

A grantee may need to change an Activity Type entered in error or improve the accuracy of the reported

Activity Type when consolidating different phases of an activity.

To change the Activity Type, follow steps 1, 2 and 3 above in Section 4.2.3.3.

1. Atthe “Edit Activity - Page 1” screen, select the new Activity Type from the drop down menu.

» As shown in Figure 4-72, this action may prompt a warning message if performance measures
have been reported in the Quarterly Performance Report that are not associated with the

new Activity Type (see Section 6 — QPR for more information).
2. Ifthe user wishes to proceed, click <OK> in the warning message box.

» This action will automatically remove the performance measures that are no longer

associated with new Activity Type from the Action Plan and Quarterly Performance Reports.
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Figure 4-72: Edit Activity Type warning message

Action Plans

Edit Activity - Page 1 Message from webpsge [ Halg?

« Warning: Editing an activity QPR is using performance measures associated with this activity type.
Changing activity type will lose gpr performance measures. Select OK

to proceed the change.
*Indicates Required Field

P — e _’_’J Cancel
Conlinue to Nexd Screen e ——————

Grant Number: View Existing Activities:
B-06-DG-22-0002 Select Option
View Activity Details

*Activity Type:
Capacity building for nonprofit or public entities =

Block Drawdown: Block Drawdown Date:
Blocked by Grantee

Activity Draw Block by HUD

4.3 Responsible Organizations

Grantees must identify the organization directly responsible for administering each Activity listed in
DRGR (optional at the Project level). DRGR requires information on these Responsible Organizations,
including the Employer Identification Number/Tax Identification Number (EIN/TIN), DUNS number
and SAM Registration. If the organization does not have a DUNS number, they can obtain one at
http://fedgov.dnb.com/webform.

Note: In addition to the procedures described below, Responsible Organizations can be added or edited
using the DRGR upload function. See Chapter 9 — Data Uploads for additional details.

4.3.1 Add/Search Responsible Organization
There are two ways to add a Responsible Organization:

1. The grantee can add a Responsible Organization (RO) directly using the links in the Action Plan
Module navigation.

2. Alternatively, the grantee can add an RO as they add their Activities, if the RO is not already
listed in the system.

4.3.1.1 Procedure: Add Responsible Organization

1. After logging into DRGR, and accepting the ‘Disclaimer,’ click <Action Plans> tab in the navigation
bar.

» This opens the “View All Action Plans” screen.

2. Click <Add> link in the left column ‘Responsible Organization’ navigation box (Figure 4-73).
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http://fedgov.dnb.com/webform

Figure 4-73: Add RO menu link

Action Plan
- View All
- Lookup Consolidated Plans

Projects

- Add Project
- Search/Edit Project

- Upload Project

Reslionsihle Organization

» This action opens the “Add Organization” screen (Figure 4-74).

Note: The “Add Organization” screen can also be accessed from the “Add/Edit Activity — Page 2”
screen by clicking <Select> under the ‘Name of the Responsible Organization carrying out the
Activity’ heading and then clicking <Add Organization>.

» Users must enter

Responsible Organization

Add Organization

all information marked with an asterisk (*).

Figure 4-74: Add Organization screen

* pease select save button to enable SAM lookup.

| [ cancel

* Indicates required field

1]
[ Jee[ ]

State: __ Select - v

Profile Contact Information
*0Organization Name: First Name:
. Middle Initial:
*0Organization Type:
— Select - ~
= Last Name:
*DUNS #: Ext:
Title:
i : Email:
System for Award Management: % Address Line 1:
status: Address:
Entity DUNS#: CAGE Code: City:
Has Active Exclusion? DoDAAC:
Expiration Date: Delinquent Federal Debt? Zip Code:
Telephone:
Address Line 2:
Associated Grantee
Address Line 3: Grantee:
(=x: Division of Housing)
*City: *State/Territory:

Zip Code:

L]

| [ Cancel

3. After completing the RO Profile and Contact information, click <Save>.

> After you have saved your Responsible Organization information, DRGR opens the “View
Organization” screen, showing your saved input (Figure 4-75).
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Figure 4-75: View Organization screen with new information

Responsible Organization

+ Responsible Organization has been saved.

View Organization

Profile Contact Information
Organization Name: City of Emporia Name: Homer Babcock
Organization Type: Local Government Title: Treasurer

DUNS #: 000000000 Email: hbabcock@sloa.com
EIN/TIN #: 000000000 Address:

Address: Telephone:

Emporia, KS

“ [De\ete] ‘ [ View Activities ]

3. Click <Done> if you have no further edits or additions for this Responsible Organization.
» This opens the “View All Action Plans” screen.
4. Click <Edit> to edit the organization information further.

» This opens the “Edit Organization” screen (which is identical to the “Add Organization screen),
where you can make any edits and then <Save> the new information.

5. Click <Delete> to delete the Responsible Organization.
6. Click <View Activities> to view any activities that are associated with the Organization.

4.3.1.2 Procedure: Validate Responsible Organizations in the System for Award
Management (SAM)

In support of improved management of the Responsible Organizations in DRGR, Grantees can validate
Responsible Organizations registration in the System for Award Management (previously Central
Contractor Registry). All agencies doing business with Federal Government must be registered in SAM.
For more information on SAM, go to https://www.sam.gov.

SAM information can be validated after an RO is saved in the system (follow steps in Section 4.3.1.1). To
edit the RO and validate the SAM registration follow the steps below.

1. Navigate to the “Edit Organization” screen by clicking the <Edit> button after an RO is saved (see
Figure 4-64) or by searching for an RO and selecting the <Edit> link (see Figure 4-76). Additional
information on searching for an RO is provided in Section 4.3.1.3.

» The “Edit Organization” screen includes SAM information, with an activated <Look Up>
button (Figure 4-77).

Figure 4-76: Search Organization screen with Edit link

Responsible Organization

Scarch Organizations Help?

Search Criterla

QOrganization Name: - Clty: - DUNS #:
[Test Resporg |
State/Territary: Associaled Grantes Name:
Sedect Opsion ¥
=
Results Page 1 of 1 (1 Organizations found)
Organization Name City Stale/Territos DUNS # Assodciated Crantes Name Action
Test Resplig Chicago L 123456789 i Migw | Dolete
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Figure 4-77: Edit Organization screen with SAM information

Responsible Organization

+« Responsible Organization has been saved.
Edit Organization

| [ cancel |

* Indicates required field
Profile

*Organization Name:
|Test RespOrg

*Q0rganization Type:
| Mon-Profit V|

*DUNS #: Ext:

[123456789 | | |

System for Award Management: /% Look Up | Address Line 1:
[ ntity | Status:

Entity DUNS#: CAGE Code:

Has Active Exclusion? DoDAAC:

Expiration Date: Delinquent Federal Debt?

2. Click the <Look Up> button to search for a SAM entity.

» This action displays the System for Award search page that allows searching by name, DUNS
number or CAGE code (Figure 4-78). The system returns top ten matching entities based on
the search criteria. When searching by name ensure the search criteria is well defined.
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Figure 4-78: Search Organizations screen with search results

Lookup Entities in SAM
System for Award Search Criteria:

Entity Name:  cac)
DUNS Number:

CAGE Code:

[(Search]| Return to Previous Page

Vour search for Entits :CACT D . Ti
Only limitad number of recards are displayed. Pleas= narrow search and lookup agsin.

[C=gal Business Name|: CACTI TECHMOLOGIES, INC.
DUNS: 004369172
CAGE CODE: 5LWD9
SAM Status: E
[E=galBusiness Namel|: ACACIA LIFE INSURANCE COMPANY
DUNS: 006313179
CAGE CODE: 4ERJ&
SAM Status: A
[C=gsiBusiness Name|: AcACIA II
DUNS: 003616540
CAGE CODE: 5ZXF8
SAM Status: A
[C=galBusiness Name|: KaTHY CACICEDO PHOTOGRAPHY
DUNS: 010834575
CAGE CODE: 61X74
SAM Status: E
[E=gslBusiness Neme|: ADMINISTRACION REHABILITACION VOCACIONAL
DUNS: 011144198
CAGE CODE: SNP46
SAM Status: A
[E=gslBusiness Name|: CACT INC FEDERAL
DUNS: 005682625
CAGE CODE: 1D217
SAM Status: A
[C=gal Business Name|: ACACIA LIFE INSURANCE COMBANY
DUNS: 006313179
CAGE CODE: 4EUHS
SAM Status: A
[C=gal Business Name|: HAIG'"'S DELICACIES, LLC
DUNS: 023195468
CAGE CODE: 521593
SAM Status: A
[E=sSlEisinessName|: CACIOPPE COMMUNICATIONS COMPANIES, INC.
DUNS: 017282674
CAGE CODE: 3KBLO
SAM Status: A
[C=sElEusiness Name|: CACT INTERNATIONAL INC
DUNS: 045534641
CAGE CODE: OHBS2
SAM Status: A
[Seieat |

: CAGE Code: returned following results.

Doing Business As: NA

DUNS_PLUS4: NA View Detais

Address: 2148 RIM RD NA FAYETTEVILLE NC 283146025 USA

Doing Business As: ACACIA GROUP

DUNS_PLUS4: NA View Details

Address: 7315 WISCONSIN AVE STE 1000W NA BETHESDA MD 208143218 USA

Doing Business As: NA

DUNS_PLUS4: NA View Details

Address: 501 N 10TH 5T NA COOS BAY OR 974201801 USA

Doing Business As: NA

DUNS_PLUS4: NA Wiew Detais
Address: 203 SHEARWATER CT W APT 23 NA JERSEY CITY NJ 073055413 USA

Doing Business As: VOCATIONAL REHABILITATION PROGRAM
View Details

DUNS_PLUS4: NA
Address: MERCANTIL PLAZA SUITE 510 NA SAN JUAN PR 009191118 USA

Doing Business As: NA

DUNS_PLUS4: NA, View Details

Address: 14370 NEWBROOK DR NA CHANTILLY VA 201514206 USA

Doing Business As: ACACIA GROUP

DUNS_PLUS4: D001

Address: 7315 WISCONSIN AVE STE 1000W NA BETHESDA MD 208143218 USA

Doing Business As: NA

DUNS_PLUS4: NA Wiew Detais
Address: 25673 NICKEL PL NA HAYWARD CA 945453221 USA

Doing Business As: POSITIONING SOLUTIONS COMBANY

DUNS_PLUS4: NA Wiew Detais

Address: 2314 N 5TH ST NA NILES MI 431201105 USA

Doing Business As: NA

DUNS_PLUS4: NA, View Details

Address: 1100 N GLEBE RD NA ARLINGTON Wi 222015798 USA

3. Use the radio buttons and the <Select> button at the bottom of the page to associate an entity to
associate the SAM information with the Responsible Organization.

> This action updates the RO profile with the SAM information (Figure 4-79)

Figure 4-79: Search Organizations screen with search results

Responsible Organization

View Organization
Profile

Organization Name: CACI
Organization Type: For Profit

DUNS #: 111111111

System for Award Management: -

ESgal Busimess Names A C1 INC FEDERAL

Doing Business As:
DUNS_PLUS4:

Address: 14370 NEWBROOK DR NA
CHANTILLY WA 201514206 USA

View Details

DUNS: 005682625
CAGE CODE: 10217
SAM Status: A

Address:
Arlingtan, CA

[ Return to Search Results

] | EI | |De.ehe| | | View Activibies |

4. Users can see additional SAM data for the organization by clicking the <View Details> button.

> This action displays a browser window with SAM data for the Responsible Organization
(Figure 4-80). Descriptions of the data and fields are shown below.
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Figure 4-80: Search Organizations screen with search results

System for Award Management
View Responsible Org SAM Detail

Legal Business Name: CACI INC FEDERAL . NEWBROOK DR
01514206 USA

Coing Busine:

‘Current Record

Status: A

Business Start Date: 01021975

Registration Date: 2002-02-18 00:00:00.0
Reneswal Date: 2014-04-29 00:00:00.0

Company Divisien:

Company Division =:

Company URL: HTTE://www.caci.com
Delinquent Federal Debt:

DMB Registration Status:

Registration Status:

MAICS Codes: S41330NNNN
Certification Codes: DFDN

SBA Codes:

Dizaster Response String:

Field Descriptions

Delinquent Federal Debt

Whether the entity has current Delinquent Federal Debt, as identified by the Department of Treasury

DNB Registration Status
Dun & Bradstreet Registration Status

NAICS Codes

https://www.census.gov/eos/www/naics/)

North American Industry Classification System (NAICS) codes (for more information see

Certification Codes

EPL D Debarred CCR Registrant ~ This registrant's DUNS is listed as Debarred at the EPLS database.

CTRL_CD EXT_CERICCR_DISPLAY CCR_CODE_DEFINTION

DFD 0 Delinquent Federal Debt Delinquent Federal Debt Flag is set through interface with Treasury (FMS) and updated on a weekly basis.

DFD N No EIN/SSH from this record has been processed by Treasury (FMS), and no delinquent U. S. Federal Debt was found.

DFD U Unknown EIN/SSN from this record has been selected for processing by Treasury (FMS), but no response has yet been received from FMS.

DFD Y Yes EIN/SSH from this record has been processed by Treasury (FMS), and this EIN'SSN has a delinquent debt ta the U. S. Federal Government.
EPL 0 Excluded Parties List EPLS is interrogated for Debarred Status. This can be updated as often as daily with an interface to EPLS.

Small Business Administration (SBA) Codes
CCR_TYP BUS_ SBA CERT_

Ad SBA Certified Small Disadvantaged B
Ab SBA Certified 8A Program Participant
X SBA Certified Hub Zone Firm

JT SBA Certified 8A Joint Venture

Disaster Response String
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Field Descriptions

ANY - Any area

STA - State

CTY - County

MSA - Metropolitan Senvice Area

The possible Disaster Response Serviced Area *CCR Disaster Response explanation:
CCR Disaster Response contains various CCR values that are further defined as noted below.
There will always be a Disaster Response counter field for the number of Disaster Responses in
each record and an additional field for each Disaster Response location set the profile has.

The first three positions of a Disaster Response represent an area senviced code, followed by an
area code. State area codes are two positions, County area codes are five positions and
Metropolitan Service Area area codes are four positions. An area serviced code of "ANY" will not
be followed by an area code. Reference "CCR Extract Support Files" at
http:/fwww.cor.goviccrextracts.aspx for a complete list of possible Disaster Response codes. The
entire field of code, numbers, and delimiters may reach 70 characters as shown below.

... "0003""CTYAL058.MSA1000.STAAL ". ..

0003= Three occurrences

CTY = County code

AL058 = Saint Clair (Per ST_County.csv)
MSA = Metropolitan Service Area code
1000 = Birmingham, AL (Per MSA_List.csv)
STA = State code

AL = Alabama (Per STATE_List.csv)

Breakdown of the example Disaster Response portion shown in the example below:

4.3.1.3 Procedure: Search Responsible Organization (GA, FO, SU)

1. After logging into DRGR, and accepting the ‘Disclaimer,’ click the <Action Plans> tab in the

navigation bar.

> This opens the “View All Action Plans” screen.

Figure 4-81: Responsible Organization Search link

Action Plans

Action Plan

- View All

- Lookup Consolidated Plans

Projects

- Add Project

- Search/Edit Project
- Upload Project

A
- Add

- Upload

Responsible Organization

View All Action Plans
State Granitee Name
VA rogco
VA rogco
VA rogco

2. Click <Search> link in the left column ‘Responsible Organization’ navigation box (Figure 4-81).

» This opens the “Search Organizations” screen (Figure 4-82).

Figure 4-82: Search Organizations screen

Responsible Organization

Search Organizations
Search Criteria
Organizalion Name:

Test HespOrg

State/Territory:

Sedeul Upbon v

[Search | | [Reset

City:

Associated Grantee Name:

Halg?

DUNS #:
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Figure 4-83: Search Organizations screen - Results

Responsible Organization

Search Organizations Help?
Search Criterla
organization Name: . Chy: N DUNS #:
{Tes! ResyOry !
State/ Territory: Associated Grantee Name:

Sedact Oplian v

Gearch | | | Reset

Results Page 1 of 1 (1 Organizations found)
Oraanization Name Clty State/Territory DUNS # Assoclated Grantee Name

Test RespUrg Chicage L 123456789

3. Add enter search criteria (users may add partial information)
4. Click <Search> button.
» This action refreshes the “Search Organizations” screen showing the search results (Figure 4-83).

» Users may edit information, view a Responsible Organization, or delete a Responsible
Organization (if the RO is not associated with an Activity that has drawn funds).
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