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4.0 ACTION PLAN MODULE  

As part of the CDBG program and related programs such as Disaster Recovery CBG and NSP, 
grantees must notify the public about what activities they intend to fund. These documents are 
called Action Plans and Amendments.  They may include a list of specific programs and 
organizations funded.  In other cases, they detail a proposed method of distribution based on an 
analysis of community needs.  The method of distribution may identify areas eligible for funding 
and the types of activities which will be considered.  Action Plans and Amendments for grants in 
DRGR must first be published and the published versions must also be approved by HUD. 

If that Action Plan is approved, a grant agreement is executed and this information is entered 
into the PAS/LOCCS systems by HUD CFO staff in Ft. Worth.  When grantees enter information 
into DRGR for published Action Plans and Amendments, they are listed as part of only one 
DRGR Action Plan for each grant.   The DRGR Action Plan must be submitted for review and 
approval by HUD staff before the grant will be unblocked to permit draws and quarterly 
reporting.  In some cases, grantees will not fully budget the activities in DRGR when the first 
DRGR Action Plan is submitted.  When changes are made, grantees can continue to process 
draws before the DRGR Action Plan is re-approved by HUD.  However, changes in the Action 
Plan must be approved by HUD before each quarterly report can be submitted.   
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4.1 Adding and Editing Action Plans 
 

4.1.1 Organization of the Action Plan Module: Responsible Organizations, 

Projects, and Activities (GA) 

 

Setting up the Action Plan properly is one of the keys to reporting accurately in DRGR.  When 
you create an Action Plan in DRGR you are setting up the list of activities that will be the basis 
of drawdowns and establishing a template for information that goes into the QPR. The key steps 
include:  

1. adding a DRGR Action Plan by confirming the Grant #,  

2. entering narrative on community-level needs,  

3. identifying organizations which will be directly responsible for administering projects and 
activities, 

4. adding major program groupings in DRGR as "Projects", and then 

5. adding ñActivitiesò which will be assigned to these projects. 

Each activity must identify the project it belongs to and the responsible organization that will 
administer it.  Based on that, grantees must enter information on projects and responsible 
organizations before activities.  Responsible organizations can also be listed at the project level, 
but this is optional. 
 

 

 
It is important to understand the relationship between projects and activities in DRGR before 
entering date into the system.  In DRGR, projects often correspond to the list of programs 
outlined in the published Action Plan/Amendment.  When these documents are published, 
grantees may know how much they will allocate to each program or a smaller unit of local 
government.  However, they may not have actually awarded funds to individual programs for 
specific types of activities.  In this case, grantees may enter narratives on community needs and 
list budgets for these higher level allocations as projects in DRGR. 
 

In DRGR, activities are often only entered when awards are made to specific organizations for 
specific types of activities targeted to specific beneficiaries.  DRGR activities should be listed 
separately by 1) Responsible Organization; 2) Activity Type; 3) National Objective; and 4) 
Multifamily properties (if applicable)  
  
For smaller grantees that administer their own activities, they may just have one activity for each 
project.  For larger grantees such as states and urban counties that award funds to smaller units 
of local governments and non-profit organizations, there may be many activities for each 
project.  If a single family housing program run by a particular serves different income groups 
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based on national objective requirements then that program is often listed as two different 
activities in DRGR.  In the same way, grantees must list multifamily complexes separately in 
DRGR.  The following report illustrates a sample of how this might look: 
 
 

 
 

 

If you are unclear on how projects and activities are related, please contact your CPD 
representative or DRGR_Help@hud.gov for additional assistance.  CPD representatives will use 
checklists review the DRGR Action Plan before the grant will be unblocked to permit draws.  
This step is designed to make sure that the information on national objectives, activity types and 
responsible organizations has been entered correctly before draws are made.  Restructuring 
activities is much more difficulty after draws begin. 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.1.2 Adding an Action Plan 
 

After a grantee understands some of the distinctions between DRGR projects and activities, 
they can get started with DRGR Action Plans with a few simple steps.  Adding the Action Plan is 
done by selecting the óOver Dueô link for the grant under the Action Plan status column when 
viewing the list of Action Plans.  After the user confirms the grant number on Page 1, they will 
proceed to Page 2 where they can add community need narratives and other information such 
as responsible organizations and projects. 
 
 

NOTE: If not all of a grant is covered in Action Plans/Amendments that have been 

published and approved by HUD, HUD may put the remaining funds in a 

RESTRICTED BALANCE project.  Grantees can add activities to this project, but 

grantees cannot draw against activities assigned to this project.  Once HUD approves 

additional funding, they may reduce the Restricted Balance project budget and activities 

can be re-assigned to other projects.  DRGR Action Plan Review checklists may be 

used for both blocked grants or restricted balance projects. 

mailto:DRGR_Help@hud.gov
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4.1.2.1 Add Action Plan ï Page 1 

1. Log into DRGR and accept the óDisclaimer.ô  On the ñWelcome/Newsò screen, select the 

<Action Plans> link in the navigation bar. 

ü This action opens a default óView All Action Plansô screen (Figure 1). 

 

2. Click on the <Over Due> óAction Plan Statusô link to add an action plan. 

ü This action opens the ñAdd Action Plan ï Page 1ò Confirm Grant screen (Figure 2). 

 

 
Figure 1: View All Action Plans screen with óOver Dueô Action Plan Status 

 

 

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

ü This action opens the ñAdd Action Plan ï Page 2ò screen (Figure 3).  

 

 
Figure 2: Add Action Plan ï Page 1 Confirm Grant screen 

 
4.1.2.2 Add Action Plan ï Page 2 
 

On the second page of the Add Action Plan screen you will provide specific details about your 
grant to the system similar to those found on Page 1. The Add and Edit versions of this screen 
also provide the user with the ability to add additional activities to the Action Plan after 
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community need narratives (Figure 4 below) have been entered and projects have been set up. 

The screen will also allow you to add funding sources by name and select the funding type for 
that source. 

 

1. Clicking on the <Add Activity > button Saves the Action Plan data and opens an ñAdd Activityò 

screen. 

2. Clicking on the <Save> button Saves all entered or edited information about the Action Plan. 
 

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

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

 
Figure 3: Add Action Plan ï Page 2 screen 

 

5. Grantees should type information into each community needs narrative shown on the screen. 

Grantees should only paste text into these fields if it has been saved as a separate text document 

without formatting using a text editor such as NOTEPAD.  Tables cannot be pasted into these 

fields.  Any outside formatting that gets saved here may include code that prevent later sections 

of the DRGR Action Plan from being viewed. 
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Figure 4: Community Needs Narratives screen 
 

 

 

 

 

 

4.1.3 Editing an Action Plan 
 

In general, grantee users that have been authorized to access a grant should be able to work on Action 

Plans. A few system rules affect whether a DRGR Action Plan can be edited: 

 An Action Plan in a status of óSubmittedô cannot be modified: A grantee user has submitted the 

Action Plan. It cannot be edited until a HUD user that can view the grant has either rejected or 

approved the Action Plan. Contact your CPD representative. 

 An Action Plan with a QPR in óSubmittedô cannot be modified: Quarterly Performance Reports 

depend on data from the most recent DRGR Action Plan approved. The Action Plan cannot be 

edited until a HUD user that can view the grant has either rejected or approved the QPR. Contact 

your CPD representative. 

 The Action Plan cannot be edited because: the Grantee is not active, the grant is not active or you 

donôt have edit capabilities: Any grantee DRGR accounts designated as óView Onlyô will not be 

NOTE: Grantees can enter information using the ADD or EDIT versions on the Action 

Plan.  In both cases, it is important to remember that different types of information is 

added using different links: 

Grantees add/edit responsible organizations and projects by using the navigation links 

on the left side of the page.  

Grantees add/edit community needs narrative and activity profiles on the main part of 

the screen on Edit Action Plan ï Page Two 
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able to 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 and/or DRGR_Help@hud.gov. 

 

To Edit an Action Plan, you simply return to the ñView All Action Plansò screen (Figure 5) and select an 

óAction Plan Statusô link (circled below) for an Action Plan that can be edited.  The ñEdit Action Planò 

screen opens and any data previously entered or omitted can be edited and saved. 

 

 
Figure 5: View All Action Plans screen 

 

4.1.4 Viewing and Printing an Action Plan 

 

The ñView All Action Plansò screen provides the system user the ability to view all of the existing 
action plans stored in the DRGR system.  While the Add/Edit Action Plan pages only allow 
grantee users to see profile of one activity at a time, the View Action Plan and Download Print 
Version of the Action Plan let any user see all the information on the Action Plan at once, 
including all activities. 

This screen also provides the system user the ability to filter all of the grants returned by óStateô, 
óGrantee Nameô, óGrant Numberô, óGrant Statusô, óAction Plan Status,ô and óQPR.ô 

1. Log into DRGR and accept the óDisclaimer.ô  From the ñWelcome/Newsò screen click on the 
<Action Plans> link located in the navigation bar. 

ü This action opens the ñView All Action Plansò screen (Figure 6). 
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Figure 6: View All Action Plans screen 

 

2. In the ñAction Plan Statusò column, click on the Action Plan desired. 
 

ü This action opens the ñView Action Planò screen (Figure 7). 

 

 

 
Figure 7: View Action Plan screen 
 

 

NOTE: The ñView Action Planò screen provides the ability to view Action Plan 

information for a specific Grantee in the DRGR system based on the usersô level of 

access and the overall status of the Action Plan.  The Action Plan can consist of one 

or more activities that will make up the whole Action Plan. 
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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. 
 

You are also able to download a printable version of the complete Action Plan by clicking on the 

<Download Print Version> link in the left column óAction Planô navigation box (circled). 

 

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

 

 

4.2 Adding and Editing Responsible Organizations 

 

Grantees must identify the organization directly responsible for administering each activity listed 
in DRGR.  DRGR requires information on the Employer Identification Number/Tax Identification 
Number (EIN/TIN) as well as the DUNS number from the CCR.  If the organization does not 
have a DUNS, they can obtain one on http://fedgov.dnb.com/webform. 
 

  
 

4.2.1 Adding a Responsible Organization 
 

The Add/Edit Responsible organization screen includes organizational information, including 
DUNS, EIN/TIN and address.  The screen also includes information for a primary contact. 
 

1. Click on the <Action Plans> tab on the main navigation bar. 
 

ü This opens the ñView All Action Plansò screen (Figure 8). 

 

2. Click on the <Add> link located in the ñResponsible Organizationò section of the left navigation 

column (circled below). 
 

ü This action opens the ñAddò screen (Figure 9) 

http://fedgov.dnb.com/webform
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Figure 8: Add Organization Screen 

 

3. Enter the profile and contact information for the organization. 

 

4. Click on the <Save> button at the bottom of the screen to make the changes permanent or <Cancel> 

to start over. 

4.2.2 Editing a Responsible Organization  

Grantees can edit existing responsible organizations using the Search link under the 
Responsible Organization links on the left. 
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Figure 9: Search Organization Screen 
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4.3 Adding and Editing Projects 

 
As indicated above, DRGR projects  often correspond to the list of programs outlined in the 
published Action Plan/Amendments.  For Disaster Recovery CDBG, this is often based on major 
activity categories such as Housing, Infrastructure, Demolition, and Administration.  Since 
DRGR activity types do not match NSP eligible uses, HUD has asked NSP grantees to use the 
eligible uses to group DRGR projects.  This allows HUD to better examine spending and 
compliance requirements for NSP.    

 

Sample DR CDBG Projects 
 

 
 

Sample NSP1 Projects  
 

 

 

4.3.1 Adding a Project 
 

2. Click on the <Action Plans> tab on the main navigation bar. 
 

ü This opens the ñView All Action Plansò screen (Figure 8). 

 

 
Figure 10: View All Action Plans screen 
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5. Click on the <Add> link located in the ñProjectò section of the left navigation column (circled 

above). 
 

ü This action opens the ñAdd Projectò screen (Figure 9) 

 

 

 
Figure 11: Add Project screen 

6. Enter *Grant # under which the Project is to be added. (Example: óB-01-DW-36-0003.ô) 

7. Enter *Project #. (20 characters maximum. Example: ó0001ô) 

8. Enter *Project Title. (20 characters maximum. Example: óAdministrative Costsô) 

9. Enter *Description.  (200 characters maximum).  

10. Enter *Project Budget Amount to be allocated to the Project. (Example: ó1,500,000.00ô ï 16 

       characters and 2 decimal places maximum; commas and decimal places count as characters.) 

 

Note: 
ü Total Project Budget Amount must be equal to or less than the (Grant Amount + Grant Returned 

Amount ï Sum of all Total Project Budget Amount allocated to all Projects within the Grant) 
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ü Total Project Budget Amount must be greater than the sum of all Total Budget of the Activities 

associated with the Project. 

ü Total Project Budget Amount must be greater on equal to zero. 

8. Select *Project Status (Open or Closed) from dropdown Menu (Example: óOpenô:  If the Project is 

      óClosedô then activities cannot be associated to the Project.  A Project cannot be óClosedô if there are 

      activities with status other than óCancelled.ô) 

 

9. Select Name of the Organization Carrying out Project by clicking the <Select Responsible 

      Organization> button. The <Clear Responsible Organization> button removes the selected 

      Responsible Organization. 
 

ü The ñAdd Projectò form is now ready to Save or Cancel. 
 

 

10. Click the <Save> button to Save the Project in the DRGR system. (The <Cancel> button deletes all 

       entered values.) 
 

ü Following a Save, the ñView Projectò screen opens displaying the information that you entered 

on the ñAdd Projectò form (Figure 10). 

 

 
Figure 12: Vi ew Project screen with Newly Added Project data 
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4.3.2 Editing a Project 

1. Following login and acceptance of the óDisclaimer,ô click on the <Action Plans> module link, 

and on the new screen, click on the <Search> link in the left column óProjectsô navigation box 

(Figure 11). 

 

 
Figure 13: Search for Projects screen 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Search Tips for DRGR 
 

THREE WAYS to search: 
 
1. Blank search : Enter no criteria and click on <Search>. This will bring up all of the 
data in the system under vouchers, activities, etc. (depending on what you are 
searching for). 

2. Partial search : This is best. Enter the first fÅ× ÄÉÇÉÔÓ ÏÆ ×ÈÁÔÅÖÅÒ ÆÉÅÌÄ ÙÏÕȭre 
searÃÈÉÎÇ ÆÏÒ ÁÎÄ ÔÈÅ Ϸ ÓÉÇÎȢ 4ÈÉÓ Ȭ×ÉÌÄÃÁÒÄȭ character will pull up all data that shares 
those first few digits. You can also enter partial data without the wildcard. 

3.Exact search: Data must be entered EXACTLY as it was entered in the system. 
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2. Following your search, the ñSearch for Projectsò screen recycles and lists all Project information 

associated with your search. 

3. Select the Project you wish to edit, and then click on the <Edit> link in the óActionô column that 
corresponds with the desired Project (Figure 12). 

 

 
Figure 14: Search for Projects screen with Project information 

 

ü This opens the ñEdit Projectò screen (Figure 13 below). 
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Figure 15: Edit Project screen 

 

4.4 Adding and Editing Activities 
 

After grantees have entered responsible organizations and projects, they can then enter 
activities.  As indicated above, activities should be broken out by: 

 1. Responsible Organization 

 2. Activity Type 

 3. National Objective (3 options in DRGR) 

 4. Multifamily building (if applicable) 

 

DRGR Activity types are similar in many ways to IDIS matrix codes.  DRGR system 
administrators have the ability to add activity types based on funding appropriation language 
and grant waivers published in the Federal Register.  DRGR system administrators can also 
customize national objectives track requirements on spending and targeting, especially related 
to the income of grant beneficiaries. 
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Disaster Recovery National Objectives: 

 

 LM = Low Mod (0-80% AMI) 

 UN = Urgent Need 

 SB = Slum and Blight 

 NA = Administration 

 

NSP National Objectives: 

 

 LH25 = 25% set aside (0-50% AMI) 

 LMMI = Low/Moderate/Middle Income 

              (51-120% AMI) 

 NA = Administration 

 

 

4.4.1 Selecting Benefit Types and Beneficiary Measures 

 

Before entering activities, it is helpful to understand that the national objective of many activities 
may be further classified as DIRECT or AREA BENEFIT.  Grantees may document compliance 
with Low Mod targeting of beneficiaries for area benefit activities using U.S. Census data or by 
entering survey data.  Grantees can only enter PERSONS for area benefit activities and this 
information is entered only in the Action Plan.   

 

 

Grantees enter goals for households and persons units on direct benefit activities, but have to 
provide summary race/ethnicity date each quarter in the QPR.  Many housing activities also 
request information on whether households are owner, renter, or both.  Housing activities will 
also allow grantees to enter whether housing units are single family or multifamily.  Action Plans 
and QPR screens will change what information is collected based on each of these selections. 
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4.4.2 Adding / Editing an Activity  ï Page One 

 

1. To begin these processes, click on the <Action Plans> tab. 

ü This action opens the ñView All Action Plansò screen (Figure 20). 

 

 

 

 

 

 

 

 
Figure 16: View All Action Plans screen 

 
 

2. Click on the desired <Action Plan Status> link.   

NOTE: 

See sub-sections 4.1.3.1 and 4.1.3.1.1 for Adding an 

Activity (Area Benefit: Census). 

 

See sub-sections 4.1.3.1 and 4.1.3.1.2 for Editing  an 

Activity (Area Benefit: Survey). 

 

NOTE: The ñView All Action Plansò 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 

óStateô, óGrantee Nameô, óGrant Numberô, óGrant Statusô, óAction Plan Status,ô and 

óQPR.ô 
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ü Clicking the <Action Plan Status> opens the ñEdit Action Planò screen (Figure 21). 

 

 
Figure 17: Edit Action Plan screen 

 

3. Click on the <Add Activity > button. 
 

ü This action opens the ñAdd Activity ï Page 1ò screen (Figure 22).  

 

(NOTE: If this had been an Activity that had already been saved, you would see the ñEdit Activity ï Page 1ò 

screen.) 
 

(Note:  if the Action Plan Status is either Waiting for 

Resubmission or Reviewed and Approved, the Grantee 

Administrator is allowed to make further additions or edits to 

Activities.) 
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Figure 18: Add Activity ï Page 1 screen 

 

 

4. If no Project # or Project Title has been selected, click on the <Select Project> button and 

complete the search for the Project associated with this Activity as follows: 

a. Click on <Select Project>. 
 

ü This action opens the ñSearch for Projectsò screen (Figure 23). 

Complete the 
appropriate inputs on 
this screen.  Go to <Help> 
for more information. 
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Figure 19: Search for Projects screen 

 

b. Enter the Project # and/or Project Title and click <Search>. 
 

ü This action re-opens the ñSearch for Projectsò screen with the project search results 

(Figure 24). 

 

 
Figure 20: Search for Projects screen with search results. 
 

c. Click on the <Select> radio button for the desired Project, and then click <Select Project>. 
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ü This action returns you to the ñAdd Activity ï Page 1ò screen with the added Project # 

and Title (Figure 161). 

 
Figure 21: Add Activity ï Page 1 screen (data fields completed) 

 

5. Check the appropriate <Adjust Project Budget> radio button to indicate whether or not the 

project budget needs to be adjusted.  
  

ü If selected, the Project Budget for the current Activity can be adjusted. 
 

 

6. After you have completed ñAdd Activity - Page 1,ò click the <Continue to Next Screen> button. 
 

ü This action takes you to the ñAdd Activity ï Page 2ò screen (Figure 26 below). 

 

 
 

NOTE: The default selection for Adjust Project Budget is NO.  

Only select YES if the activity is moving from one project to 

another.  This will reduce the project budget the activity was 

originally assigned to by the amount of the activity budget.  It 

will then increase the project budget the activity is moved to 

by the same amount.. 
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4.4.3 Adding / Editing an Activity  ï Page 2 
 

 

 
 

Figure 22:Add Activity ï Page 2 screen 

 

 

7. Name of the Organization Carrying out activity  ï Select a Responsible Organization from the 

<Select Responsible Organization> button.  
 

ü This action opens the ñSelect Organizationsò screen (Figure 27). 
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Figure 23: Select Responsible Organizations (with EIN/TIN # entered) 

 

8. Enter search criteria for the Responsible Organization (in this case, the EIN/TIN # has been 

entered), and click <Search>. 
 

ü This action causes the ñSelect Organizationsò screen to refresh, displaying search results (Figure 

28). 
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Figure 24: Select Organizations screen with Search Results 

 

9. Click on the <Select> radio button for the desired Organization Name, and then click <Select 

Responsible Organization>. 
 

10. This action re-opens the ñAdd Activity ï Page 2ò screen which now displays the selected 

Responsible Organization (Figure 29). 

 

 

 

 

 

 

 
 
 

NOTE: 

The óPrimaryô 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 óProposed Budgetô.   

There are no controls on the proposed budget amount. 
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Figure 25: Add Activity ï Page 2 screen displaying newly selected data 

 

 

11. After the responsible organization is selected, the next item is to select the type of beneficiary performance 

data.  The options are either AREA BENFIT or DIRECT BENEFIT.   For some activity types, only one 

option may show.  In other cases, grantees have to choose.   This selection affects the type of other data 

screens that the user will see in the Action Plan and the QPR. 

. 
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12. There are a number of beneficiary performance measures and other proposed accomplishments to 

select from.  These are non-beneficiary performance measures.  Grantees should select all the 

non-beneficiary performance measures that apply to the activity.  If grantees do not put in 

estimates or ZERO under a measure, it will not be available to use for reporting in QPRs.  DRGR 

administrators create a master list of measures by activity type.  Some of these may vary by 

appropriation.  An example would be energy conservation measures required by ARRA. 

 

 

 

13.  After you have completed your entries on ñAdd Activity ï Page 2,ò click on the <Continue to 

       Next Screen> button. 
 

14. This action opens the ñAdd Activity ï Page 3ò screen (Figure 30). (NOTE: Page three actually 

has three screens to complete the full procedure.) 

4.4.4 Adding / Editing an Activity  (Area Benefit) 

 

If area benefit is selected, the page will refresh and present the options of CENSUS vs. 
SURVEY.  In both these methods, grantees can identify the County, Census Places, Census 
Tracts and/or Block Groups that represent the service area for the activity.  In the Census 
method, grantees can use DRGR to calculate the percent of beneficiaries that are Low to 
Moderate Income using data that is already loaded into DRGR.  If grantees have used HUD-
approved survey methodology outline in CPD Notice 05-06, they can enter data on Low Income, 
Moderate Income and Total persons manually into DRGR.   

http://www.hud.gov/offices/cpd/lawsregs/notices/2005/05-06.pdf  

 

 

http://www.hud.gov/offices/cpd/lawsregs/notices/2005/05-06.pdf
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4.4.4.1 Area Benefit: Census 
 

 
Figure 26: Add Activity (Area Benefit: Census) screen 

 

12.  To save all entries for the ñAdd Activityò pages 1-2, click on the <Save Activity> button. 
 

15. This action saves all entered information about the Activity being added and opens the ñEdit 

Action Planò screen showing a ñSuccess: Activity has been Addedò message Figure 31). 

 

(Note: The <Cancel> button cancels all information changes for an added Activity and returns to 

the ñEdit Action Planò screen with no changes.) 
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Figure 27: Edit Action Plan screen with ñSuccess: Activity has been addedò message 

 

13. The <Edit Previous Screen> button returns you to óAdd Activity ï Page 2ô screen where you can 

complete any edits. (NOTE: You will need to re-input Performance Measures.) 

 

14. The <Save Activity> button saves inputs from this screen to DRGR. 

 

15. The <Cancel> button cancels the entire Add Activity process for this particular activity. 

 

16. In the óDetermined byô section, select the <Census> radio button.  
 


















































