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CHAPTER 6: DATA ENTRY PROCESSI NG

6-1 Introduction. This chapter describes the special processing
requi renents and uni que characteristics of each Headquarters
mandat ed data el enent maintai ned on the FORMS/ CPD Dat a Base.
Chapter six does not el aborate on the CPD Program requirenents
or definitions, but only on the considerations at tinme of data
entry. Any data el enment not discussed in this Chapter is
entered into the Data Base as a standard update, i.e., the data
val ues on the update transaction will overlay any data val ues

for

the correspondi ng data el enent. For reference purposes,

each Repeating Group will be described separately.

6- 2 Area Ofice (RG CO

a.

6-3 Unit

D Date Preapplications Due (C9) for the Small Cities Program
is no |longer required.

HUD Admi ni stered Single Purpose Funds FY 82, FY 83 (C70, C74)
and HUD Admi ni st ered Comprehensive Funds (C71, C75) are

cumul ative data elenents. Data input is generally required only
once per year; however, any nodifications to the original

al | ocati on anpbunts nust be entered as "net" changes.

State Admi nistered Funds FY 82, FY 83 (Cr72, Cr/6) are cumul ative
data elenments. |Input the total allocation for the respective
Area Ofice even if nore than one state is affected. There is
no breakdown by state. Any nodification to the original anmounts
nmust be entered as "net" changes.

of Governnent (RG 500)

Prime UOG Locality Code (C1l0) and Prinme UOG State Code (Cl2) are
syst em gener at ed whenever the Prine UOG I dentification Code (C16)
is entered.

Prime UOCG Nane (Cl4), Prime UOG Popul ation (C18), FIPS Locality
Code (Cl7) and Prime UOG SMSA (C25) are system generated via
mat ch to HUD Geographi ¢ Codes System Reference Chapter 3.

At publication, Prinme UOG Popul ati on (C18) was the 1970

popul ati on; population for 1980 will be entered when avail abl e.

E CumEntitlenent (C30) is autonmatically recal cul ated whenever
an entitlenent grant record has an update to one of the follow ng
el enent s:

Grant Approved (C254)
E Real |l ocation First Subsequent FY (C334)
E Real | ocati on Second Subsequent FY (C335).
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6-4

E Cum UR Surplus (C31) is a cumul ative data el enent. UR Surplus
nmay be reported by Entitlenent grant with an entry to RG 508,
el ement C256, UR Surpl us.

E Cum Wthheld (C32) is a cunulative element. W thheld anounts
may be reported by Entitlenent grant with an entry to RG 508,
el ement 255, Wthheld Anmount.

E Cum Letter of Credit (C33) is systemgenerated as C30 plus C31
m nus C32.

E Cum Drawdown (C34) is automatically recal cul at ed whenever an
Entitlenment grant record has Drawdown (C272) updated (from
the Program Accounting System.

E Cum Drawdown As of Begi nning of FY (C36) is system generated.
The anmount drawn by the Entitlenent grantee as of the previous
Oct ober 1st is saved for reference.

Date Grantee Should Commence Audit (C47) is system generated as
60 days after Last Day of Next Grantee Audit Period (C49).

Date Audit Report Due HUD AO (C48) is system generated as 150 days
after Last Day of Next Grantee Audit Period.

Last Day of Next Grantee Audit (C49) is system generated by
adding two years to the latest C401, Last Date of (current)
Grantee Audit whenever C49 does not exist for an active grantee.

Date Entitlement Grantee Closed (C51) will be systemgenerated if
each Entitlenent grant to a respective grantee has a value for
Date C osed (C273); otherwi se, C51 can be entered directly.

MC Code (C360), UC Code (C361), HH Code (C362), SC Code (C363),
AG Code, (C364) are systemgenerated. A value of "1" indicates
that the respective grantee has at | east one active netro city
grant (MC), urban county (UC), hold harm ess grant (HH), snall

city grant (SC), or action grant (AG.

Action Grant Eligibility Determ nation (RG 501)

RG 501 is used to nmaintain the history of each Unit of
Government's Request for Eligibility for the Action G ant Program
Dat e AO Received Request for Eligibility (plus C16, Prime Unit of
CGovernment |d Code) nust always be used when entering data into
or accessing data from RG 501.
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Type of CGovernnental Unit (RG 502)

Whenever nore than one unit of governnent subnits a joint

appl

ication, identify one of the units of governnment as the

prinme recipient and use one of the "nultiple locality" codes

for

Type of CGovernnental Unit (C100).

Grant Data (RG 508)

a.

b.

Grant Type Code (C201) is no longer required by Headquarters.

Grant Type (C202) and Grant Fiscal Year (C203) are system
gener at ed whenever, G ant Number (C200) is updated. These
data can be used to select specified grant types/fiscal
years for ad hoe reporting in Field Ofices.

Second UOG Name (C208), Third UOG Nane (C212), etc. are system
generated from Geographi ¢ Codes File.

Dat e Preapplication Received (C257), G ant Anpbunt Requested
Preapplication (C261), Date Full Application Invited (C263), Date
Ful | Application Not Invited (C264) G ant Amount Invited (C266)
are no | onger required.

Cum Drawdown (C272) is system generated fromthe Program
Accounting System

Date Accept Legal Binding Comitnent (C277) is system generated
fromthe Action Grant Information System which is nmaintained at
Headquart ers.

Local Funding (C336) is no longer required. Note that any
fundi ng whi ch suppl enents an approved Block Grant is entered into
Q her Funding (C337).

Drawdown as of Begi nning of FY (C355) is systemgenerated. The
anount drawn agai nst each grant as of the previous Cctober 1st is
saved for reference.

Cum UR Drawdown (C960) is system generated fromthe Program
Accounting System
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Nunber of Active Projects (C232) is used to report the nunber
of grants awarded by the respective state adninistered Snall
Cities Program

E Real | ocated Funds First Subsequent FY (C334) and



E Real | ocated Funds Second Subsequent (C335) are used to
report funds appropriated fromthe "current (grant record)
fiscal year", and approved in an ensuing fiscal year

For exanple, if FY 1980 Entitlenent appropriation funds
are awarded during FY 1981, report this amount on the
1980 grant record in data el enent (C334).

A CDBE UDAG grant is closed with entries into Date C osed
(C273) and Grant At Cose (C274). A CDBGE UDAG grant is
terminated with entries into Date G ant Not Approved
(C250), Reason Not Approved (C252) ("DT" for termination)
and a reduction of G ant Awarded (C254) to the actual
anount drawn by the grantee prior to the term nation.

6-7 Monitoring Conclusions (RG 519)

a.

Moni t ori ng Concl usi on Nunber (C438) generally is entered with
an "M in the first position. One exception occurs when a
particul ar nonitoring program area does not pertain to a
grantee; i.e. the grantee has no CDBG Rehabilitation
activities. To report this situation, an (al pha) "O' can

be substituted for the "M'. Date of Visit and Date of

Letter to Grantee are not entered since, obviously, a visit
did not occur. The only other required entry is the Program
Area being omitted, e.g. REH for Rehabilitation. Mbnitoring
Concl usi on Nunber need only be unique within grant.

The seven HUD Response Dates and correspondi ng Retarget Dates
are updated in tandum HUD Response Dates are entered only
when a Monitoring Finding is not being cleared, but a new
Target (Retarget) Date for G antee Response is being assigned.
When a finding is cleared, do not enter HUD Response Date,
Only Date C eared.

6-8 Contract Conditions (RG 520)

The seven HUD Response Dates and corresponding Retarget Dates are
updated in tandum HUD Response Dates are entered only when a
Contract Condition is not being cleared, but a new Target
(Retarget) Date for G antee Response is being assigned. Wen a
condition is cleared, do not enter HUD Response Date, but only
Dat e Cl eared.
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6-9 Audit Finding (RG 516)

a.

The seven HUD Response Dates and correspondi ng Retarget Dates
are updated in tandum HUD Response Dates are entered only
when an Audit Finding is not being cleared, but a new Target
(Retarget) Date for Grantee Response is being assigned. Wen



a finding is cleared, do not enter HUD Response Date, but
only Status Code (F) And Date of Status Code.

Audit Status Code (C412) nust be updated for each audit finding
until it is closed or turned over to Clains Collection

Audit Questioned Dollars (C430) and Audit Disallowed Dollars
(C431) should not be renoved fromthe Data Base when the finding
is resolved or closed. The only adjustment required to these
figures is to nmove Audit Questioned Dollars into Audit Sustained
Dol | ars whenever a questioned cost is upheld upon receipt of
conpl ete docunentation. Wen this situation occurs, decrease
Audit Questioned Costs by the sanme ampunt that Audit Sustained
Costs are increased.

Grant Nunmbers (C990 - C993) are required for all audit findings
as identified in the Audit Report. For Entitlenent Prograns and
Small City Miulti Year Conprehensive Programs, enter the |atest
grant indicated in Audit Report. Gant nunmbers nust be entered
as fifteen position data elenents, including dashes.
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