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[. Introduction

A. Purpose and Function of the Admin Module

DRGR allow grantees to submit financial and performance data to HUD regarding activities they
fund under Disaster Recovery CDBG and NSP grants. The new DRGR Admin Module provides
screens for grantee users to enter more than the usual financial and performance information on
their activities: grantees will use the Admin Module to provide a summary of the critical
management and oversight actions they carry out as part of meeting their responsibilities for day
to day management of their grant programs. In DRGR, these are called monitoring, audit, and
technical assistance (TA) events. In the case of Disaster Recovery CDBG and NSP grants, the
appropriation laws require that grantees and HUD identify how they are preventing fraud, waste,
and abuse. The Admin Module is designed to allow grantees to now provide this information
through DRGR.

HUD monitors most grantees based on a risk analysis in which HUD assigns scores based on the
size of a grantee’s program, the number of subrecipients, and the capacity of the grantee’s staff,
among other things. The Admin Module allows grantees to contribute information to this analysis
and to show how they are taking action to make their programs less risky and more effective. If a
grantee has a large number of subrecipients and contractors, HUD may consider the program
more risky. On the other hand, if the grantee is regularly providing technical assistance to and
monitoring of its program partners, including following up on any findings, HUD is likely to
consider some or all of the risk mitigated by appropriate management action.

Thus, the data in the Admin Module will help grantees and HUD to develop a shared

understanding of the steps grantees are taking to ensure funds are used properly and to further
the recovery or stabilization goals of the grant programs and communities.

B. Accessing the Admin Module

You can access the Admin Module in DRGR from any computer that can run a browser.

1) In DRGR application, click on “Admin” link in the main navigation bar or the left
navigation box.

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

B Community Development Systems
Disaster Recovery Grant Reporting,Syst

AT rivin ] scionvins | oowiom | om | oo | cns
elcome 1o the Help?
Disaster Recovery Grant Reporting System
DRGR
o !
- =TElans DRGR News: Warning!
- QPR Misuse of
- Drawdown SYSTEM UPDATE- Oct. 6, 2009: An updated DRGR training video and powerpoint handouts Federal
- Reports are now posted online at Information at
- Grants http://www.hud.gov/offices/cpd/communitydevelopment/programs/drsi/drgrs.cfm. This this Web site
— material includes information on working with DRGR projects vs. activities as well as the falls under the
process for drawdowns. —----=-=-------mmm oo provisions of
Utilities | mmmmmmmmmmmeees As part of the transition to Release 6.4 in July of 2009, the management of Title 18, United
- Print Page password assignments and resets is being moved from DRGR_Help@hud.gov to the main States Code,
- Profile HUD help desk. The following ID and PWs have been applied as part of this transition: 1) section 1030.
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2) This will cause the ADMIN module to be highlighted in the main navigation bar and
change the links in the top left navigation box to change. Grantee system administrators
will land on the GRANTEE ADMIN page while all non-admin grantee users will land on
VIEW ALL GRANTS screen. From the GRANTEE ADMIN page, grantee system
administrators can select a grant that will in turn allow them to assign grantee DRGR
users to work with that grant. All grantee users will see links for adding
monitoring/audit/TA events but HUD users will not have this link. All DRGR users will be
able to search and view monitoring/audit/TA information.

Grantee Admin Users Other Grantee Users HUD Users
Admin
- Grantee Admin Monitoring/ &udit/ Ta Admin
- Add Monitoring/Audit/T4 - View All Monitoring/Audit/TA
- Migw all _ - Search Monitoring/Audit/TA
Monitoring/Audit/TA - Search Monitoring/Audit/TA

- Search Findings or Concerns

- Add Monitoring/Audit/TaA

- Search Findings or Concerns

- Wigw all
- Sgarch Monitoring/Audit/TA
- Search Findings or Concerns

C. Contents of the Admin Module: Monitoring, Audit, and
Technical Assistance

In release 6.5.0, DRGR has been modified to include summary performance information
regarding grantee efforts in the areas of monitoring, audit, and technical assistance. This data
can then be reviewed by HUD staff to examine the level of effort and results, assess risk
associated with these grants, and in turn, direct HUD technical assistance and monitoring
resources. This information will identify what activities have been reviewed or assisted and the
results of these review and assistance visits. However, the QPR will only show the number of
visits and reports within the quarter and total to date.

Monitoring, Audits, and Technical Assistance

This Report Period To Date
Monitoring Visits 4 12
Audit Visits 2 5
Technical Assistance Visits 3 9
Monitoring /Technical Assistance Visits 1 2
Report/Letter Issued 6 14

It is important to remember that this module is NOT a monitoring system in itself. It is only for
reporting very basic summary level information about the number of visits and reports related to a
grantee’s oversight of the activities funded under their grants in the DRGR system. In general,
the information requested on visits is limited to the dates of visits and reports as well as very high-
level categories of compliance issues reviewed such as national objective, eligible activities,
financial management, environmental review, etc.
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The section on Monitoring, Audits, and Technical Assistance in a QPR will be displayed as soon
as data are entered into it. Since DRGR will calculate the # of visits and reports based on the
dates entered, the QPR will show dates that fall under the current report period as well as all
visits and reports to date.

There are two basic levels of information in the DRGR Admin Module:

1) Events/Reports
2) Findings/Concerns/TA Topics

For the first level, grantees enter in the start and end dates of monitoring, audits and/or TA visits
as well as the date of reports. Grantees can also identify which activities have been reviewed or
assisted as well as the major categories of topics covered in reviews or assistance. For the
second level, grantees should identify any findings and concerns made, as well as their status
and corrective actions. For technical assistance, grantees can identify the basic categories of
topics covered.

In monitoring and audits events, findings and/or concerns may be reported as resolved during the
report process or left open. The DRGR Admin module allows users to identify the status of

findings and to note any follow-up action taken.

Level 2
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II. Grantee Security

A. Basic User Authorization Process

DRGR allows grantee system administrators to authorize or unauthorize access for each grantee
user to work with Action Plans, QPRs, and/or vouchers for each grant based on the each user’s
profile. HUD HQ system administrators create each user profile based on the information
submitted to DRGR_Help@hud.gov by grantee supervisors and approved by each grantee’s
CPD representative. If users have an IDIS account, the user ID should be included in the DRGR
account request.

After each account is created by HUD, grantee system administrators must use links in the
ADMIN module to authorize user access to each grant. In a similar way, when HUD adds grants
in DRGR based on grants agreements entered into LOCCS, grantee system administrators must
also authorize each user to work with the grant. One advantage of having these screens is that
grantee system administrators may remove access to DRGR grants as soon as an employee
leaves their organization or whenever an employee’s duties no longer require access to the
grants in DRGR.

B. Authorizing Grantee Users to Access Grants

As indicated above, only grantee system administrators will see the link for GRANTEE ADMIN
when they select the ADMIN module from the main navigation bar. After grantee system
administrators select this link, they will see a list of all grants and be prompted to select the one
for which they would like to assign and/or remove grantee users.

Admin

Login ID:MITCGA
Role:Grantee Admin

View All Grants Help?

Please select the appropriate grant to assign and remove users.

- Search Findings o

Grant Number Grant Status
UtFi" \'_n'isp B-02-DG-22-0001 Active
- Prin age
- %2‘9 B-02-DG-22-0002 Active
- ﬁs B-02-DG-22-0003 Active
B-02-DI-22-0001 Active

Links
- PDF Viewer B-03-DN-22-0001 Active
- Support

- CPD Home
- HUD Home

After they select this link, the grantee administrators should look for new grantee users to assign
to the grant in the right window with the title AVAILABLE USERS. One or more users can be
highlighted. The administrator would then select the ASSIGN button to move these users to the
left window with the title AUTHORIZED USERS. The administrator must then use the SAVE
CHANGES button in order to make these changes permanent. For any grantee employees that
have left or no longer work with a grant, the grantee system administrators can reverse the
process to move those users from the left window to the right window.


mailto:DRGR_Help@hud.gov
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Admin

Assign and Remove Users
Grant Number: B-02-DN-12-0001

Authorized Users:

LA - Campos, Ruben- C146835- Springfield, LA

l << Assign I EI_A Rodriguez, Elsa - BOO385 - Springfield, LA |

Available Users:

LA - Evans, Gertrude- B50015 - Springfield, LA
LA - Jones, Lisa - B00525- Springfield, LA

LA - Santos, Beth- C27844 - Springfield, LA

LA - Smith, Laurie - B50465 - Springfield, LA

Remove =

E Save Changes 5 Cancel

C. User Certification

LA - Stephens, Gary - CZ2005 - Springfield, LA
LA - Troy, Donald - B50515 - Springfield, LA

DRGR is now required to include certification/recertification of each DRGR users by higher-level
users in DRGR. In order to accomplish the certifications, we will use the following process

involving HUD vs. grantee staff:

HUD HQDRGR

new function
( f ) Super User

Assign CPD Managers
to Field Office in DRGR

HUD DRGR User:

(new role) CPD Field Manager

Certify Other HUD Field

Staff Users in DRGR

HUD DRGR User:
CPDRep

Certify Grantee Contact
in DRGR

(new function)

(new function)

HUD Grantee
Contact

Certify Grantee System
Admin Users by Email

HUD Grantee User
:Sys Admin
Certify Other Grantee
Users in DRGR

(new function)

Each grant is already listed by DRGR administrators under a field office with a CPD
representative listed as the HUD contact for the grant. In addition, DRGR system administrators
will now also list current CPD managers in DRGR for each field office. These managers will then
certify the HUD fields staff in their offices, including the CPD representative for each grant in

DRGR.

CPD representatives will then certify the identity of the authorized grantee contact (which may be
populated from the grant agreement in LOCCS) and the grantee contact will be contacted by
email to certify their DRGR grantee system administrators. Once this is done, grantee
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administrators will be able to certify/re-certify the remaining users in DRGR using a screen much
like the one they use to authorize each user’s acces by grant.

Admin

Certify Grantee Users

Certified Users: Users with Expiring Certifications:
FL - Jones, Xavier - BXCOOX - State of Florida A << Certify - Jones, Lawrence - BYOGKX - State of Florida
FL - Jones, Leticia - BXCOCK - State of Florida FL - Jones, Kathy - BXOCKX - State of Florida
FL - Jones, Cathy - BXOOCX - State of Florida FL - Jones, Sharon - BXCOCK - State of Florida
FL - Jones, Charles - BX)C<X - State of Florida ecertify - Jones, Nancy - BXXXX - State of Florida
FL - Jones, Ann - BYOOKX - State of Florida FL - Jones, Philip - BX)OX( - State of Florida

Inactivate User
Activate User

Users Inactivated due to Expired Certifications

[ Save Changes ] [Cance\]

FL - Jones, Patricia - BXXCXX - State of Florida &
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[Il. Navigating in the Monitoring/Audit/TA Screens in
the Admin Module

A. Viewing All Events

All DRGR users can view monitoring/audit/TA events. Any user can select the ADMIN module
and then use the link to View All Monitoring/Audit/TA. Users will only see the events
associated with the grants they have the rights to see and/or edit. HUD users will see the events
associated with the grants in their field office. Grantee users will see the events associated with
the grants associated with their grantee and the grants they have been authorized to see and/or
edit.

Rotercrantes Adn U ActionPlons | Drawdown | OPR | Reports | Granmts |
Role:Grantee Admin LA Action Plans Drawdown OPR Reports

Monitoring/Audit/TA

Admin
- Grantee Admin .

— i itori i Help?
- Add Monitoring/ Audit/TA View All Monitoring/Audit/TA Events Help?
(- view All M Audit/TA
- Search Monitoring/Audit/TA | Results Page 1 of 1 (4 Monitoring/Audit/TA Events found)
- Search Findings or Concerns =

Responsible Report/Letter .
Reference Event Type Res u_nsll.:lle Start Date Report/Letter Action
Number Organization — Date
utilities 2010-LISC- | Audit Local Initiatives Support | 03/20/2010 View | Edit | Delete
- Erint Page 01 Corporation.
- Profile = = = =
- Help 2010-LHFA- | Monitoring Louisiana Housing Finance 03/01/2010 View | Edit | Delete
- Logout 1 Agency
- Reports 2010-5PR- | Monitoring/Technical  Springfield CDC 02/21/2010 | 03/18/2010 |View | Edit | Delete
02 Assistance

Links 2010-LIBTS- | Monitoring Louisiana Institute for 12/31/2009 | 01/31/2010 |View | Edit | Delete
- PDE Viewer 04 Building Technology and
- Support Safety (LA IBTS)

B. Search for and Viewing an Event

Users can use the link for Search Monitoring/Audit/TA events to find and view individual
events. The dropdown for Monitoring/TA Event Type allows users to specify whether they want
to see just one type of event. Users can also search by event reference number, grant number,
activity number, responsible organization, program requirement categories, and dates.

e PRI ccicovions | powiown | omm | mapons
p— Oversight Event
- Grantee Admin ) R )
Search Monitoring/Audit/ TA Event Help?
Search Criteria
Reference Number: Monitoring /TA Event Type: Responsible Organization:
Select Option hd
Utilities B -
- Print Page Grant Number: Grantee Activity Number: Program Requirement
- Profile Category:
- Help
- Logout
- Reports e o
Monitoring/TA Start Date: From: Select Date To: Select Date
(ex: mm/dd/yyyy) (ex: mm/dd/yyyy)
Links
- EDE Viewer Monitoring/TA Report/Letter From: Select Date To: Select Date
- Support Date:
R E‘E—Jﬁm [ese: mm/dd/yyyy) (=x: mm/dd/yyyy)
- HUD Home
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The results will display in a table below the SEARCH button and can be viewed using the VIEW
link in the ACTION column on the left. All users should have the VIEW link, but grantee users
with edit rights should be able to see EDIT and/or DELETE links as well. The View Event screen
will have the same content as the Add/Edit Event screen so it will be covered in that section of the
user guide.

Results Page 1 of 2 (14 Monitoring/Audit/TA Events found)

Reference Luant e Respu_nsﬂ?le Stk Date Report/Letter Action

Number =ventlype Organization S Date
2010-LIBTS- | Monitoring Institute for 12/31/2009 01/31/2010 View | Edit | De
04 Building Technology and

Safety (IBTS)

2010-SPR- Monitoring/Technical | Springfield CDC 02/21/2010 03/18/2010 View | Edit | De
02 Assistance
2010-LHFA- | Monitoring State Housing Finance 03/01/2010 Edit | De
1 Agency
2010-LISC- | Audit Springfield CDC 03/20/2010 View | Edit | D¢
01

Any DRGR user can view the event with the VIEW link in the ACTION column. The EDIT and
DELETE links will only show for grantee users with edit rights. DRGR will display the latest
information that has been entered regarding the event.

View Monitoring/Audit/TA Event Help?

Originator: Ryben Campos

Reference Number: 2010-LHFA-1
Event Type: Monitoring

Responsible Organization:
Springfield Housing Finance Agency

Event Conducted: On-Site

Program Requirement Categories:

ALLOW COST
CDBG ELIG
FIN MGMT

Start Date: 03/01/2010
End Date: 03/05/2010
Report/Letter Date:

Event Description:
Initial Monitoring

Event Topics:

Response/Deadline
Date

Finding 0o1 Open 03/02/2010 View

Monitoring Type Id Status Action
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C. Search for and Viewing Findings/Concerns

Users can use the link for Search Findings or Concerns to find and view individual findings or
concerns. Users can search for just findings or just concerns using the dropdown for
Findings/Concerns. Users can also search by event reference number, grant number, activity
number, responsible organization, program requirement categories, and dates.

Login ID:MITCGA
Role:Grantee Admin

Oversight Event

Admin

Search Findings/Concerns Help?

Search Criteria

- Search Moni
[~ Search Findings or Concern

Findings/Concerns Selection: Responsible Organization:

[Finding |2

Grantee Activity Number:

Reference Number:

Utilities

- Print Page
- Profile

- Help

- Logout

- Reports ID:

Program Requirement
Category:

Grant Number:

Links
- PDF Viewer Monitoring/TA Start Date: e Select Date To:
- Support i }
- CPD Home (ex: mm/dd/yyyy)
- HUD Home

Select Date

(exi mm/dd/yyyy)

Monitoring/TA Report/Letter
Date:

From: Select Date To: Select Date

(=i mm/dd/yyyy) (=i mm/dd/yyyy)

Event Status:
Select Option ¥

Finding Response/Deadline
Date:

Selzct Dare

Finding Close Date:

Select Dars

{ex: mm/ddyyyy)

(= mm/ddyryy)

v

The results will display in a table below the SEARCH button and can be viewed using the VIEW
link in the ACTION column on the left. Again, all users should have the VIEW link, but grantee
users with edit rights should be able to see EDIT and/or DELETE links as well. The View Finding
or Concern screen will have the same content as the Add/Edit Finding or Concern screen so it will
be covered in that section of the user guide.

Results Page 1 of 1 (2 Monitoring/Audit/TA Events found)

Start Report/Letter

Event

Reference . . . .
Responsibple Urganization vp 1D | >iatus

Number Responsible Organization Tvpe ID |Status Date Date Action

i - 2010- Edit |

- - Springfield PHA -
2010-LHFA-1 pring Finding 001 COpen 03-01 View
2010-LIBTS- | springfield CDC SPR- 2009- Edit |
pringfie _01-
04 Concern 01 Open 12-31 2010-01-31 @



DRGR Admin Module Draft User Guide— 03/30/2010

View Finding

Originator: Ruben Campos
Reference Number: Z010-LHFA-1

Responsible Organization: Springfield Housing Finance Agency

Program Requirement Category: ALLOW COST

Activities:
Grant # Activity #
B-02-DG-¥¥-  First Time Homebuyers
0001 Program

Finding Id: 001
Finding Title: Allowable Costs
Corrective Action Type: Reimburse

Description of Finding, including Regulatory Citation:
Mot allowable

Corrective Action:
Reimburse the disallowed costs.

Amount Requested: $200.00
Amount Recovered: 50.00

Is this closed Finding subject to future verification: No
Responses Deadline Date: 03/02/2010
Status: Open Closed Date:

Follow Up:

10
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V. Adding and/or Editing Data in the Admin Module

A. Adding and/or Editing an Monitoring Event with
Findings/Concerns

1. Adding a Monitoring Event

Any grantee DRGR user with more than VIEW ONLY rights can add monitoring, audit, and TA
events by selecting the ADMIN module from the main navigation bar and then selecting the link to
ADD MONITORING/AUDIT/TA from the left navigation frame after the admin module is active.

Rotercrantes Adn | Actionplans | Drawdown | PR | Reports | _Granf
Role:Grantee Admin Action Plans Drawdown OPR Reports Gran

Monitoring/Audit/ TA

Admin
—Grantee Admin

View All Monitoring/Audit/TA Events Help?

S ;—c\q Results Page 1 of 2 (14 Monitoring/Audit/TA Events found)

-5
- Search Findings or Concerns

GG IES Responsible Report/Letter s
Reference Lvoit Luon Res |:|_n5|l§|le StatDotle Report/lLetter Aton
Number tvent lype Organization Ereaa Date
Utilities 2010-LIBTS- Monitoring Institute for 12/31/2009 01/31/2010 View | Edit | De
- Print Page 04 Building Technology and
- Profile Safety (IBTS)
- Hel EREEE : E - -
_ ﬁut 2010-5SPR- Monitoring/Technical | Springfield CDC 02/21/2010 | 03/18/2010 View | Edit | De
_ Egms 0z Assistance

2010-LHFA-  Monitoring State Housing Finance 03/01/2010 View | Edit | De
-~ 1 Agency
Links
- PDF Viewer 2010-LISC- | Audit Springfield CDC 03/20/2010 View | Edit | De
- Support 01

This will take the user to the Add/Edit Monitoring/Audit/TA Event screen. Users can create
their own reference # for the event and should then specify the Event Type. The options for
event type and the types of detail that can be added for each event are:

EVENT TYPE DETAIL TYPE

e Monitoring Findings & Concerns Only

e Audit Findings Only

e Technical Assistance TA Topics Only

e Monitoring/Technical Assistance Finding, Concerns, and TA Topics

11
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Monitoring/Audit/ TA
Add/Edit Monitoring/Audit/TA Event Help?
Originator: Mark Mitchell

#Reference Number: |2010-LHFA-1

*Event Type: ' ,_ji\donitoring O Audit O Technical Assistance O Monitoring/Technical Assistance

*Responsible Organization:

#Event Conducted: O 0On-Site O Remote

Data that is required to save the event is indicated by an asterisk. Users identify the organization
involved in the event (the organization being monitored, audited or receiving technical assistance)
using the SELECT button. (This dropdown is populated by the Responsible Organizations set up
in the grantee’s Action Plan.) They must also identify whether the assistance/oversight event was
on-site at the location of the responsible organization and/or the activity or the event wasremote
from the grantee office using the phone or internet. Using the SELECT button will take the user
to another screen to search for the organization to assign to the event. Users can leave this
blank or enter partial information to search for organizations that have been created in the action
plan module.

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

Select Option +

[Reset| | [ Cancel |

The results will display in a table below the search button. If the correct organization is found, it
can be selected by the buttons in the right column. Otherwise, users can alter their search
criteria.

12
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Results Page 1 of 1 (7 Organizations found)

Organization Name City |State/Territory DUNS # mim e
Springfield Parks Department Springfield | LA 000000000 | 000000000
Springfield Chamber of Commerce Springfield |LA 000000000 | 000000000 o
Springfield Department of Slocial Services Springfield | LA 000000000 000000000 O
Springfield Economic Development Springfield | LA 000000000 | 000000000 | ©
Springfield Housing Finance Agency Springfield |La 000000000 | 000000000
Springfield Public Housing Authority Springfield | 000000000 000000000 O
Springfield Neighborhood Services Dept. Springfield |La 000000000 | 000000000 o

([ Select Respaonsible Crganization ]] | [ Add Responsible Organization ] | [ Cancel ]

After the organization is selected, it will be displayed on the Add/Edit Monitoring/Audit/TA
Event screen. Users can select one or more major categories of program requirements that were
reviewed as part of the monitoring event. At minimum, the date the monitoring event started must
be recorded. If the event is complete this date can be recorded. Similarly, there is a space for
the date of the report when it has been issued. Space is also available to describe the nature of
the monitoring event, but the level of detail is optional.

*Reference Number:

*Event Type: & Monitoring O Audit O Technical Assistance C Monitoring/Technical Assistance

*Responsible Organization:

Springfield Housing Finance Agency

*Event Conducted: & 0On-Site O Remote

*Program Requirement Categories:

CIT PRTCP
|ENVIR

*Start Date: |03/01/2010

| Select Date (ex: mm/dd/yyyy)

End Date: Select Date (ex: mm/dd/yyyy)

Report/Letter Date slect Date (ex: mm/dd/yyyy)

Event Description:

EInitial Monitoring

| AddFinding | [ AddConcem

&Y

13
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If there are any findings and concerns, these can be added using the buttons near the bottom of
the screen. (HUD considers a finding to be an instance of noncompliance with program
requirements; a concern is a practice or situation that, if left unaddressed, may lead to
noncompliance.)

Changes can be made the event after it has been saved, but certain types of changes may cause
problems with any findings and concerns that are created. These include event type, responsible
organizations, and program requirement categories. An warning message will be displayed if any
of these changes are initiated.

Windows Internet Explorer

Changes made to the Event Type, Responsible Organization, and/or Program Reguirement Categories in an Event
rofile may invalidate any findings, concerns, and/for pics associated wi e event, Please delete all findings,
! Profil invalidate findi dfor TA topi iated with th t. Pl delete all findi
concerns, andfor TA topics before making any Event Profile changes

2. Editing a Monitoring Event

To edit a monitoring/audit/TA event, users must first search for the event. Users can search just
for monitoring events by using the dropdown for MONITORING/TA EVENT TYPE. Users can
search by reference number, grant number, activity number, responsible organization, program
requirement categories and dates. Again, users can leave all fields blank to return all results or
enter part of any field that allows the entry of text. Dates must be entered in the format shown.

Login ID:MITCGA - S
Role:Grantee Admin
admin Oversight Event
Search Monitoring/Audit/ TA Event Help?
Search Criteria
Reference Number: Monitoring/TA Event Type: Responsible Organization:
Select Option b

Utilities T :
- print Page Grant Number: Grantee Activity Number: Program Requirement
- Profile Category:
- Help
- Logout
- Reports T £

HoaitotingIaiStartinate: From: Select Date To: Select Date

(=x: mm/dd/yyyy) (=x: mm/dd/yyyy)
Links
- PDF Viewer Monitoring /TA Report/Letter Erom: elect Date To: elect Date
- Support Date: = S ————
- CPD Home (ex: mm/dd/yyyy) (= mm/dd/yyyy)
- HUD Home
=)

As with other DRGR search functions, results will display in a table below the SEARCH button.
Once the correct event is found, users may use the EDIT link the right ACTION column to make
edits to the event.
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Results Page 1 of 1 (4 Monitoring/Audit/ TA Events found)

Tee on Event Type Responsible Organization Start  Report/Letter Action
Number Date Date
2010 SPHA 01 | audit iﬂiﬂim Public Housing 2010- iit Selgiz‘“‘
2010-SHFA-1 | Monitoring Springfield Chamber of Commerce gg_lg; el:,izzw
200 | onoana |
ggm—sst— Momtoring Springfield Parks Department fg”gl 2010-01-31 iit Smiﬁw

3. Adding and/or Editing a Finding

Users add findings by using the ADD FINDING button displayed near the bottom of the Add/Edit
Monitoring/Audit/TA Event screen

"‘_-_-..\

{| AddFinding [) Add Concermn

[Savel [ [ Cancel ]

Some of the information from the event will be displayed at the top of the finding profile including
the event reference number and the responsible organization. Only the program requirements
categories displayed in the monitoring event profile will display in the dropdown for the
PROGRAM REQUIREMENT CATEGORY, Users must select the category that applies to the
finding. The finding may apply to all activities for an activity or users can the use the SELECT
ACTIVITIES button to identify specific activities.

Monitoring/Audit/TA

Add/Edit Finding Help?
*Indicates required fields

Originator: Mark Mitchell

Reference Number: 2010-SHFA-1

Responsible Organization: Springfield Housing Finance Agency

*Program Requirement Category: |ALLOW COST v
*Activities:
Select Grant # Activity #

Nane

e —
[ Delete Selected ]£ Select Activities D
e e R ool

The search options include grant numbers for any activity the organization is assigned to, the
activity number, activity title and/or activity type. As with other text entries, users can leave
entries blank to return all results or enter partial text.
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Oversight Event

Search for Activities to Assign to Event Action Help?

Responsible Organization:
Springfield Housing Finance Agency

Search Criteria

Grant #: Grantee Activity Number: Activity Title:
Select b

Activity Type:

[ Search ] | [ Resetl

Again, results will display in a table below the SEARCH button. If the activities are not found, the
search criteria can be changes and resubmitted. Once the activities are displayed, users will
select the correct ones in the right-hand column. After the correct activities are selected, select
the ASSIGN ACTIVITIES TO EVENT ACTION button to return to the previous screen.

Results Page 1 of 1 (1 activities found)
Grant # Activity Type Grantee Activity # Activity Title Select

Homeownership Assistance to First Time
B-06-DG-xX-0001 low- and moderate-income 078-230F Homebuyers
e ~
[ | Assign Activities to Event Action ] [ [ Return To Event Action ]

These activities will then display on the finding screen. As indicated below, they can also be
deleted if needed. Users assign an ID to each finding and can create a short title to describe the

finding. Corrective actions are similar to HUD’s GMP system. Users must select one using the
CORRECTIVE ACTION TYPE dropdown.

*Activities:
Select Grant # Activity #
] B-06-DG-XX-  First Time Homebuyers
0001
Delete Selected ] [ Select Activities
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*Finding Id: 001

Finding Title: Allowable Costs

*Corrective Action
Type: | Corrective Action: Reimburse w

Description of Finding, including Regulatory Citation:

Hot allowable

Corrective Action:

Eeimburse

Amount Requested: 3 200

Amount Recovered: 3 Di

Space is provided to describe findings and corrective actions, but the level of detail is up to the
grantee. If the corrective action includes reimbursement, there is also space to identify the
AMOUNT REQUESTED and the AMOUNT RECOVERED. These amounts can be left as zero,
as needed.

Users enter whether the finding is subject to future verification and must enter the RESPONSE
DEADLINE DATE. They must also indicate the STATUS of the finding. If the finding is shown as
closed, a CLOSED DATE must be entered. Room is provided to describe follow-up action such
as the dates and/or content of response letters. As with other narrative fields in the ADMIN
module, the amount of text is up to the grantee.

Is this closed Finding subject to future verification: Cves & No

*Responses Deadline Date: (05/01/2010 | scjece pate

*Status: @ Open CClosed *Closed Date: Select Date
Follow Up:
[ Save ] | [ Cancel ]

Once the finding is saved, it will display above the ADD FINDING button. An EDIT link will be
displayed under the ACTION column on the right.
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Event Topics:

Response/Deadline

Select Monitoring Type Id Status Date Action
F Finding 0o1 Qpen 03/02/2010
[ Delete Selected ] [ Add Finding l [ Add Concern ]
[ Save] | [ Cancel l

If a grantee user is outside the monitoring event screen, they can use the SEARCH FINDING OR
CONCERN link in the left frame of the ADMIN module to get a table of finding and /or concerns
and user the EDIT link in the ACTION column on the right of the table.

Results Page 1 of 1 {2 Monitoring/Audit/TA Events found)

Reference Responsible Organization Event ID | Status Start Report/Letter Action
Number Type Date Date
. L 2010- (Edit) |
- - Springfield PHA —_—
2010-LHFA-1 |Spring Finding | 001 open | o3 lop el
2010-LIBTS-  |gpringfield COC SPR- 2008- Edit |
pringfie -01- _
04 Concern 01 Open 13-31 2010-01-21 View

4. Adding and/or Editing a Concern

To add a concern, users would use the ADD CONCERN button the monitoring event profile. This
will take users to the ADD /EDIT CONCERN screen.

e
AddFinding | [{ Add Concern) |

Some of the information on this screen is similar to the finding screen, including program
requirement category, activities the concern applies to and the status of the concern. However,
the narrative sections are only shown as DESCRIPTION OF CONCERN and RECOMMENDED
ACTION. There are not corrective action type or dates required. Again, the level of detail for
these narratives is up to the grantee.

Monitoring/Audit/TA

Add/ Edit Concern Help?

*Indicates required fields
Originator: Mark Mitchell
Reference Number: 2010-SFPR-04

Responsible Organization: Springfield CDC

*Program Requirement Category: |ALLOW COST v
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*Activities:
Select Grant # Activity #
O B-06-XX-22- 003A-12A
0001
I Delete Selected ] [ Select Activities

*Concern Id: |SPR-01

Concern Title: | Time Distribution Sheets

Description of Concern:

Timer distribution sheets not signed.

Recommended Action:

Hawve sheets signed.

*Status: ) Open & Closed

[Save] | [ Cancel l

As with findings, an EDIT link will appear in the right-hand side ACTION column on the list of
findings/concerns that grantee users can use to edit the concern. Outside of the monitoring
event, users can also use the SEARCH FOR FINDING OR CONCERN link in the left navigation
frame.
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B. Adding and/or Editing an Audit Event with Topics

1. Adding and/or Editing the Audit Event

Any grantee DRGR user with more than VIEW ONLY rights can add an audit events by selecting
the ADMIN module from the main navigation bar and then selecting the link to ADD
MONITORING/AUDIT/TA from the left navigation frame after the admin module is active.

Role:Grantee Admin Action Plans Drawdown OPR Reports

Monitoring/Audit/TA

View All Monitoring/Audit/ TA Events Help?

Sea V TALIL 1LY Results Page 1 of 2 (14 Monitoring/Audit/TA Events found)
- Search Findings or Concerns Reference

Responsible Report/l etter z
Vp! A
Number e Organization e Date Action

Utilities 2010-5FPD- Monitoring Springfield Parks Department | 12/31/2009 | 01/31/2010 View | Edit | De
- Print Page 04
- Profile
- Help
- Logout 2010-SPR- Monitoring/Technical | Springfield CDC 02/21/2010 03/18/2010 View | Edit | De
_ _Q_Re orts 0z Assistance

2010-SHFA-  Monitoring State Housing Finance 03/01/2010 View | Edit | De

1 Agency
Links 5
- PDF Viewer 2010-SPHA-  Audit Springfield Public Housing 03/20/2010 View @ De
- Support 01 Authority

Again, this will take the user to the Add/Edit Monitoring/Audit/TA Event screen. To edit an
audit event, users must first search for the event or view all events. Users can search just for
audit events by using the dropdown for MONITORING/TA EVENT TYPE. As with the Monitoring
Events, data that is required to save the event is indicated by an asterisk. Users identify the
organization involved in the event (the organization being monitored, audited or receiving
technical assistance) using the SELECT button.

Add/ Edit Monitoring/Audit/ TA Event Help?

Originator: Ruben Campos

*Reference Number: |2010-5PHA-0N

*Event Type: O Monitoring ® Audit O Technical Assistance C Monitoring/Technical Assistance

*Responsible Organization:

Springfield Public Housing Authority
*Event Conducted: & On-Site ('Remote

*#Program Requirement Categories:
ALLOW COST

One or more program requirements can be selected. Users must enter a start date and may
enter an end date and report/letter date after they are know. Users can write some more general
information about the scope of the audit in the event description.
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*Start Date: |03/20/2010 Select Date (ex: mm/dd/yyyy)

End Date: Select Date (ex: mm/dd/yyyy)

Report/Letter Date: Select Date (ex: mm/dd/yyyy)

Event Description:

Event Topics:

Response/Deadline

[

Select Monitoring Type id Status Date Action
O Audit SPHA-01  Open 05/20/2010 Edit
| p——
Delete Selected [ {Add Audit Topic) |
=S

2. Adding and/or Editing an Audit Topic

In many instances, audits may record issues to be resolved as findings and observations. In
DRGR, these are collectively labeled as Audit Topics. Much of the information collected is similar
to monitoring findings. These include compliance categories, activities that the topics apply to,
corrective actions, amount of repayment requested and received (as applicable) and follow-up

actions.

Monitoring / Audit/TA

Add/ Edit Audit Topic

*Indicates required fields

Originator: Mark Mitchell
Reference Number: 2010-SPHA-01

Responsible Organization: Springfield Public Housing Authority

Responsible Organization Conducting Audit:

*Program Requirement Category: |ALLOW COST v

*®Activities:
Select Grant # Activity #
] B-06-3{-22- Devt Fund - (HDEV)
0001
[ Delete Selected l [ Select Activities l
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* Audit TopicID: | SPHA-01 |

Audit Topic Title: |Funds Spent On Ineligible Activities

*Corrective Action
Type: |Comective Action: Reimburse v

Description of Audit:

Funds spent on general administrative expenses
unrelated to grant.

Corrective Action:

Bepay amount of expenses not supported through
staff time sheets.

Amount Requested: 3
Amount Recovered: 3 I:l

Is this closed Audit subject to future verification: & Yes (No
Follow Up:

Sent 4/13/10 letter to organization reguesting
reimbursement. EResponse not received by
5/03/2010.
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C. Adding and/or Editing a TA Event with TA Topics

Although this area of the User Guide is written for program grantees, HUD technical assistance
(TA) providers also will use this portion of the ADMIN module to give HUD the ability to link their
activities to the performance of the grantees they assist. An alternate version of section VI will be
issued shortly for those TA users.

1. Adding and/or Editing the Technical Assistance Event

Technical Assistance events include some information that is similar to monitoring events.
However, grantees identify not only the responsible organization that has been assisted, but also
the identity of the organization that has provided the technical assistance. Some common
information that is required includes the program requirement categories and the start date for the
event.

Monitoring/Audit/ TA
Add/ Edit Monitoring/Audit/TA Event Help?

Originator: Mark Mitchell

*Reference Number: [2010-5PR-02

*Event Type: (' Monitoring OAudit(@Technical Assistance]o Monitoring/Technical Assistance

*Responsible Organization:

Springfield COC

*Event Conducted: (& On-Site () Remote

*#Program Requirement Categories:

ALLOW COST
COBGELIG

*Start Date: |02/21/2010 Select Date (ex: mm/dd/yyyy)
End Date: 02/27//2010 Select Date (ex: mm/dd/yyyy)

Report/Letter Date: |03/18/2010 | sclecepate (ex: mmi/dd/yyyy)

Event Description:

Conducted staff training on activities eligible
under program and record keeping requirements
for support documents.

Event Topics:

Response/Deadline

Date Action

Select Monitoring Type  EventID Status

None

‘ Add TA Topic .
——
|
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2. Adding and/or Editing a TA Topic

Grantee users can add a specific topic to a TA event with the Add TA Topic button. While
findings, concerns, and audit topics only allow users to select one organization, in the ADD TA
screens, users can add additional responsible organizations that received TA if more than one
organization participated in an event. Program requirement categories are a dropdown of those
selected in the TA event profile. Users can also identify whether the grantee staff conducted
training or whether another organization did.

Monitoring /fAudit/TA

Add/Edit TA Topic

*Imdicates reguirsd feids

Originator: Springfield, LA
Reference Number: SRO0L
Responsible Organization: 5Springfield Housing Department

Other Responsible Organization(s):

Springfield Chamber of Commerce ;I ﬂ]
Springfield Parks Deparment =]

*Program Requirement Category: ALLOW COSTS'|
*Activities:
Select Grant # Activity #

Noene

Delete Selected | Select Activities

*TA Topic Id: |FIN MGMT1

TA Topic Title: | Allowable Costs and Support Docs

*Rationale: |Select one -

*TA Topic Provider:
(r Grantee Staff ]

T Contractor's Responsible Organization:

Description:

Discussion of timesheets and support documents required =
for allowable costs.

Conclusion:

Save | | Canesl
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D. Adding and/or Editing a Monitoring/TA Event

If grantees have events where they combine monitoring of an organization they fund with
technical assistance, they can select this type of event.

*Event Type: ) Monitoring O Audit C)TechnmalAssmtancefc}Montonng}TechnmalAssmtance ]

Once this type of event has been selected, users will see buttons that will allow them to add
findings, concerns or TA topics.

| AddFinding | | AddConcern | [ AddTA Topic

[Save] [ [ Cancel]
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V. Admin Info in OPR and Report Tabs

As described above, most of the detailed information on monitoring, audits, and technical
assistance can be viewed by grantee and HUD DRGR users, but is not viewable by the general
public. Since information in the QPR may be exported and posted for viewing by the public, only
summary information on the number of visits and/or reports is displayed in the View QPR screen
and the results of downloading QPRs for printing.

Monitoring, Audits, and Technical Assistance

This Report Period To Date
Monitoring Visits 4 12
Audit Visits 2 5
Technical Assistance Visits 3 9
Monitoring /Technical Assistance Visits 1 2
Report/Letter Issued & 14

As indicated previously, the section on Monitoring, Audits, and Technical Assistance in a QPR will
be displayed as soon as data is entered into it. DRGR will calculate the # of visits and reports
based on the dates entered. Using these calculations, the QPR will show dates that fall under the
current report period as well as all visits and reports to date.

Microstrategy reports summarizing more detailed lists of events and findings will be available for
HUD and grantee users. In general, these will be organized by event type, organization, and/or
compliance categories.
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APPENDIX- SAMPLE REQUIREMENT AND CORRECTIVE
ACTION CATEGORIES

SAMPLE PROGRAM REQUIREMENT CATEGORIES

Code

ALLOW
COST

CDBG ELIG
CIT PRTCP

ENVIR

FIN MGMT

LABOR
NATOBJ S&B
NATOBJ UN

NATOBJ-LM

NATOBJLH25

NATOBJLMMI

URA

Name
Allowable Costs

Eligible CDBG Activity

Citizen Participation

Environmental Reviews

Financial Management

Davis Bacon - Labor
National Objective - Slum & Blight

National Objective - Urgent Need
National Objective - Low Mod

National Objective- LH25 (NSP
Only)

National Objective - Low, Mod &
Middle Income (NSP Only)

Uniform Relocation and Acquisition

CORRECTIVE ACTION/SANCTION CATEGORIES

Corrective Action: Change Payment
Corrective Action: End/Alter
Corrective Action: Future Grant
Corrective Action: Other

Corrective Action: Reimburse

Corrective Action: Reprogram Funds

Corrective Action: Warning

Description

Administrative Costs Allowable under
applicable OMB Circulars, etc.

Activities eligible under 24 CFR 570
Citizen Participation

Activities comply with applicable
environmental reviews, etc.

Activities comply with OMB circulars
regarding financial procedures and
support documentation

Davis Bacon - Labor
National Objective - Slum & Blight

Activities assisting households between
0-80% AMI

Activities assisting households 0-50%
AMI

Activities assisting households 0-120%
AMI

Uniform Relocation and Acquisition

No Action Required

Sanction: Other

Sanction: Terminate grant
Sanction: Hearing

Sanction: Reduce future grant

Sanction: Reduce/Suspend/Deobligate
Funds
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