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PI Transfer Procedures

I. DRGR System

1. Reconcile Program Income

2. Request Transfer from Field Office

3. Cancel DRGR PI Receipts

II. IDIS System

A. Add Receipts

B. Edit/View Receipt

C. View Receipt Accounts
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PI Transfer Procedures –

DRGR System

1.  Reconcile Program Income

IMPORTANT: Program income must be reconciled in 

DRGR before the local HUD Field Office will approve a 

request to transfer NSP PI to the CDBG program.  

- Review NSP PI receipts and drawdowns in DRGR 

using DRGR MicroStrategy Report Fin Rept 07b: 

Cumulative Data – Activity Level 
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PI Transfer Procedures –

DRGR System

1. Reconcile Program Income

- Ensure that PI receipts and drawdowns recorded in 

DRGR reconcile with corresponding internal financial 

records.  

- NOTE! Grantees are not required to receipt PI in DRGR 

that is on-hand but not yet receipted in DRGR if the 

grantee intends to transfer the un-receipted PI to the 

CDBG program.  
6U.S. Department of Housing and Urban Development  •  Community Planning and Development



PI Transfer Procedures-

DRGR System

2. Request Transfer from Field Office

IMPORTANT: Grantee will need to submit a 

written request on the HUD Template that will be 

provided.  Transfers should be completed 

promptly after approval is received.  
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PI Transfer Procedures-

DRGR System

2.   Request Transfer from Field Office

PI Transfer Request Template will include the following 

information:

A. Grant number and specific appropriation;

B. Amount of available NSP program income, including:

– The amount of program income receipted and drawn 

in DRGR and the remaining DRGR program income 

balance; and

– The amount of program income that has not been 

receipted in DRGR;
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2. Request Transfer from Field Office

PI Transfer Request Template includes the following 

information:

C. Amount of NSP program income transfer request; 

D. A copy of the NSP program income reconciliation record 

(e.g. Excel spreadsheet);

E. A statement that DRGR agrees with the grantee’s 

internal financial records less any NSP program income 

on-hand that has yet to be receipted in DRGR; and 
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PI Transfer Procedures-

DRGR System
2.  Request Transfer from Field Office

PI Transfer Request Template includes the following 

information:

• An analysis of the LH25 set-aside and admin caps to 

demonstrate compliance with the requirements: 

– A minimum of 25% of program funds and NSP program 

income must be used to benefit households with incomes 

of 50% AMI or less; and up to 10% of program funds and 

NSP PI may be used for admin

• Compliance with the LH25 set-aside and administrative cap 

should be performed AFTER subtracting the NSP PI that is 

proposed for transfer to the CDBG program.
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3. Cancel DRGR PI Receipts

Upon FO approval, the grantee must cancel DRGR program income 

receipts that will be receipted in IDIS as part of the transfer.

Steps for Transfer Include the Following: 

A. Determine the amount of PI receipts that must be cancelled in 

DRGR.

B. Check PI Account Balances to Establish Which Accounts Have 

Balances that will be Cancelled.

C. Determine which PI Receipts will be Cancelled. 

D. Cancel PI Receipts.
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PI Transfer Procedures- DRGR

3. Cancel DRGR PI Receipts

A. Determine the amount of PI receipts that must be cancelled 

in DRGR.

• The amount to be cancelled in DRGR depends on: 

(1) the amount approved by HUD for transfer,

(2) the amount of PI not yet receipted into DRGR, if any, 

and 

(3) the PI Balances in DRGR. 

• Any PI not yet receipted into DRGR will be applied to the 

amount approved for transfer first, then remaining 

amounts needed for transfer will be cancelled from 

DRGR. 
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PI Transfer Procedures- DRGR
3. Cancel DRGR PI Receipts

A. Determine the amount of PI receipts that must be 

cancelled in DRGR.
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Example NSP Program Income Approved for Transfer to IDIS
Example A Example B Example C Example D

Total Program Income Approved for Transfer $100 $100 $100 $100

NSP Program Income not receipted in DRGR $100 $0 $50 $70

DRGR Program Income receipts that must be cancelled $0 $100 $50 $30

DRGR Program Income receipts $400 $400 $400 $400

DRGR Program Income drawdowns $400 $300 $350 $350

DRGR Program Income balance $0 $100 $50 $50

DRGR Program Income balance after transfer to IDIS $0 $0 $0 $20



PI Transfer Procedures

DRGR System 

3.  Cancel DRGR PI Receipts

B. Check PI Account Balances to Establish Which 

Accounts Have Balances that will be Cancelled.

• By default, every DRGR grantee has a GENERAL PI ACCOUNT 

where all DRGR activities are assigned.  

• Grantees may have elected to create separate PI Accounts or 

RLF Account to move one or more activities from the GENERAL 

ACCOUNT. 

• If a grantee has only the General PI Account and did NOT create 

separate PI accounts or RLF Accounts, then the next slide does 

NOT apply.  
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PI Transfer Procedures-

DRGR System

3. Cancel DRGR PI Receipts

B. Check PI Account Balances to Establish Which Accounts 

Have Balances that will be Cancelled.

For those with separate PI/RLF Accounts only: 

• Using MicroStrategy Report Fin Rept 05d: Program 

Income Account Summary, determine the PI balance 

available in the GENERAL ACCOUNT and any PI 

accounts.  

• The last column of the report will show each PI balance, 

which indicates the maximum amount of receipts that can 

be cancelled per Program Income Account.
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PI Transfer Procedures-

DRGR System

3.  Cancel DRGR PI Receipts

C. Determine Which PI Receipts Should Be Cancelled. 

• This step applies to all who are cancelling PI in DRGR. 

• Remember, PI receipts and drawdowns are created at the 

activity level.  

• DRGR will not allow PI drawdowns to exceed the 

cumulative sum of PI receipts.  

• Therefore, one or more receipts can be cancelled for any 

number of activities so long as the cumulative sum of PI 

receipts cancelled does not result in a remaining PI 

balance below the PI drawn amount.
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PI Transfer Procedures-

DRGR System
3.  Cancel DRGR PI Receipts

C. Determine Which PI Receipts Should Be Cancelled. 

• Using MicroStrategy Report Fin Rept 05e:  Program 

Income Receipt Report, identify a sufficient number of 

receipts that sum to the amount of PI that must be 

canceled in DRGR to match the amount approved for 

transfer to IDIS.  

• If there are questions regarding which PI receipts to 

cancel, grantees should consult with their CPD 

Representative.  

• In most cases, the most recently entered PI receipts 

should be cancelled.
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PI Transfer Procedures – DRGR 

3. Cancel DRGR PI Receipts

C. Determine Which PI Receipts Should Be Cancelled. 

Example Fin Rept05e: Identify PI Receipts to Cancel

18



PI Transfer Procedures-

DRGR System

3. Cancel DRGR PI Receipts

D. Cancel PI Receipts. 

• Once a grantee has determined which DRGR PI Receipts to 

cancel, the next step is to cancel each PI Receipt.  

• Grantees can edit receipts by: 

– Logging into DRGR > 

– Click on the DRAWDOWN TAB > 

– Click of Search/View PROGRAM INCOME Receipts > 

– Click ‘Edit’ next to the PROGRAM INCOME receipt, and the 

following screen will load:
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PI Transfer Procedures- DRGR
3. Cancel DRGR PI Receipts

D. Cancel PI Receipts. 

Example DRGR Edit Program Income Receipt Screen
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PI Transfer Procedures-

DRGR System

3.  Cancel DRGR PI Receipts

D. Cancel PI Receipts. 

• Once the Edit PI Receipt screen loads

o Enter a note with the date indicating the PI receipt was 

transferred to IDIS

o Change the Receipt Status to “Cancelled” and 

o Click SAVE.  

• Repeat the process until all PI Receipts have been 

cancelled.
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PI Transfer Procedures

DRGR System

3.  Cancel DRGR PI Receipts

D. Cancel PI Receipts. 

In the likely event that a PI Receipt will need to be modified 

in order to transfer the exact amount approved to IDIS, 

• Follow the same steps outlined above.  

• Once the edit PI Receipt screen loads, reduce the program 

income receipt amount by the amount necessary

• Enter a comment in the comment box describing the 

original PI amount and the reason for the reduction (to 

transfer program income to IDIS).
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PI Transfer Procedures-

DRGR System
3.  Cancel DRGR PI Receipts

Other Considerations: 

• If a grantee budgeted NSP PI in DRGR that has been 

transferred to IDIS, the grantee may need to reduce the 

Estimated PROGRAM INCOME at the Action Plan level, and 

in Project and Activity level budgets.  

• Refer to the DRGR User Manual Section 4: Action Plan 

Module for additional information: 

https://www.hudexchange.info/programs/drgr/guides/

• MicroStrategy reports update overnight, so changes made 

today will not be reflected in until tomorrow.
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https://www.hudexchange.info/programs/drgr/guides/


PI Transfer Procedures –

IDIS

IMPORTANT-

• Do not need to wire transfer/send money to HUD 
or LOCCS.

• Deposit transferred funds into local CDBG 
program income account.
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PI Transfer Procedures –

IDIS

A. Add Receipts.

B. Edit/View Receipt.

C. View Receipt Accounts.
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PI Transfer Procedures-

IDIS
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A. Add Receipt. 

– Click the Receipt Add link on any Funding/Drawdown 

screen to display the Add Receipt menu.  (See Next 

Slide.)



PI Transfer Procedures-

IDIS

27U.S. Department of Housing and Urban Development  •  Community Planning and Development

A. Add Receipt. 



PI Transfer Procedures-

IDIS
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A. Add Receipt. 

– Choose:  The first option, “Formula Grant Receipt,” to 

receipt program income



PI Transfer Procedures-

IDIS
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A. Add Receipt. 



PI Transfer Procedures-

IDIS
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A. Add Receipt. 

On “Add Formula Receipt Screen”

• Program Year – Default to grantee’s current program year.  It 

can be changed to the prior year provided the receipt is 

created within the first 90 days of the current program year.

• Input activity #2 as the activity ID that associate with the 

receipt.

• Input NSP grant number(s) and activity ID(s) in the 

“Comments” field.

• You may want to note the system-generated receipt number 

since it can be used on the Search Receipts screen. 



PI Transfer Procedures-

IDIS
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B. Edit/View Receipts.

• To edit or view a receipt, you must first conduct a 
search to retrieve it. 

• Click the Receipt Search link on any 
Funding/Drawdown screen to access the Search 
Receipts screen.

• Specify as many or few search criteria as you 
wish to retrieve the receipt(s) you want to 
update/view.



PI Transfer Procedures-

IDIS
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B. Edit/View Receipts.



PI Transfer Procedures-

IDIS
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B. Edit/View Receipts.

• The search results are sorted by RECEIPT NUMBER 

(descending). You can change both the sort field and the 

sort order by clicking on any column header that is in 

blue.

• Select the receipt you want to process by clicking its Edit

or View link in the last column (only the View link will be 

available for cancelled receipts and for users who are 

not authorized to edit receipts).

• Depending on which link you click, the Edit Receipt or 

View Receipt screen will be displayed. 



PI Transfer Procedures-

IDIS
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B.  Edit/View Receipts - Search Receipts Screen.



PI Transfer Procedures-

IDIS
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B. Edit/View Receipts.

Edit Receipts Screen.

• Five fields can be updated on this screen: 

– RECEIPT STATUS, 

– AMOUNT, 

– IDIS ACTIVITY ID, 

– GRANTEE RECEIPT NUMBER, and

– COMMENTS



PI Transfer Procedures-

IDIS
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B.  Edit/View Receipts- Edit Receipts Screen.



PI Transfer Procedures-

IDIS
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C. View Receipt Account. 

To view summary information about receipt accounts, click 

the Receipt Search Accounts link on any 

Funding/Drawdown screen to display the View Receipt 

Accounts screen:



PI Transfer Procedures-

IDIS
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C. View Receipt Account. 



PI Transfer Procedures-

IDIS
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C. View Receipt Account Screen. 



PI Transfer FAQs

• HUD published FAQs to guide grantees through 
the policy considerations and mechanics of 
completing the transfer in DRGR and IDIS. 

• Search for FAQs here:  

https://www.hudexchange.info/faqs/programs/ne
ighborhood-stabilization-program-nsp/

• View full list of PI Transfer FAQs here: 

http://tinyurl.com/jlerp8y
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https://www.hudexchange.info/faqs/programs/neighborhood-stabilization-program-nsp/
http://tinyurl.com/jlerp8y


PI Transfer FAQs

Q: Am I required to transfer my NSP program 
income to my CDBG program, or is it optional? 

A: No, this is not a requirement. HUD is the 
making transfer option available to NSP grantees. 
Use of the transfer feature is solely at the 
discretion of the grantee. 
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PI Transfer FAQs

Q: Can I transfer NSP program income to my 
CDBG Program prior to grant closeout? 

A: Yes, a NSP grantee may transfer NSP program 
income to its CDBG program at any time before, 
during, or after NSP closeout, as described in the 
Program Income Notice. Note that program 
income transfers must first be approved by the 
local HUD field office.
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PI Transfer FAQs

Q: Is there a deadline by which the transfer of 
funds must occur? 

A: No. HUD has not issued a deadline by which 
the transfer of funds must occur. HUD expects that 
the transfer of unused NSP program income and 
identification of the program to which future NSP 
payments will be made will largely be determined 
prior to NSP grant closeout.
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PI Transfer FAQs

Q: If we transfer some NSP program income to 
the CDBG program, can we transfer it back to 
NSP for use on an NSP activity, if needed? 

A: No. Once a grantee has transferred NSP funds 
to the CDBG program, transferred NSP program 
income will become CDBG program income upon 
receipt in the IDIS subject to all CDBG statutory 
and regulatory requirements for program income. 
CDBG funds are not eligible for transfer back to 
the NSP program. 
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PI Transfer FAQs

Q: What are the benefits and disadvantages of 
transferring my NSP PI? 

A: Benefits include allowing grantees to reach LOC 
funds faster and infusing CDBG projects with 
needed funds, particularly in places where there is 
not an adequate pool of NSP eligible properties. 

Disadvantages include the inability to use 
transferred funds with NSP flexibilities.  
Additionally, grantees needs to be mindful of the 
timing of transfers to ensure CDBG requirements 
are met.

45U.S. Department of Housing and Urban Development  •  Community Planning and Development



PI Transfer FAQs

Q: Can an entitlement that is part of a non-
entitlement NSP Consortium transfer program 
income to its CDBG program? 

A: It depends on the terms of the consortium 
funding agreement between the lead applicant and 
the entitlement consortium member. 
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PI Transfer FAQs

Q: My organization is a grantee with 
subrecipients that are allowed to retain the 
program income they earn.  How to I handle 
their program income under the transfer 
procedures? 

A: Subrecipients whose agreements with the 
grantee allow them to retain program income may 
keep that income, subject to NSP requirements. It 
is not subject to transfer back to the grantee 
unless the agreement changes. 
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PI Transfer FAQs

Q: Will HUD approval be needed each time NSP 
program income is receipted in IDIS or will one 
approval cover all future transfers? 

A: It depends. The frequency of approval is 
determined by the scope of the grantee’s request 
to the Field Office. A grantee may request a one-
time transfer of program income on hand. A 
grantee may also identify and ask for transfer of all 
expected PI from a particular activity or group of 
activities (such as a rehab portfolio). The two 
approaches may also be combined.
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PI Transfer FAQs

Q: Will the CDBG expenditure caps apply to the 
NSP program income funds transferred to the 
CDBG program? 20% for admin, 15% for public 
service? 

A: Yes. After transfer, the transferred funds will be 
CDBG funds in all respects.
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PI Transfer FAQs

Q: When transferring NSP program income to 
the CDBG program, what CDBG action plan 
year will it affect? 

A: CDBG program income will be accounted for in 
the year that the program income was received 
into the CDBG program.
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PI Transfer FAQs

Q: Will HUD waive or extend deadlines for 
meeting the CDBG 1.5 ratio due to an influx of 
NSP program income transferred into the 
CDBG program? 

A: HUD will take into account the timing and 
amount of program income transfers when 
evaluating timeliness, but HUD will not allow large 
balances to remain in the CDBG accounts 
indefinitely. 
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PI Transfer FAQs

Q:  Will I have to do a substantial amendment 
to my Consolidated Plan/Action Plan if I decide 
to transfer funds? 

A: This is likely. This will depend on whether your 
intended use of the PI will change from the use 
described in your existing NSP1 or 3 substantial 
amendment or your NSP2 proposal, and whether 
this change meets the CDBG requirements for a 
substantial amendment. 
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PI Transfer FAQs

Q: Will I have to do a substantial amendment to 
my NSP Action Plan in DRGR if I decide to 
transfer funds? 

A: No, but you must look to the CDBG program to 
determine whether an amendment will be required 
to the CDBG Action Plan. This will depend on the 
scope and nature of the change. 
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More Resources
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NSP 

– NSP on the HUD Resource Exchange: 

https://www.hudexchange.info/programs/nsp/

– NSP Closeout Guidance: 

https://www.hudexchange.info/resource/3811/nsp-closeout-guide/

– NSP Webinars- Search here. . . 

https://www.hudexchange.info/training-events/

https://www.hudexchange.info/programs/nsp/
https://www.hudexchange.info/resource/3811/nsp-closeout-guide/
https://www.hudexchange.info/training-events/


More Resources
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DRGR

– HUD Exchange Frequently Asked Questions (FAQ): 

https://www.hudexchange.info/resource/134/drgr-knowledgebase-faqs/

– HUD Exchange 2016 DRGR User Manual: 

https://www.hudexchange.info/programs/drgr/guides/

IDIS

https://www.hudexchange.info/resource/2685/idis-online-for-cdbg-

entitlement-communities-training-manual/

https://www.hudexchange.info/resource/134/drgr-knowledgebase-faqs/
https://www.hudexchange.info/programs/drgr/guides/
https://www.hudexchange.info/resource/2685/idis-online-for-cdbg-entitlement-communities-training-manual/


More Resources
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Ask-A-Question for NSP, DRGR, and IDIS

https://www.hudexchange.info/get-assistance/

NSP Questions Mailbox

nsp-questions@hud.gov

TA Requests

https://www.hudexchange.info/get-assistance/

https://www.hudexchange.info/get-assistance/
mailto:nsp-questions@hud.gov
https://www.hudexchange.info/get-assistance/


QUESTIONS?
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